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When in Doubt, DON'T throw it Out: 

Guidelines for preserving records of Southern Tier Industry 
 

The story of your work and of your family is the story of our community and our nation.   These 
stories become history when as a group they are preserved and organized for future generations.  
The Southern Tier was a remarkably creative and productive community in the mid-late 20th 
century.  Innovative products from the Southern Tier helped the U. S. win the race to the moon and 
changed the way the world does business.  By sharing memories of your work with the Digital 
Scrapbook of Southern Tier Technology, you can help CT&I accomplish its mission to document and 
present in context the inventions and industrial innovations of New York’s Southern Tier.   
 

Mementos are all around us.  What may seem trivial items can be valuable evidence of ideas and 
industry if the context can be deciphered.  We all have at least one box in the closet or one drawer 
somewhere with records of our working lives –  letters from the boss, photos of co-workers, 
advertising material, news clippings, technical reference manuals, retirement party programs, 
sample work products –  to name a just a few. These tidbits of a time gone by, perhaps unimportant 
in isolation, are golden nuggets in the mosaic of history.  They are worth saving. 
 

What to save? 

 
CT&I is scanning and collecting documents and photos of Southern Tier companies of all sizes and 
all eras.  Papers and other materials do not need to be old to be valuable.  Think about whether a 
document is rare or whether notes of these ideas or events are likely to be found elsewhere.  Don't 
assume that company records have been preserved.  Items recalling times that you were surprised by 
something that happened or when you surprised yourself are of particular interest.  Items likely to 
have historical value include: 
 

 Advertising material, such as press releases and objects with company logos 
 Company publications, such as annual reports, catalogs, manuals, policy guidelines, etc. 
 Correspondence, including envelopes with addresses and postmarks 
 Diaries, laboratory notebooks, and personal notes 
 Drawings and sketches of equipment, facilities, ideas, inventions, and products  
 Financial records, especially relating to inventions, manufacturing, and procurement 
 Military records and documents from WWII home front industries 
 Newsletters of clubs, companies, professional societies, trade organizations, unions, etc. 
 Objects, especially tools, models, prototypes, and product samples 
 Patent records, including applications 
 Photographs, especially informal shots of employees, events, workplace, products, etc. 
 Scrapbooks of job-related events and material 
 Sound, film, and video recordings 
 Staff lists, telephone directories, organizational charts, etc. 
 Technical publications or lists 
 Unpublished written materials, such as draft reports, manuscripts. 
 

When in Doubt, DON'T throw it Out!  
 

      Call, write, or email Susan Sherwood at   director@ctandi.org   
                                         & we will help you find an appropriate home for your treasures. 

 



Tips for saving your treasures and other stuff 
 

Safeguard your family records by storing them in a clean, stable, and secure environment. 
 

Keep paper and photographic records away from sunlight.  Avoid high heat and relative humidity.   
 

Avoid eating and drinking while working with old papers and photos.  Crumbs attract insects, and 
wet paper encourages mold and mildew. 
 

Use pencils to label items; 2H and HB are good.  Avoid Sharpies and other alcohol containing 

markers, as the solvents bleed through photos and can destabilize data stored on CD-ROMs. 
 

It is not a good idea to store documents in attics, where the seasonal temperature swings are great, 

or in basements if they are subject to flooding or damp.  Strive for temperatures from 55-70° F and 
30-50% relative humidity.  Avoid relative humidity above 65%, as mold spores bloom in moist 
conditions. Keep boxes at least 2" from exterior walls to avoid condensation in the cardboard. 
 

Ideally, records and artifacts should avoid contact with acid-containing materials, such as tape and 
newspaper.  Storing documents in archival-quality folders and containers helps slow deterioration. 
For long-term paper storage, choose archival quality envelopes and folders that are acid-free, 
buffered and low in lignin content.  Look for this information on product labels.  
 

Store newspaper clippings separate from other documents, as the high acid levels in newsprint will 
harm nearby paper and photographs.  Newspaper clippings may be scanned or photocopied on 
archival paper, and the originals stored separately or discarded. 
 

Handle documents gently.   
Unfold most paper for storage.  Stiff and brittle documents should be left folded. 
Remove all metal.  Paperclips and staples will rust. 
Remove all rubber bands. Rubber turns brittle, sticks to paper, and outgases sulfur. 
Never attempt to repair a document with tape or glue.  You may do more harm than good. 
Carefully repair critical tears with paper first aid tape on the reverse side;  paper medical tape 
minimizes the adhesive residue that can cause discoloration of paper and photographs.  

 

Photographs should be stored in archival quality sleeves of paper or plastic.  Photo mounting corners 
are another good option.  Avoid “magnetic photo pages” and scrapbooking “embellishments.”   
Use chemically stable plastic-based products, such as polyester, in contact with film and photos.  
Folders and sleeves made of Mylar Type D or Melinex 516 are recommended.  Never use products 
made of vinyl or polyvinyl chloride (PVC), often found in mass-market photograph albums and most  
magnetic photo pages,  Use paper enclosures that are acid-free and unbuffered. If possible, materials 
should pass the Photograph Activity Test (PAT-ISO 14523:1999); check labels for this certification.  
 

 

For more information, see: 

 

Saving Stuff : How to Care for and Preserve Your Collectibles, Heirlooms, and Other Prized  
Possessions, Don Williams and Louisa Jaggar, Fireside Publications, 2005.    (available in local bookstores)                                                                                               
         
American Institute for Conservation   http://aic.stanford.edu/library/online/brochures/index.html 

 

An Inventor’s Guide to the Preservation, Protection, and Donation of Personal Papers. 
Lemelson Center, National Museum of American History, Smithsonian Institution, Washington, DC 
 

Central New York Library Resources Council            http://clrc.org/dhp/dhpfamily.pdf 
   Documenting Family History – Collecting and saving family papers and oral histories  and   
   Caring for your Family Documents – Tips on proper storage, handling and organization. 
 

Library of Congress        http://www.loc.gov/preserv/careothr.html 
 

New York State Archives         http://www.archives.nysed.gov/a/nysaservices/ns_mhr_protect.shtml 
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