
 

 

 

 

 

 

Disaster Plan 

George Blood Audio/Video 

DIRECTORY LOCATION 

/Volumes/Sharedata/Disaster Plan/01_Disaster 
Plan/20170912DisasterPlan_public.pdf 
 

STUDIO 
21 West Highland Avenue 
Philadelphia, PA 19118-3309 
 

OFFICE 
8500 Germantown Avenue 
Philadelphia, PA 19118-3309 
 
 
 
Last Updated on November 21, 2017 by Sarah Mainville. 
 

 

 



 
2 Key Names and Contacts 

Table of Contents 

Section 1: Contacts and Disaster Teams 

Introduction .......................................................................................................................... 4 
Safe Areas.................................................................................................................................................................................... 4 
Distribution of the Disaster Plan ....................................................................................................................................... 4 
How to use this Plan ............................................................................................................................................................... 5 
Review and Updating ............................................................................................................................................................. 5 
Facility-Related Contact Information .............................................................................................................................. 6 

Cleaning Service ............................................................................................................................................................................. 6 
Electric Company .......................................................................................................................................................................... 6 
Electrician ......................................................................................................................................................................................... 6 
Back Up Electrician ...................................................................................................................................................................... 6 
Facilities Maintenance ................................................................................................................................................................ 6 
File Alarm Company ..................................................................................................................................................................... 6 
Fire Extinguisher Provider ........................................................................................................................................................ 7 
Garbage Company ......................................................................................................................................................................... 7 
Halon Installer (Vault Fire Suppression) ........................................................................................................................... 7 
HVAC Contractor ........................................................................................................................................................................... 7 
Insurance Broker ........................................................................................................................................................................... 7 
Insurance Company ...................................................................................................................................................................... 8 
Landlords .......................................................................................................................................................................................... 8 
Locksmith .......................................................................................................................................................................................... 8 
Plumber .............................................................................................................................................................................................. 8 
Security Company ........................................................................................................ Error! Bookmark not defined. 
Sewage Company........................................................................................................................................................................... 8 
Water Company ............................................................................................................................................................................. 8 

Emergency Services ................................................................................................................................................................ 9 
Fire Department ............................................................................................................................................................................ 9 
Police Department ........................................................................................................................................................................ 9 
Chestnut Hill Business Association ........................................................................................................................................ 9 
Emergency Management ........................................................................................................................................................... 9 

Mutual Aid Partners ............................................................................................................................................................. 10 
Preservation Professionals ................................................................................................................................................ 10 

Prevention, Salvage, and Disaster Team Members ............................................................... 12 
Disaster Team Assignments .............................................................................................................................................. 12 

Section 2: Maintenance and Prevention 

Facility Information ............................................................................................................. 13 
Building and Systems Procedures .................................................................................................................................. 13 

Employee Responsibilities ...................................................................................................................................................... 14 
Environmental Monitoring .................................................................................................................................................... 14 

Housekeeping/Pest Control .............................................................................................................................................. 14 
Food and Drink Policy .............................................................................................................................................................. 15 
Outside ............................................................................................................................................................................................. 16 
Preventive Maintenance.......................................................................................................................................................... 16 
Storage Areas ............................................................................................................................................................................... 16 
Emergency Shutoffs ................................................................................................................................................................... 18 



 Key Names and Contacts 3 

Fire Detection and Suppression Systems ......................................................................................................................... 18 
Gaseous Fire Suppression ....................................................................................................................................................... 21 
Smoke/Heat Detectors and Alarms ................................................................................................................................... 21 
Security ........................................................................................................................................................................................... 23 

Storm Preparation ................................................................................................................................................................. 24 
Disaster Supplies ................................................................................................................................................................... 25 

 

Contact Information for Suppliers and Vendors ................................................................... 27 

Section 3: Salvage and Recovery 

Identifying a Disaster ........................................................................................................... 41 
Initial Steps for Recovery ................................................................................................................................................... 42 
Collection and Equipment Identification ..................................................................................................................... 45 
Salvage Priorities  .................................................................................................................................................................. 46 

Recovery ............................................................................................................................. 48 

Transferring Items to Another Facility .................................................................................. 57 
Guidelines for Packing Items for Transfer .................................................................................................................. 57 

Rehabilitation...................................................................................................................... 61 
Rehabilitation of Storage Areas ....................................................................................................................................... 61 
Rehabilitation of Equipment ............................................................................................................................................. 62 

Rehabilitation of Collections ................................................................................................................................................. 62 
Post-Disaster Review ................................................................................................................................................................ 63 

Appendices 
Appendix A: Disaster Team Check Lists ....................................................................................................................... 64 
Appendix B: Integrated Pest Management Tracking .............................................................................................. 67 
Appendix C: George Blood Audio and Video Floor Plan ........................................................................................ 69 
Appendix D: Equipment and Information Technology Inventory ..................................................................... 70 
Appendix E: Field Guide Assessment Form ................................................................................................................ 70 
Appendix F: Circuit Breakers ............................................................................................................................................ 71 
Appendix G: Power Shutoff................................................................................................................................................ 72 
Appendix H: Fire Alarm Reset .......................................................................................................................................... 73 
 

 
 
 
Section 1: Contacts and Disaster Teams 
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Introduction 
 
This disaster plan is meant to assist in the prevention, salvage, recovery, and rehabilitation 
of collections following events ranging from a minor emergency to a major disaster. In an 
emergency it is important to keep in mind that human safety is always the highest priority.  
Recovery of collections should not begin until all staff, clients and guests are safe. 
 

Safe Areas 
 
In order to ensure and document the safety of all staff, everyone should gather as directed 
in one of the three following Safe Areas upon exiting the building: 
 

1. Across Germantown Ave by Kilian Hardware 
This is the first choice of a safe area. All staff should plan to meet here in the case 
of a disaster 

2.  The parking lot to the left of the Northeastern door (main entrance), on the way to 
the train station 
This is a backup Safe Area in case the first area is being used by another group of 
people or is compromised by a disaster.  

3.  In the office at 8500 Germantown Ave. 
The office may be used as a Safe Area in the case of inclement weather unless it 
is also compromised by a disaster.  

 

 
 

Distribution of the Disaster Plan 
 
Location of copies in facilities: 
 

1. Disaster supply kit, Shipping area 
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2. Red binder on triangle bookshelf, 21 West Highland Avenue Studio 
3. Red binder on desk of the Office Manager, 8500 Germantown Avenue Office 

 
Individuals with copies at home: 
 

1. George Blood, 309 Delancey St., Philadelphia, PA 19106, (215) 922-0456 
2. Brian Destremps, 4229 Fairdale Rd, Philadelphia, PA 19154, (267) 251-2325 
3. Elizabeth ‘Biz’ Gallo, 7701 Seminole Ave., Elkins Park, PA 19027, (734) 812-7458 
4. Sarah Mainville, 8422 Germantown Ave 2A, Philadelphia, PA 19118, (248) 795-3441 
5. Nora Egloff, 911 Inverness Lane, Philadelphia, PA  19128, (914) 330-3972 

 
Keeper of the Plan: Sarah Mainville 
 
File location of the Disaster Plan:  
/Volumes/Sharedata/Disaster Plan/01_Disaster Plan/20170912DisasterPlan.docx 

 

How to use this Plan 
 
This plan consists of three main sections (Contacts and Disaster Teams, Maintenance and 
Prevention, and Salvage and Recovery). The body of the plan is designed to include specific 
details on the above topics as well as step-by-step instructions to be used before, during, 
and after a disaster.  Once initial response is underway, consult the appropriate sections of 
the plan for more information as the recovery process progresses. This information should 
be consulted and updated regularly. If a disaster is to occur, the keeper of the plan should 
take notes on the situation, condition of the building and materials, actions taken, 
purchases made and any other important information. Blank paper for these notes is 
provided at the end of this document. 
 

Review and Updating 
 
This plan is updated every six months, in January and July of the year.  The January update, 
performed by the Keeper of the Plan, shall include a review of staff and emergency 
contacts, along with checking the status of fire suppression, HVAC and alarm systems. The 
July review is to be more thorough and will be done by the summer intern. An all-staff 
meeting follows all updates to the plan to provide a review for staff members (especially 
new employees).  
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Facility-Related Contact Information 
 

Cleaning Service 
 

Name: Carla Cheregati Mallare 
Address:  
Phone:  215.287.3604 
 

Electric Company 
 

Name: PECO Energy 
Account #: 21 West Highland: 62965-00209 & 351310-6023 

8500 Germantown: 97470-63028   
Address: 2301 Market St., Philadelphia, PA 19101 
Phone: 800.494.4000 
Emergency Phone: 800.841.4141 
Website: http://www.peco.com/  
 

Electrician 
 

Name: Anton Electric Inc. 
Address: 31 Lynn Ave, Oreland, PA 19075 
Phone: 215.836.9600 
 

Back Up Electrician 
 

Name: John Siemiarowski 
Mailing Address: 6815 Milton St.  

Philadelphia, PA 19119 
Shop Address: 7138 Chew Avenue 

Philadelphia, PA 19119 
Phone: 215.837.0101  
Email:  voltwiz@gmail.com 
  

Facilities Maintenance 
 

 Please see Landlord 
 
File Alarm Company  

Name: Advent Security 
Account #: 3890128 
Address: 101 Roesch Avenue  Oreland, PA 19075 
Phone: 215.576.7111 ext. 816  
Contact Robert Hoelzle 
Email: roberth@adventsecurity.com  

http://www.peco.com/
mailto:voltwiz@gmail.com
mailto:roberth@adventsecurity.com
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Fire Extinguisher Provider 
 

Name:  Philadelphia & Pennsylvania Fire Protection Co., Inc. 
Address: 5111 Chestnut Street Philadelphia, PA 19139 
Phone:  215.472.1000 
Email: philafireprotection@hotmail.com  
 

Garbage Company 
 

Name: City of Philadelphia Streets Department 
Address: 7th Floor, Municipal Services Building 

1401 John F. Kennedy Boulevard 
 Philadelphia, PA 19102-1676 

Phone:  215.686.5560 
Email: csstreets@phila.gov  
Website: http://www.philadelphiastreets.com/ 
 

Halon Installer (Vault Fire Suppression) 
Name: Suppression Systems, Inc. 
Address: 155 Nestle Way, Suite 104, Breinigsville, PA 18031 
Phone:  610.709.5000 
Contact Rick Seidel  
Email: info@suppressionsystems.com  
Website: http://www.suppressionsystems.com/  
 

HVAC Contractor 
 

Name: Greg Dunbar // Delbar HVAC 
Address: P.O. Box 504 Willow Grove, PA 19090 
Phone: 215-884-7100 
 

Insurance Broker 
 

Name: Brown & Brown of Lehigh Valley, Inc. 
Address: 3001 Emrick Blvd # 120 Bethlehem, PA 18020 
Agent: Donald Blood 
Phone: 800.634.8237 
Cell: 610.694.1892 
Email: dblood@bbinslv.com  
Additional Contact: Dawn Joblon 
Phone:  610.694.1904 
Mailing Address: P.O. Box 25001 Lehigh Valley, PA 18002 
Company Phone: 610.974.9490 
Website: http://www.bbinslv.com/ 

mailto:philafireprotection@hotmail.com
mailto:csstreets@phila.gov
mailto:info@suppressionsystems.com
mailto:info@suppressionsystems.com
http://www.suppressionsystems.com/
mailto:dblood@bbpennsy.com
http://www.bbinslv.com/
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Insurance Company 
 

Name: Ohio Casualty 
Policy #: WC 8656152  
Claims Service Phone: 866.255.5530  
Broker Phone: 800.634.8237 (Brown & Brown – Donald Blood)  
 

Landlord 
(21 W Highland Location) 

Name: T.G. Management, Inc. 
Address: P.O. Box 251 Lafayette Hill, PA 19444 
Phone: 215.836.7950 
Contact: Thomas G. Macy  
Email: tgmgt@netreach.net  
 

Landlord 
(8500 Germantown Location) 

Name: The Crossett Group 
Address: 611 Radcliffe Ave, Pacific Palisades, CA 90272 (Kim 

Neumann’s residence) 
Contact: Kim Neumann (Christopher's Daughter) 
Phone: 310.738.0373 
Email: kim@thecrossettgroup.com  
Maintenance Contact: Contact Kim Neumann 
 

Locksmith 
 

Name: Wm A. Kilian Hardware Co. 
Phone: 215-247-0945 

Plumber 
 

 Please see Landlord  
 

Sewage Company 
 

Name: City of Philadelphia Water Department 
Address: 1101 Market Street, 5th Floor, Philadelphia, PA 19107 – 

2994 
Phone: 215.685.6300 
Info: Landlord holds account information. 

Water Company 
 

 Please see Sewage Company 
 

mailto:tgmgt@netreach.net
mailto:kim@thecrossettgroup.com
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Emergency Services  
 
For an employee, fire, security, or flood emergency, call 911 immediately. 
 
The fire department should have the proper equipment to assist in pumping water out of 
the facility. 
 

Fire Department 
 

Addresses: 101 W. Highland Ave (Chestnut Hill)  
6900 Germantown Ave.  
300 E. Chelten Ave.  
4208-52 Ridge Ave. 

Abatement/Extinguishment  
NON-EMERGENCY 

Non-emergency concerns or information inquiries may 
be communicated to the PFD by calling the Fire 
Communications Center directly at (215) 922-6000 

 

Police Department 
14th Police District 

Address: 43 West Haines St. Philadelphia, PA 19144 
Phone 1: 215.686.3140 
Phone 2: 215.686.3141 
 

Chestnut Hill Business 
Association 

 

Address: 16 East Highland Ave, Philadelphia, PA 19118 
Phone:  215.247.6696 
 

Emergency Management  
 
Local Emergency Management  
Name: Philadelphia County Office of Emergency Management  
Address: 240 Spring Garden Street, Lower Level,  

Philadelphia, PA 19123 
Phone: 215.686.1117 
Contact: Deputy Management Director Samantha Phillips 
Contact Email: samantha.phillips@phila.gov 
 
State Emergency Management 
Name: Pennsylvania Emergency Management Agency 
Address: 2605 Interstate Drive, Harrisburg, PA 17110-9364 
Phone: 717-651-2163 
Website: www.pema.state.pa.us 
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Contact: Nicholas Bul (Individual Assistance Officer) 
Contact Phone: 717.651.4504 
Contact Email: nbuls@pa.gov 
 
Federal Emergency Management 
Name: Federal Emergency Management Agency 
Address: 615 Chestnut Street, One Independence Mall, Sixth 

Floor, Philadelphia, PA 19106-4404 
Phone: 215.931.5500 
Website: www.fema.gov/region-iii-dc-de-md-pa-va-wv 
Contact: Michael Sharon (Federal Preparedness Coordinator) 
Contact Email: michael.sharon@fema.gov  
 

Mutual Aid Partners 
 
Potential outside volunteers in case of a major or catastrophic disaster: 
 
Name: Conservation Center for Art and Historic Artifacts 

(CCAHA) 
Address: 264 South 23rd Street  Philadelphia, PA 19103 
Phone: 215.545.0613 
Email: Ccaha@ccaha.org  
Contact: Dyani Feige (Director of Preservation Services) 
Contact Email: dfeige@ccaha.org  
Website: http://www.ccaha.org/ 
 
Name: Backstage Library Works 
Address: 9 S Commerce Way Bethlehem, PA 18017-8916 
Phone:  800.288.1265 
Email: info@bslw.com  
Website: http://www.bslw.com  
 
Name: Lyrasis Preservation Field Services 
Address: 1515 Market Street, Suite 1200, Philadelphia, PA 19102 
Phone: 800.999.8558 
Contact Name: Laurie Genmill Arp 
Contact Email: laurie.arp@lyrasis.org 
Website:  http://www.lyrasis.org/  
 

Preservation Professionals 
 
Name: Ian Bogus 
Institution: Princeton 

mailto:lhortzstanton@ccaha.org
mailto:Ccaha@ccaha.org
mailto:lhortzstanton@ccaha.org
mailto:info@bslw.com
http://www.bslw.com/
http://www.lyrasis.org/
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Phone:   
Email:  

 
 
Name: Preston Cabe 
Institution: UPenn 
Phone: 215.898.9182 
Email: cabep@idc.upenn.edu 
 
Name: Tara Kennedy 
Institution: Yale 
Phone: 203.432.4335 
Email: tara.d.kennedy@yale.edu 
 

mailto:prestoncabe@gmail.com
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Prevention, Salvage, and Disaster Team Members 
 

Disaster Team Assignments 
 
Listed are the members of the disaster team and the roles that they will likely need to fill 
during an emergency.  
 
Please see Appendix A for checklists related to the various assignments. 
 

Disaster Response Team Leader:  George Blood 
Backup#1: Biz Gallo 
Backup#2: Jon Smeltz 
 
Administrator/Supplies Coordinator:  Biz Maher Gallo  
Backup#1: Colleen Yard 
Backup#2: Joseph DeSantis 
 
Collections Recovery Specialist: Biz Maher Gallo 
Backup#1: Sarah Mainville  
Backup#2: Nora Egloff  
 
Technology Coordinator: Nora Egloff  
Backup#1: Dash Williams 
Backup#2:  Tadashi Matsuura 
 
Building Recovery Coordinator:  Joseph DeSantis 
Backup#1: Tad Matsuura 
Backup#2: George Blood 
 
Security Coordinator: Brian Destremps 
Backup#1: Jon Smeltz 
Backup#2: Tad Matsuura  
 
Documentation Coordinator: Biz Gallo  
Backup#1: Mick Mullin 
Backup#2: Sarah Mainville 
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 Section 2: Maintenance and Prevention 

Facility Information 
 
The George Blood Audio and Video Studio is located within a close-quarter business 
building.  The facility shares common walls with a hairdresser (east wall), a bank (south 
wall), and an office space on the second floor. 

Building Access 

Doors 
 
There are two exits/entries located on the north wall, and one on the west wall. 
Each door has two locks: deadbolt, general doorknob lock.  
Emergency exit signs are located along the main hallway in the east side of the 
facility and beside or above the doors. 
 

Windows 
 
Three windows are located on the north wall.  
Two of the windows are barred with steel bars.  
Two half-inch Phillips head screws and 8 half-inch hex bolts secure the bars to the 
window frame in the Administrative Office and six half-inch Phillips head screws 
secure the bars in the Dub Room.  
Bars are 10 inches apart from each other in the Administrative Office, and 6 inches 
apart from each other in the Dub Room. 
Windows in Dub Room and the Shop cannot be opened; the right and left panes of 
Administrative  
Office window can be opened and closed with cranks located at the base of the 
window, but the three center panes do not open. 
Glass is single-paned. 
Doors are double paned. 
 

 

Building and Systems Procedures 
 
The information in the following section is focused almost exclusively on the 21 West 
Highland Avenue Studio, as this is where most of our equipment and media are stored. 
There is an off-site storage building at 20 East Herman St., which is used for the storage of 
electronic and audio equipment. One future action taken by the Keeper of the Plan could be 
to create a Disaster Plan for this off-site storage location.   
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Employee Responsibilities 
 
It is the responsibility of the last employee to leave the office every day to ensure that all 
equipment (including most computers but excluding network and HVAC infrastructure that 
remains “up” 24/7) is turned off; the lights are off; the vault, Dub Room, Equipment Room, 
and all production rooms are locked; the alarm is set; and both locks on all three exterior 
doors are locked. 

 

Environmental Monitoring 
 
There is one data logger housed in the vault. This data logger should be moved within the 
vault on a monthly basis to provide accurate readings. 
 
Environmental Monitor readings are downloaded from the data logger at the First Monday 
of the month and are reviewed by the Preservation Administrator and Registrar. 
 
 
Environmental Monitor readings are located at: 
 /Volumes/Sharedata/Vault Management/PEM  
 
Vault Keeper: Sarah Mainville 
 
Typical Vault Readings 
Relative Humidity (RH): 35% 
Temperature: 65.3 ˚F 

 

Housekeeping/Pest Control 
In addition to a weekly cleaning schedule, described below, the facility maintains an 
Integrated Pest Management Program (IPM).1  
 
Sticky tent traps are placed throughout the facility in six areas and are monitored on a 
monthly basis.  If a major infestation occurs, the facility is aware that they need to put 
additional traps down.  The Registrar is responsible for recording the number and type of 
pests/insects found in the traps as well as replacing the trap if necessary.2   
 
These traps are very sticky.  If needed, use one of the following to remove anything from a 
sticky trap:  dishwashing liquid detergent, hand cream, rubbing alcohol, peanut butter or 

                                                        
1 Patkus, Beth Lindblom.  Integrated Pest Management.  Northeast Document Conservation Center (NEDCC). 
http://www.nedcc.org/plam3/tleaf311.htm (accessed June 28, 2006). 
 
2 Conserv-o-gram.  August 1998.  Monitoring Insect Pests With Sticky Traps, Number 3/7. 
http://www.cr.nps.gov/museum/publications/conserveogram/03-07.pdf (accessed June 28, 2006).   Parker, 
Thomas A.  October 1988.  Study on Integrated Pest Management for Libraries and Archives. 
http://www.unesco.org/webworld/ramp/html/r8820e/r8820e00.htm#Contents (accessed June 29, 2006). 

http://www.nedcc.org/plam3/tleaf311.htm
http://www.cr.nps.gov/museum/publications/conserveogram/03-07.pdf
http://www.unesco.org/webworld/ramp/html/r8820e/r8820e00.htm#Contents
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regular butter, or cooking oil (cooking oil is a very popular choice as it seems to cause less 
irritation and pain than other choices).3  Dishwashing liquid detergent is located in the 
white cabinet in the kitchen.  
 
 
 IPM Tracking The spreadsheet used to track IPM in 2015 can be found here:  
/Volumes/Sharedata/Documentation/Preservation Administration/01_IPM 
Data/IPM2015.xls 
 
IPM Monitor: Sarah Mainville 

Food and Drink Policy 
 
It is important to control the presence of food and drink within the workspace. Spilled 
liquids or food crumbs can stain or damage client materials, negatively affect equipment 
performance, and attract insects and vermin into the workspace.  
 
In order to minimize risk to materials, equipment, and office documents, the consumption 
of food and drink must be carefully controlled.   
 

• Food and beverages other than water may be consumed in the foyer, where the tiled 
floor makes it easy to clean up any spills.  It is essential to be mindful of any 
equipment or media in the area.  Each person is responsible for cleaning up after 
her/himself.  

• No food or beverage of any kind allowed in the vault or the machine room. 
• No food allowed in any of the production areas, including the dub room.    
• Water may be consumed in any part of the facility and must be in a closed container, 

such as a spill-proof cup or a screw-top bottle.  Again, be mindful of equipment, 
media, and documents.  

• Food will be stored either in the refrigerator or in sealed, spill-proof containers. 
• Food waste and food containers will be placed only in the wastebasket in the 

kitchen in the 21 West Highland Avenue Studio, or in the wastebasket on the floor to 
the right of microwave in the kitchen area of the 8500 Germantown Ave Office. 

• These wastebaskets are for this use only.  Place all other trash in other baskets.   
• Beverage waste will be poured down the kitchen sink or toilet.   

 
Responsibilities of the person on rotation include:   

• Empty the kitchen wastebaskets by the refrigerators at the end of every workday, 
and remove the garbage to the bin in the courtyard, not the dumpsters in the 
parking lot behind the building. 

• Empty and clean the refrigerator at the end of the week. Any food items present for 
more than a week are thrown out except for condiments. 

                                                        
3 BugInfo.com.  Glue Traps - How to Deal With the Glue. http://www.buginfo.com/articles/gluetraps.cfm 
(accessed June 28, 2006). 
 

http://www.buginfo.com/articles/gluetraps.cfm
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• Clean the microwave at the end of the week.   
 
This chore is currently done by Jason Scaller.  
 

Outside 
 
An appointed individual is responsible for sweeping the area directly outside of the entry 
door as well as along the planter boxes in front of the window as part of Morning Chores. 
The area extends from the parking lot to the Sherlock’s hair salon and across the patio to 
the far side of the stone benches.  A company hired by the landlord handles all plant 
maintenance.  
 
A drainage grate is located near the secondary front entrance.  During heavy periods of rain 
the drain does not siphon water quickly. Morning Chores staff will check the drain during 
periods of rain and report any problems to the Office Manager who in turn will report it to 
the landlord’s representative (Tom Macy). 
 
 

Preventive Maintenance 

Building Maintenance 
An agent of the landlord does all maintenance of the facility including cleaning the 
gutters, repairing the roof, and plumbing. 

Restrooms 
The facilities’ restrooms are cleaned weekly by the cleaning service. 

Garbage 
Food-related trash is taken outside at the end of each day.  The non-food trash is 
collected every morning by an appointed employee during Morning Chores and is 
housed in the shipping area until it is discarded in the outside trash bin.  Trash and 
recycling are brought to the curb every Thursday evening for Friday pick up by an 
appointed individual doing Morning Chores. 

General Cleaning 
The facility’s restroom and kitchen areas are cleaned weekly, general cleaning of the 
production and office areas occurs on alternating weeks. 
 

Storage Areas 
 
The facility has one vault that contains all collections and materials sent for transfer, as 
well as materials for which storage space is rented.  Additional storage is located 
throughout the facility. 
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A. Vault  
The vault contains one stationary shelving unit and five mobile shelving of which four 
measure 20 ft in length x 2 ft in width x 7 ft 10 inches in height. The fifth unit, which is on 
the far left end of the vault, measures 20 ft in length x 1 ft 3 inches in width x 7 ft 10 inches 
in height. The vault is constructed with wood studs, a ceramic fiber blanket, 3 inches of 
calcium silicate, and 1 sheet of 5/8-inch drywall.  The “roof” has a rubber cover to shed 
water in the event of a water leak from above, or fire department activity above us. 
 
B. Cabinet 
The cabinet located along the south side in the east restroom houses some disaster 
supplies, and bathroom and general-purpose cleaners. 
 
C. Closet 
The coat closet in the east foyer provides storage for brooms, dustpan, snow shovel, and 
sidewalk deicer. 
 
D. Shipping Area 
Shipping supplies and materials are stored in the shipping area, in the rear of the west side 
of the facility (near the parking lot), and in the adjacent closet. 
 
E. The Cooler 
Equipment and supplies for remote recording sessions are stored in the Cooler, at the very 
back of the west side of the facility. The vault key is needed to access this area.   
  
F. Back Closet 
There is additional storage space in a closet just outside the Cooler.   
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Emergency Shutoffs 

 
 
Electricity Shutoff 
 
Main electricity shutoff is located below the east sidewalk of Highland Avenue near 
the business complex, in the basement. See Appendix I. Combination lock on the 
bulkhead doors to the shutoff (the lock often sticks): 0-0-0-0 
 
Breakers are located in the machine room. Additional breaker boxes are located in 
the video space on the south wall, beyond the kitchen in the general area of 
shipping. See map above. 
 
There are three breaker boxes. See Appendix H  

One primarily for the HVAC unit. 
The other box contains all other breakers.  
Box in video area controls lights, all video equipment and HVAC in the 
kitchen, shipping, video, and shop areas. 

 
Water Shutoff 
 
Located in the basement: Basement access is located on the east sidewalk of 
Highland Avenue near the business complex entry. 
Combination lock on bulkhead doors to the shutoff (the lock often sticks): 0-0-0-0 

Fire Detection and Suppression Systems 
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There are two alarm systems on-site. The fire detection system is provided by Advent 
Security through the property owner. Theft/security is provided through Alarmist Security 
and is contracted directly by GBAV. 

 

Fire Extinguishers 
 

Employees are not expected to fight fires, and the fire extinguishers in the building are not 
meant to fight fires either. Their primary function is to provide a path to safety for humans. 
The primary concern is the safety of employees, and thus the extinguishers are provided so 
that employees can safely exit the building in the case of a fire and wait for the fire 
department to extinguish the flames. 

Facility: East Side (Two Extinguishers)  

Extinguisher 1 
Type – ABC dry chemical 
Location – Back hallway; near filing cabinet 
 
This extinguisher is used on class A fires: ordinary combustibles – wood, paper, 
plastics; class B fires: flammable liquids and gases – paint, gasoline, and propane; 
and class C fires: energized electrical equipment – motors, transformers, and 
appliances.4 
 
The ABC dry chemical extinguisher should not be used for class D fires:  combustible 
metals – potassium, sodium, aluminum, and magnesium; and class K fires:  cooking 
oils and greases – animal and vegetable fats.5 

 

Extinguisher 2 
Type – Carbon Dioxide (CO2)  
Location – Equipment Room, on the floor to the right of the entrance 

 
This extinguisher is used on class B and C fires only. This type of extinguisher does 
not leave a residue so it is ideal for use on computers and other electronic 
equipment.6 

                                                        
4 FireExtinguisher.com.  Types of Fires. http://www.fireextinguisher.com/main.html (accessed June 28, 
2006). 
5 Ibid. 
 
6 Fire Extinguisher: 101. Fire Extinguisher Types (What Kind do I use?). 
 http://www.fire-extinguisher101.com/  (accessed June 28, 2006). 
 

http://www.fireextinguisher.com/main.html
http://www.fire-extinguisher101.com/
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Facility: West Side (One Extinguisher)   
 

Type – ABC dry chemical 
Location – To the right of the main entrance in the office area 
 
This extinguisher is used on class A fires: ordinary combustibles – wood, paper, 
plastics; class B fires: flammable liquids and gases – paint, gasoline, and propane; 
and class C fires: energized electrical equipment – motors, transformers, and 
appliances. 
 
The ABC dry chemical extinguisher should not be used for class D fires:  combustible 
metals – potassium, sodium, aluminum, and magnesium; and class K fires:  cooking 
oils and greases – animal and vegetable fats.  

 
Maintenance – Contact the vendor to schedule annual maintenance. (Listed under 
Fire Extinguisher Provider in the Vendor Contact Information section.) 

 
 

East & West Side Fire Extinguishers were last serviced: September 2014.  
 

Facility: 8500 Germantown (One Extinguisher) 
 

Type – ABC dry chemical 
Location – Next to main door.  
 
This extinguisher is used on class A fires: ordinary combustibles – wood, paper, 
plastics; class B fires: flammable liquids and gases – paint, gasoline, and propane; 
and class C fires: energized electrical equipment – motors, transformers, and 
appliances. 
 
The ABC dry chemical extinguisher should not be used for class D fires:  combustible 
metals – potassium, sodium, aluminum, and magnesium; and class K fires:  cooking 
oils and greases – animal and vegetable fats  

 
This extinguisher does not have a tag and needs to be recharged. It has not been serviced 
since before 2013. Called Fire Protection Co. to schedule 2015 maintenance.   
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Gaseous Fire Suppression 

Type – Halon 1310 
Location – Vault 
Amount – One cylinder charged with no more than approx. 60 lbs at 360 PSI 
 
Maintenance – Contact the vendor to schedule semi-annual maintenance. (Listed under 
Halon Installer.) 
 
Back-up Halon - Two cylinders that are each charged with no more than 200 lbs at 360 PSI. 
These two cylinders contain addition agent to recharge the system, but the agent is not on-
line and available to fight a fire. 
 

Note: In the case of power failure, the Halon system "trouble" alarm may go off. If the 
Halon system's trouble light is on and the alarm is sounding, silence alarm at the unit 
in the vault, then make sure the power normal light is lit solid. If not, the breaker is off. 
See Appendix H. Correct the breaker. Then press reset on Halon system. Contact the 
installer if there are any concerns about properly resetting the system. 

 
The system was last checked: April 21, 2015 

Smoke/Heat Detectors and Alarms 

21 West Highland 

East side 
 

Smoke detectors are located in each of the five production rooms; flashing light 
components, “horn strobes” are included in these alarms in case an individual 
cannot hear the alarm.  
 
The production rooms also have lights that flash when the phone rings. As both 
lights are near each other it is possible to confuse the two functions. In the event of 
an emergency the alarm will sound and the light will continue to flash. The horn 
strobes are very loud and the light is very bright. 
 
Smoke detector location and quantity: 
 Hallway/Foyer: 3 
 Dub room: 1 
 Administrative Office: 1 
 Equipment Room: 1 
 Vault: 2 
 
Heat detector in the restroom. 
 
One pull-down alarm by the entry door.  
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West side 
  

One smoke detector is outside the kitchen door.  Its alarm component, with flashing 
light, is mounted on the wall outside the video suite. 
 
One pull-down alarm is by the back door.  
 
Fire sprinkler pipe and heads run the length of the west wall. This wet standpipe is 
under control of the building. Shut off is in the same basement area with electric and 
water shut offs.   
 

Maintenance  
Alarm system manual kept in the Disaster Bin.  
Dust the smoke detectors monthly during First Monday Chores.  
Call the Alarmists company to put system in test mode.  
 
Fire alarms and detectors should be checked annually and were last done so by the studio 
building landlord: December 2014. Next check should be scheduled for December 2015 for 
21 West. 

 

8500 Germantown 
 

One pull-down alarm is by the main door.  
 

According to our records, this alarm has not been checked. 
 

21 West Highland 
Number of HVAC systems: 5 

East side 
 
System locations:  

• Vault – thermostat control is located along the northeast wall of the vault (to 
the left of the door). 

• Production rooms – thermostat control is located in each room. 
• Machine room - thermostat control is located on the wall to the right of the 

entrance 
• Common areas including the Dub Room, Administrative Office, and 

Equipment Room – thermostat control is located in the foyer area.  
 

Typical Vault System Readings: 
• RH: 35% 
• Temperature: 65.3 ˚F 
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Filters:  

• Honeywell FC100A 1003, 16 inches x 20 inches. 
• Replacement filters for the Vault HVAC are housed in the Vault in the bucket 

to the left of the door. 
• Replacement filters for the standard HVAC are stored in the back-left corner 

of the Shop.  
• The filters are to be changed every month as a part of First Monday Chores. 
• More information about First Monday Chores can be found at 

https://sites.google.com/a/georgeblood.com/georgebloodwiki/office/first-
monday-chores 

West side 
 

System locations:  
• Rear area – thermostat is located just inside the kitchen. 
• Video area – thermostat control is located to the left of the video production 

room, next to the Quad tape cleaning machine 
• Video area baseboard heat – thermostat control is located in the kitchen  
• Shop – thermostat located in conference room.   

 
 
The HVAC system at 21 West Highland was last checked by contractor:  June 2016 
 

8500 Germantown 
Number of HVAC systems: 1 

 
System Location:  

• Thermostat is located on north corridor wall, across from the kitchen 
 
The HVAC system at 8500 Germantown was last checked by contractor:  June 2013 
 

Security 

21 West Highland Alarm system 
 

Disarmed every morning by the first employee to arrive using the keypad next to the 
main entrance or next to the loading door by the office.  

• Disarm by typing the code + OFF 
 
Armed every evening by the last employee to leave 

• Arm by typing the code + AWAY 
• The doors must be closed in order to arm the alarm 
 

https://sites.google.com/a/georgeblood.com/georgebloodwiki/office/first-monday-chores
https://sites.google.com/a/georgeblood.com/georgebloodwiki/office/first-monday-chores
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The following personnel have the security alarm code: 
• George Blood and all employees 
• George Blood’s family members 
• Recent Prior employees 
• Bookkeeper, maintenance and cleaning staff 

 
There is no alarm system for the 8500 Germantown building. 

 
Alarms are automatically tested through the alarm service.   
 

 
 
 

Storm Preparation 

Office Closure Policy 
 
In the event of severe weather, the office may need to close and preventive measures taken 
to protect equipment and media in the facility. Management from GBAV will contact 
employees in the event of a closure. If a storm is approaching and you don't hear from 
GBAV, the office is open as usual. If it is too dangerous for you to travel to work, call your 
supervisor or another staff member who is on site. 

Preventive Measures 
 
In the case of a severe weather warning, the following steps should be taken prior to the 
weather system entering the region. 
 

1. Contact the Keeper of the Plan to update any changes to your contact information. 
2. Contact IT personnel about the shutdown of systems. 
3. Move materials, equipment, and any hard disk drives away from windows. 

Electronic and/or valuable items should be moved to interior rooms when possible. 
4. Move materials, equipment, and any hard disk drives from the floor. All items 

should be stored off of the floor in case of flooding or leaks. 
5. Cover and enclose computers and electronic equipment securely in garbage bags or 

cover with plastic to protect in case of overhead leaks. 
6. All original material should be stored in the vault or E1 (off the floor if at all possible 

and cover with plastic sheeting to protect from leaks). 
7. Put towels along threshold of doorways along the east side of the building, and in 

front of the machine room and the vault. 
8. Unplug all cords from outlets and remove power strips from the floor. 
9. Close all interior doors before securing the facility. 
10. In case of power outage, contact the fire alarm company (Advent). 
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Disaster Supplies 
 
Funds should be allocated for all potential disasters. The Primary Contact and the 
Administrative Coordinator will control funds.  The amount of funds to be allocated should 
be based on the amount of supplies that are at hand and what will need to be purchased in 
the event of a disaster, estimated costs of buying distilled water and leasing generators, 
insurance claims, and estimated costs for conservation/data recovery. However, in the 
event of a disaster, all employees have unlimited purchasing authority to purchase any 
goods and services they feel will aid the recovery effort.  
 
Disaster Supplies are housed in an assigned area within a plastic, Rubbermaid garbage bin 
on wheels next to the water cooler in the foyer.  
 
These supplies are to be used only in the case of an emergency and are not for everyday 
use.  If supplies are taken from the bin, they should be returned after use.  A complete list of 
disaster supplies is kept on a clipboard inside the bin.  Items should be checked against this 
list on First Monday to ensure that every supply is present or to determine if items need 
replacing. 
 
Disaster Supply Monitor: Sarah Mainville 
 

On-Site Supplies 
 

• 2 brooms (in closet) 
• 2 dustpans (1 in bin) 
• 2 plastic buckets (one in the yellow cabinet and one in the Shipping Area) 
• 1 mop (in west side bathroom) 
• 1 first aid kit (in yellow cabinet) 
• Large trash bags (6 in bin) 
• 2 dollies/carts (in Cooler or near Shipping) 
• 2 Portable Humidifiers in the Machine Room 
• 1 Dehumidifier in the Vault 
• Small HEPA vacuum 
• HEPA filters are in the machine room immediately to the right upon entering.  
• Small shop vacuum 
• Tool kit (crowbar, hammers, pliers, flat-head and Phillips-head screwdrivers in 

Shop; utility knife in Office and Shipping Area with extra blades in the Shipping 
Area; 1 flat-head & 1 Phillips-head screwdriver, 1 pair pliers in bin) 

• 6 packages of plain paper towels (in bin, more in yellow cabinet) 
• Milk crates and/or cardboard boxes (crates in Cooler, vault, various rooms 

throughout studio; cardboard boxes in closet)  
• 1 roll of clear packing tape (in bin, rest in the Shipping area) 
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• Rubber garbage bin on wheels: 
 

2 cellulose sponges 
Lint-free cloths 
1 disposable camera 
1 box of 12 pencils, sharpened 
1 package of waterproof markers 
2 pairs of scissors 
1 clipboard 
1 box of 50-100 nitrile gloves (latex 
and powder-free, size medium) 
10 new masks for mold protection 
(NIOSH N95 recommended) 
1 roll of plastic heavy, polyethylene 
sheeting (to protect unaffected 
collections) 
4 Mil 48” x 100’ 
2 rolls of duct tape 

A supply of polyethylene or 
polypropylene bags  
2 Mil 11 3/8”W x 14 1/4”H Package 
100 
2 Mil 35 ¾”W x 47 3/8”H Package 
50 
1 flashlight 
D batteries (Good till March 2014) 
20 sheets of white blotter paper 
(20W x 30”L Sheet) 
2 50’ extension cords 
1 clothesline (8 lb. monofilament) 
Un-dyed/unscented liquid detergent 
– dish or laundry  
Alarm system Manual 
 

 
*The supply list was generated from the following sources: Lyrasis and dPlan.7 
 

Off-Site Supplies 
 
Due to the amount of storage space in the facility, it is recommended that certain items be 
housed either off-site or purchased as needed: 
 
Offsite Location: Kilian Hardware Store 

• 1 to 2 large portable electric fans 
 
Recommended disaster supplies for the facility to rent or purchase as necessary: 

• Generators 
• Distilled water 
• Rubber boots 
• Hard hats 

 

                                                        
7 Northeast Document Conservation Center (NEDCC).  2006.  dPlan. http://www.dplan.org/  (accessed June 
28, 2006).  Solinet.  Disaster Recovery Services and Supplies. http://www.solinet.net/emplibfile/dissuppl.pdf 
(accessed June 30, 2006).  Northeast Document Conservation Center (NEDCC).  2006.  dPlan. 
"http://www.dplan.org/" (accessed June 28, 2006). 
 

http://www.dplan.org/
http://www.solinet.net/emplibfile/dissuppl.pdf
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Contact Information for Suppliers and Vendors 
 
The suppliers and vendors have been compiled from the following sources: CCAHA, dPlan, 
Conservation Online, NEDCC, Lyrasis, and the companies’ respective websites if available. 
The information was last updated July 2015.8 
 

Audio and Visual Media 
 
Name: Specs Brothers 
Address: P.O. Box 195, Lodi, NJ 07644 
Phone 1: 800.852.7732 
Phone 2: 973.777.5055 
Email: admin@specsbros.com  
Website: http://www.specsbros.com  
Specialty: Archival restoration, disaster recovery and consulting 

services provided. 
 
Name: Sonalysts, Inc. 
Address: 215 Parkway North  P.O. Box 280,  Waterford, CT 06385 
Phone 1: 860.442.4355 
Phone 2: 800-526-8091 
Email:  inquiries@sonalysts.com  
Website: http://www.sonalysts.com  
Specialty: Specialize in post-production work; have facilities and 

equipment to recover damaged media. 
   
Name: Cinema Arts, Inc.  
Correspondence Address: 207 Lincoln Green Ln,  Newfoundland, PA 18445 
Materials Shipping Address 
(via Fed Ex or UPS): 

The Art Building, Huckleberry Hill, Angels, PA 18445 

Phone:  570.676.4145 
Email: jealnc@gmail.com  
Contact: John Allen 
Specialty: Repairs and duplicates all types of motion picture film, 

including cellulose nitrate film, and video. 
 
 
 
 

                                                        
8 Conservation Center for Art and Historic Artifacts (CCAHA).  Mid-Atlantic Resource Guide For Disaster 
Preparedness Preservation Services Office.  Conservation Online.  Commercial Services, Suppliers, etc.  
Northeast Document Conservation Center (NEDCC).  dPlan.  Solinet.  Disaster Recovery Services and Supplies.      
 

mailto:admin@studios@specsbros.com
http://www.specsbros.com/
mailto:studios@sonalysts.com
http://www.sonalysts.com/
mailto:cinemaarts@gmail.com
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Name Document Reprocessors  
Address: 40 Railroad Avenue, Rushville, New York 14544 
Phone 1 (24 hours): 800.437.9464  
Phone 2: 585.554.4500 
Email: quintin@documentreprocessors.com  

eric@documentreprocessors.com  
Website: http://www.documentreprocessors.com  
Contacts: Quintin Scwhartz or Eric Lundquist 
Specialty: Vacuum drying, cleaning, respooling, and duplication of 

videotapes. 
 
Name: Smolian Sound Preservation Studios 
Address: 1 Wormans Mill Court, Frederick, MD 21701 
Phone: 1.301.694.5134 
Email smolians@erols.com 

smolians@soundsaver.com  
Website http://www.soundsaver.com  
Contact: Steven Smolian 
Specialty: Restores most types of audio media including records, 

dictating machine formats, cylinders, optical discs, reel-
to-reel tapes and cassettes. 

 
Electronic Data and Equipment  
 
In order to avoid the need to recover computer data, maintain regular tape or disk back-
ups and store them off-site.  If damage occurs to computer equipment on site, recovery 
companies will give instructions and packing information for shipping hard drives to the 
company for evaluation. After the evaluation, the prognosis for recovery and fee will be 
discussed.  
 
The companies listed below recover hard drive data from fire and water damage.  
 
Name: Blackmon-Mooring-Steamatic Catastrophe, Inc. 

(BMS CAT) 
Address: P.O. Box 12157, Austin, Texas, 78711 
Phone 2 (24 Hours): 877.730.1948 
Website: http://www.blackmonmooring.com  
Email: info@bmscat.com 
Specialty: A variety of recovery services for facility and contents, 

including desiccant and refrigerant dehumidification, 
vacuum freeze-drying, HVAC cleaning and 
decontamination, and data and media recovery. BMS 
CAT has a pre-registration form that helps them 
respond quickly in a disaster. 

  

mailto:quintin@documentreprocessors.com
mailto:eric@documentreprocessors.com
http://www.documentreprocessors.com/
mailto:smolians@erols.com
mailto:smolians@soundsaver.com
http://www.soundsaver.com/
http://www.bmscat.com/
mailto:info@bmscat.com
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Name: Data Mechanix Services  
Address: 12 Mauchly, Building B, Irvine, CA 92618 
Phone (24 Hours): 800.886.2231, ext. 114 
Email: quote@datamechanix.com  
Website: https://www.datamechanix.com/ 
Specialty: Rescuing lost data from hard disk drives and other 

storage media. 
 
 
Name Document Reprocessors  
Address: 40 Railroad Avenue, Rushville, New York 14544 
Phone 1 (24 hours): 800.437.9464 
Phone 2: 585.554.4500 
Email: quintin@documentreprocessors.com  

eric@documentreprocessors.com  
Website: http://www.documentreprocessors.com  
Contacts: Quintin Scwhartz or Eric Lundquist 
Specialty: Vacuum drying, cleaning, respooling, and duplication of 

videotapes. 
 
 
Name: Excalibur  
Address: 5 Manor Parkway, Suite A, Salem, NH 03079 
Phone 1 (24 Hour Data 
Recovery Hotline) 

800.466.0893 

Phone 2: 603.458.5736 
Email: excaliburdr@rcn.com  
Website: http://www.excaliburdatarecovery.com/ 
Specialty: A computer recovery service that can recover data from 

loss caused by many types of disaster.  They have 
experience working with many types of media and more 
than twenty operating systems. 

  
Name: Restoration Technologies, Inc.  
Address: 3695 Prairie Lake Court, Aurora, IL 60504 
Toll Free: 800.421.9290 
Website: http://www.restorationtechnologies.net/  
Email: rti@restorationtechnologies.net  
Specialty: Offers a broad range of cleaning services, from cleaning 

and disinfecting heating ventilation and air conditioning 
systems (HVAC), to computer media.  Their specialty is 
restoring electronic equipment, including computers, 
printers, video tape recorders, cameras, etc. 

  
  

mailto:quote@datamechanix.com
mailto:quintin@documentreprocessors.com
mailto:eric@documentreprocessors.com
http://www.documentreprocessors.com/
mailto:excaliburdr@rcn.com
http://www.restorationtechnologies.net/
mailto:rti@restorationtechnologies.net
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Cold Storage Facilities  
 
Name: Versa Cold / Americold  
Address: Hatfield 2 Facility, 2525 Bergey Road,  Hatfield, PA 

19440 
Phone:  215.721.0700 
Contact: Tim Groff 
Email: tim.groff@americold.com  
Website: http://www.americold.com  
 
 
Name: Denver Cold Storage Company  
Address: 555A Sandy Hill Road, Denver, PA 17517 
Phone: 717.336.3900 
Email: info@denvercoldstorage.com 
Website: http://www.denvercoldstorage.com  
  
  
Name: Frigid Freeze Lockers  
Address: 149 Walnut Lane, Riegelsville, PA 18077 
Phone: 610.749.2483 
 
 
Name: Orefield Cold Storage and Distribution Center, Inc. 
Address: 3424 Route 309, Orefield, PA 18069 
Phone: 610.395.8263 

 

mailto:tim.groff@americold.com
http://www.americold.com/
mailto:info@denvercoldstorage.com
http://www.denvercoldstorage.com/
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Freeze Drying  
 
NOTE: The current IPI Media Storage Quick Reference (2nd Edition) states that both acetate 
and polyester magnetic tapes can in fact be frozen without damage. The guide suggests 
that, with acetate tape, any tapes with an A-D strip reading of 2 or greater be immediately 
frozen. With both types of tape stock there is the possibility of lubricant separation, though 
this may be ameliorated once the tape has acclimated to room temperature.9 According to 
Peter Brothers of SPECS BROS research conducted by both Australian and Swiss 
researchers has shown that freeze-drying does in fact damage magnetic media, causing 
lubricants to migrate and possible tape snapping. However, the damage is not as 
substantial as was previously thought and it must be weighed against the fact that damp 
tapes can be damaged beyond repair by the growth of mold or fungus. With this in mind, 
the damage caused by freeze-drying magnetic tapes may be preferable, however this is a 
decision that must be made given the circumstances of the disaster. Keep in mind that 
while iron oxide tapes can be submerged in refrigerated water for extended periods of time 
to prevent mold or fungus growth, metal particle tapes can be irreversibly damaged by this 
process.  
 
 
Name: Belfor USA, Inc. 
Address: 608 Jeffers Circle, Exton, PA 19341 
Phone: 800.856.3333 
Email: no email listed, use contact form on webpage 
Website: http://www.belfor.com/en/USA.aspx 
 
 
Name: Blackmon-Mooring-Steamatic Catastrophe, Inc. 

(BMS CAT) 
Address: P.O. Box 12157, Austin, Texas, 78711 
Phone 2 (24 Hours): 877.730.1948 
Website: http://www.blackmonmooring.com  
Email: info@bmscat.com 
Specialty: A variety of recovery services for facility and contents, 

including desiccant and refrigerant dehumidification, 
vacuum freeze-drying, HVAC cleaning and 
decontamination, and data and media recovery. BMS 
CAT has a pre-registration form that helps them 
respond quickly in a disaster. 

 
 
 
 

                                                        
9 IPI Media Storage Quick Reference, 2nd Edition. Peter Z. Adelstein, published by Image Permanence 
Institute, 2010 https://www.imagepermanenceinstitute.org/webfm_send/301 (accessed July 9, 2012) 

http://www.bmscat.com/
mailto:info@bmscat.com
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Name Document Reprocessors 
Address: 40 Railroad Avenue, Rushville, New York 14544 
Phone 1 (24 hours): 800.437.9464 
Phone 2: 585.554.4500 
Email: quintin@documentreprocessors.com  

eric@documentreprocessors.com 
Website: http://www.documentreprocessors.com  
Contacts: Quintin Scwhartz or Eric Lundquist 
Specialty: Vacuum drying, cleaning, respooling, and duplication of 

videotapes. 
 
 

Leasing Equipment 
 
Name: Grainger Industrial & Commercial Equipment & 

Supplies Company 
Products: Euroclean® vacuum that can be equipped with a HEPA 

filter. 
Local Branch 1: 401 North 8th Street, Philadelphia, PA 19123 
Phone 1: 215.238.8820 
Local Branch 2: 17 Bonair Dr., Warminster, PA 18974 
Phone 2: 215.956.0900 
Local Branch 3: 10401 Drummond Rd.,  Philadelphia, PA 19154-3805 
Phone 3: 215.632.4700 
Website:  http://www.grainger.com/Grainger/wwg/start.shtml  
 
 
Name: Nilfisk-Advance America, Inc. 
Products: Nilfisk Variable Speed Control Vacuum with adjustable 

suction power; can be equipped with a HEPA filter. 
Address: 740 Hemlock Road, Suite 100, Morgantown, PA 19543 
Phone 1: 800.645.3475 
Email: questions@nilfisk-advance.com 
Website: http://www.pa.nilfisk-advance.com  
Contact: Kim Kanis 
Contact Email: kim.kanis@nilfisk-advance.com  
Contact Phone: 1.732.735.6064 

mailto:quintin@documentreprocessors.com
mailto:eric@documentreprocessors.com
http://www.documentreprocessors.com/
http://www.grainger.com/Grainger/wwg/start.shtml
mailto:questions@nilfisk-advance.com
http://www.pa.nilfisk-advance.com/
mailto:kkanis@nilfisk-advance.com
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Mold Recovery 
 
Name: Cocciardi and Associates, Inc. 
Address: 4 Kacey Court, Mechanicsburg, PA 17055-5596 
Phone 1: 800.377.3024 
Phone 2: 717.766.4500 
Website: http://www.cocciardi.com  
 
 
Name: Conservation Center for Art and Historic Artifacts 

(CCAHA) 
Address: 264 South 23rd Street, Philadelphia, PA 19103 
Phone: 215.545.0613 
Email: Ccaha@ccaha.org  
Website: http://www.ccaha.org/  
 
 
Name: Pest Control Services, Inc. 
Address: 469 Mimosa Circle, Kennett Square, PA 19348 
Phone: 610.444.2277 
Email: Bugman22@aol.com  
Website: http://www.termitesonly.com  
Contact: Thomas A. Parker 
Services: Consultation on insect pests. 

Mycologist  
 
Name: Micro Air, Inc. 
Address: 6320 La Pas Trail, Indianapolis, IN 46268 
Phone 1: 317.293.1533 
Phone 2: 800.486.1533 
Email: microair@microair.com  
Website: http://www.microair.com  
Contact: Timothy Eaton, Operations Manager 
   
 
 

http://www.cocciardi.com/
mailto:Ccaha@ccaha.org
http://www.ccaha.org/
mailto:Bugman22@aol.com
http://www.termitesonly.com/
mailto:microair@microair.com
http://www.microair.com/
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Prevention/Disaster Supplies 
 
*The suppliers and vendors have been compiled from the following sources:  CCAHA, dPlan, 
Conservation Online, NEDCC, and the companies’ respective websites.10 This information 
was last updated July 2015. 
 
Bags 
 
Bags are available from grocery and discount stores (such as Plastic Bagmart, 137 East 
Glenside Avenue, Glenside, PA 19038, 800.669.1759 or baghowmart@hotmail.com).  For 
long-term storage needs, inert plastic bags, such as polyethylene and polypropylene, are 
available from conservation supply companies, as well as the Uline and Chiswick catalogs. 
Woven Polypropylene bags can be purchased locally at Kilian Hardware.  
 
Name: Hollinger Metal Edge 
Address: 9401 Northeast Dr., Fredericksburg, VA 22408 
Phone 1: 800.634.0491 
Email: info@hollingermetaledge.com  
Website: http://www.hollingermetaledge.com/ 
Local Contact: Abby Shaw 
Contact Email: abbyashaw@me.com 
Contact Phone: 215.990.5306 
 
Name: Conservation Resources International, L.L.C. 
Address: 5532 Port Royal Road, Springfield, VA 22151 
Phone 1: 800.634.6932 
Phone 2: 703.321.7730  
Email: sales@conservationresources.com  
Website: http://www.conservationresources.com  
 
Name: Gaylord Archival 
Address: P.O. Box 4901, Syracuse, NY 13221-4901 
Phone: 800.448.6160  
Email:  customerservice@gaylord.com  
Website: http://www.gaylord.com  
 
 
 
 

                                                        
10 Conservation Center for Art and Historic Artifacts (CCAHA).  Mid-Atlantic Resource Guide For Disaster 
Preparedness Preservation Services Office.  Conservation Online.  Commercial Services, Suppliers, etc.  
Northeast Document Conservation Center (NEDCC).  dPlan.  Northeast Document Conservation Center 
(NEDCC).  December 28, 2005.  Emergency Management Suppliers and Services. 
http://www.nedcc.org/plam3/tleaf36.htm (accessed July 6, 2006). 
 

mailto:baghowmart@hotmail.com
mailto:sales@conservationresources.com
mailto:sales@conservationresources.com
http://www.conservationresources.com/
mailto:customerservice@gaylord.com
http://www.gaylord.com/
http://www.nedcc.org/plam3/tleaf36.htm
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Name: Consolidated Plastics 
Address: 4700 Prosper Drive, Stow, OH  44224 
Phone: 800.362.1000 
Website: http://www.consolidatedplastics.com/default.aspx 
 
Name: University Products, Inc. 
Address: 517 Main Street, Holyoke, MA 01041-0101 
Phone: 800.628.1912 
Email: custserv@universityproducts.com  
Website: http://www.universityproducts.com  
 
 
 

Blotting Materials  
 
Available from art supply stores, conservation supplies companies, cleaning industry 
suppliers, and hardware stores.  Unprinted newsprint, which is less expensive, can be used 
instead of blotting paper in an emergency.  Unprinted newsprint may be purchased at 
paper dealers; art supply stores including Utrecht, which has several stores in Center City; 
and moving companies such as U-Haul and Ryder. If blotting paper is used, be sure that it 
does not contain any dyes.  
 
Name: Hollinger Metal Edge 
Address: 9401 Northeast Dr., Fredericksburg, VA 22408 
Phone 1: 800.634.0491 
Email: info@hollingermetaledge.com  
Website: http://www.hollingermetaledge.com/ 
Local Contact: Abby Shaw 
Contact Email: abbyashaw@me.com 
Contact Phone: 215.990.5306 
 
Name:  Archivart 
Address: 40 Eisenhower Drive , Paramus, NJ 07652 
Phone 1: 888.846.6847 
Email: askarchivart@nbframing.com  
Website: http://nielsenbainbridgegroup.com/content/archivart  
 
Name: Conservation Resources International, L.L.C. 
Address: 5532 Port Royal Road, Springfield, VA 22151 
Phone 1: 800.634.6932 
Phone 2: 703.321.7730  
Email: sales@conservationresources.com  
Website: http://www.conservationresources.com  
 
 

mailto:custserv@universityproducts.com
http://www.universityproducts.com/
mailto:sales@conservationresources.com
mailto:askarchivart@nbframing.com
http://nielsenbainbridgegroup.com/content/archivart
mailto:sales@conservationresources.com
http://www.conservationresources.com/
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Name: Gaylord Archival 
Address: P.O. Box 4901, Syracuse, NY 13221-4901 
Phone: 800.448.6160  
Email:  customerservice@gaylord.com  
Website: http://www.gaylord.com  
 
 
Name: Springfield Papers Specialties 
Address: 1754 Limekiln Pike,  Fort Washington, PA 19025 
Phone: 215.643.2800 
Email:  sales@springfieldpaperspecialties.com 
Website: http://www.springfieldpaperspecialties.com  
 
Name: Texwipe Company, LLC 
Address: 1210 South Park Drive, Kernersville, NC 27284 
Phone: 800.839.9473 
Email:  info@texwipe.com 
Website: http://www.texwipe.com  
Contact: Lara Soltis, Regional Sales Manager 
Contact’s Phone 1: 973.983.1364 
Contact’s Phone 2: 1.800.839.9473 Ext.136 
Contact’s Email:  Lsoltis@texwipe.com  
 
 
Name: Unisource 
Address: Sales Office 7575, Brewster Avenue Philadelphia, PA 

19153 
Phone 1: 800.864.7687 
Phone 2: 215.796.6904 
Website: http://www.unisourceworldwide.com  
Products: Only unprinted newsprint 
  
 
Name: University Products, Inc. 
Address: 517 Main Street, Holyoke, MA 01041-0101 
Phone: 800.628.1912 
Email: custserv@universityproducts.com  
Website: http://www.universityproducts.com  
 

mailto:customerservice@gaylord.com
http://www.gaylord.com/
mailto:sales@springfieldpaperspecialties.com
http://www.springfieldpaperspecialties.com/
mailto:info@texwipe.com
http://www.texwipe.com/
mailto:lsoltis@texwipe.com
http://www.unisourceworldwide.com/
mailto:custserv@universityproducts.com
http://www.universityproducts.com/
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Boxes, plastic  
 
Name: Hollinger Metal Edge 
Address: 9401 Northeast Dr. Fredericksburg, VA 22408 
Phone 1: 800.634.0491 
Email: info@hollingermetaledge.com  
Website: http://www.hollingermetaledge.com/ 
Local Contact: Abby Shaw 
Contact Email: abbyashaw@me.com 
Contact Phone: 215.990.5306 
 
 
Name: Gaylord Archival 
Address: P.O. Box 4901  Syracuse, NY 13221-4901 
Phone: 800.448.6160  
Email: customerservice@gaylord.com  
Website:  http://www.gaylord.com  
Products: “RESCUBES” (collapsible polyethylene boxes for 

transport of water-damaged materials). 
   
Name: Global Industrial Equipment 
Address: 11 Harbor Park Drive  Port Washington, NY 11050 
Phone: 800.978.7759 
Email: service@globalindustrial.com  
Website: http://www.globalindustrial.com  
Products: A variety of plastic containers, including folding storage 

containers. 
 
 
Name: Consolidated Plastics 
Address: 4700 Prosper Drive Stow, OH  44224 
Phone: 800.362.1000 
Website: http://www.consolidatedplastics.com  
   
 
Name: ProText, Inc. 
Address: P.O. Box 864 Greenfield, MA 01302 
Phone: 301.320.7231 
Email: ProText@protext.net  
Website: http://www.protext.net  
Products: “RESCUBES” (collapsible polyethylene boxes for 

transport of  water-damaged materials). 
 
  
  

mailto:sales@conservationresources.com
mailto:customerservice@gaylord.com
http://www.gaylord.com/
mailto:service@globalindustrial.com
http://www.globalindustrial.com/
http://www.consolidatedplastics.com/
mailto:ProText@protext.net
http://www.protext.net/
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Name: University Products, Inc. 
Address: 517 Main Street, Holyoke, MA 01041-0101 
Phone: 800.628.1912 
Email: custserv@universityproducts.com  
Website: http://www.universityproducts.com  
Products: “RESCUBES” (collapsible polyethylene boxes for 

transport of water-damaged materials); Storage/Tote 
Baskets, collapsible polypropylene boxes. 

 

General Disaster Supplies 
 
Name: Hollinger Metal Edge 
Address: 9401 Northeast Dr., Fredericksburg, VA 22408 
Phone 1: 800.634.0491 
Email: info@hollingermetaledge.com  
Website: http://www.hollingermetaledge.com/ 
Local Contact: Abby Shaw 
Contact Email: abbyashaw@me.com 
Contact Phone: 215.990.5306 
 
 
Name: ProText, Inc. 
Address: P.O. Box 864, Greenfield, MA 01302 
Phone: 301.320.7231 
Email: ProText@protext.net  
Website: http://www.protext.net  
Products: A variety of disaster recovery supplies including 

“RESCUBES” (collapsible polyethylene boxes for 
transport of water-damaged materials) and 
“REACT.PAK” (first-aid kit for water-damaged  books), 
emergency water diverters for leaks, and instructions 
for planning and salvage procedures.  “RESCUBES” and 
the “REACT.PAK” can also be purchased from Gaylord 
Bros. and University Products.  Addresses are listed 
under “Boxes  (plastic).” 

 

mailto:custserv@universityproducts.com
http://www.universityproducts.com/
mailto:sales@conservationresources.com
mailto:ProText@protext.net
http://www.protext.net/
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Plastic Sheeting 
Purchased at hardware, such as Kilian and discount stores.  Any plastic sheeting can be 
used during an emergency.  Clear plastic sheeting allows one to see what is being covered. 
Vinyl sheeting should be avoided for long-term storage as vinyl off-gases creating an 
environment that is not ideal for humans or collection material.  Inert plastic sheeting, such 
as Mylar® or Melinix 516, should be used for long-term storage of collections.  
 
 
Name: Kilian Hardware Co. 
Address: 8450 Germantown Avenue, Philadelphia, PA 19118 
Phone:  215.247.0945 
Email:  sales@kilianhardware.com  
Website:  http://www.kilianhardware.com  
 
 
Name:  Archivart 
Address: 40 Eisenhower Drive  Paramus, NJ 07652 
Phone 1: 888.846.6847 
Email: askarchivart@nbframing.com  
Website: http://nielsenbainbridgegroup.com/content/archivart  
 
 
Name:  SABIC Polymershapes 
Address: 2585 Interplex Drive  Trevose, PA 19053 
Phone 1: 215.638.9460 
Phone 2: 866.437.7427 
Website:  http://www.sabicpolymershapes.com 
 
 
Name: Consolidated Plastics 
Address: 4700 Prosper Drive, Stow, OH  44224 
Phone: 800.362.1000 
Website: http://www.consolidatedplastics.com  
 
 
Name: Northeast Plastic Supply Company, Inc. 
Address: 3021 Darnell Road, Philadelphia, PA 19154 
Phone 1: 800.378.4483 
Email: sales@northeastplastic.net  
Website: http://www.northeastplastic.net  
 
 
 
 

mailto:sales@kilianhardware.com
http://www.kilianhardware.com/
mailto:askarchivart@nbframing.com
http://www.sabicpolymershapes.com/
http://www.consolidatedplastics.com/
mailto:sales@northeastplastic.net
http://www.northeastplastic.net/
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Sticky Traps (for Integrated Pest Management) 
Recommended product: Trapper Monitor sticky traps 
 
Name: Hollinger Metal Edge 
Address: 9401 Northeast Dr. Fredericksburg, VA 22408 
Phone 1: 800.634.0491 
Email: info@hollingermetaledge.com  
Website: http://www.hollingermetaledge.com/ 
Local Contact: Abby Shaw 
Contact Email: abbyashaw@me.com 
Contact Phone: 215.990.5306 
 
 
Name: Gaylord Archival 
Address: P.O. Box 4901,  Syracuse, NY 13221-4901 
Phone: 800.448.6160  
Email: customerservice@gaylord.com  
Website:  http://www.gaylord.com  
 
 
Name: Insects Limited, Inc. 
Address: 16950 Westfield Park Road Westfield, IN 46074 
Phone: 317.896.9300 
Website: http://www.insectslimited.com  
  
 
Name: University Products, Inc. 
Address: 517 Main Street  Holyoke, MA 01041-0101 
Phone: 800.628.1912 
Email: custserv@universityproducts.com  
Website: http://www.universityproducts.com  

mailto:sales@conservationresources.com
mailto:customerservice@gaylord.com
http://www.gaylord.com/
http://www.insectslimited.com/
mailto:custserv@universityproducts.com
http://www.universityproducts.com/
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Section 3: Salvage and Recovery 

Identifying a Disaster  

  
 
Walsh, Betty.  Salvage Operations for Water Damaged Archival Collections:  A Second Glance. 
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Initial Steps for Recovery 
 

Minor Disaster 
 
In the event of a minor disaster, relocate to a Safe Area.  Attendance needs to be taken 
before recovery efforts begin. Attendance will be taken from the weekly schedule. This 
schedule is to be posted on the bulletin board outside of the office by the Office Manager 
every Friday. In the case of a disaster, the Disaster Response Team Leader will take the 
schedule off the boards and use it to take attendance.  
 
Do not enter the area until the primary contact or backup contact has declared it safe to do 
so.  If there is a threat of electrical hazards, make sure that all the appropriate circuit 
breakers have been shut off. 
 
The main contact notifies the Collections Recovery Specialist as identified in the CoSA 
Pocket Response Plan.  An assessment of the damage will then be carried out. 
 
General assessment questions11: 

o Where is the disaster? 
o How many archive items are damaged? 
o How many pieces of equipment are damaged? 

 
Water/Flood specific questions12: 

o Have the archive items been wet for more than 48 hours? 
o Has the equipment been wet for more than 48 hours? 
o Is mold present? 
o Is the standing water clean or dirty? 
o Are the items wet, partially wet, or damp? 
o What archive items are damaged? 
o What equipment is damaged? 

 
The primary contact will formulate a recovery plan for the items and pieces of equipment. 
If necessary, the entire Disaster Recovery Team will be activated. 
 
The primary contact will coordinate all building clean up with the DP members and 
possible assistance from the landlord and/or building maintenance personnel. 
 
These duties include13: 

o Clean up water. 
o Control the environment. 
o Circulate air with fans. 

                                                        
11 Walsh, Betty.  Salvage Operations for Water Damaged Archival Collections:  A Second Glance. 
12 Ibid. 
13 Ibid. 
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If needed, the Administrative Coordinator will order any additional supplies at this time. 
 
The appropriate DP member will be contacted for the air-drying of all affected items – this 
includes the possibility of disassembling any items or equipment. 
 
All treated items should be documented, as well as any items deemed untreatable. 
 
A form for assessing the disaster is available in Appendix E, and a list of equipment 
inventory is available in Appendix D.  

 
Moderate and Major Disasters 
 
In the event of a moderate or major disaster, relocate to a safe area.  Attendance needs to 
be taken before recovery efforts begin.  As with the Minor Disaster, attendance will be 
taken from the Weekly Schedule, which is to be posted on the bulletin board by the office. 
Do not enter the area until the primary contact or backup contact has established that it is 
safe to do so by the fire and police departments.  Make sure that all circuit breakers have 
been shut off to reduce any electrical hazards.  If possible, consider consulting with IT 
administrator to perform an orderly shutdown of computer servers. 
 
The main contact activates the Disaster Recovery Team in person or by phone.  All 
members of the team should meet outside of the affected area and develop an assessment 
strategy.  Only those team members who are qualified in assessing the disaster situation 
should be permitted to enter the disaster site. 
 
General assessment questions: 

• Where is the disaster?  Is it in one small area of the building or throughout? 
• How many archive items are damaged? 
• How many pieces of equipment are damaged? 

 

Water/Flood-specific questions14: 

• Have the archive items been wet for more than 48 hours? 
• Has the equipment been wet for more than 48 hours? 
• Is mold present? 
• Is the water clean or dirty? 
• Are the items wet, partially wet or damp? 
• What archive items are damaged? 
• What equipment is damaged? 

 

                                                        
14 Ibid. 
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Fire-specific questions: 

• Are any of the archive items/equipment still smoldering? 
• Have the archive items/equipment been affected by any chemical fire suppression 

systems? 
• What archive items are damaged? 
• What equipment is damaged? 

 
During the assessment, the Collections Recovery Specialist will assign members of the 
disaster recovery team to review the salvage priority list and revise this list if necessary. 
 
The primary contact will coordinate all building clean up with assistance from DP members 
and landlord and/or building maintenance personnel. 
 
 
Clean up duties include15: 

• Remove standing water.  If necessary the primary contact will contact an outside 
source to assist in these duties.  

• Reduce or raise the temperature to 65°F or less by adjusting either the heating or 
the air conditioning accordingly. 

• Lower relative humidity by adjusting the HVAC system or installing dehumidifiers. 
• Circulate air with fans if possible.  This action may need to wait if there is standing 

water in the area or if other hazards are present.   
• Separate mobile shelving units so air can move between them.   
• Open doors if security allows. 

 
The Collections Recovery Specialist will assign someone to constantly monitor the 
temperature and relative humidity by using an environmental monitor. 
 
Generators will be obtained in the event that there is no electricity. 
 
A headquarters and triage site will be established outside the perimeters of the disaster 
area.  This area should contain necessary salvage supplies and personal items for the team: 
such as coffee, tea, water and restroom(s).  The office at 8500 Germantown Ave is the first 
preference, however if that building is also involved in the disaster the courtyard or 
parking lot adjacent to the building can be used.   
 
Once the initial assessment is complete, the team will reconvene to assign tasks to 
individuals. 
 
Responsibilities for DP members   
For a more inclusive list of responsibilities please see Appendix A. 
 

• Prepare packing materials and salvage supplies for use. 

                                                        
15 Ibid. 
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• Move affected items away from the disaster site. 
• Pack damaged items that are going to be frozen or transferred to another facility.  

REMEMBER: ASSESS THE SITUATION BEFORE FREEZE-DRYING MAGNETIC MEDIA 
• Packing guidelines are included the Recovery section of the Disaster Plan. 
• Number and record contents of all packed containers. 
• Clean affected items. 
• Disassemble affected items. 
• Air dry affected items. 

 
The primary contact will administer overall treatments/activities and assist in all above 
areas if necessary. 

 Collection and Equipment Identification 

Collection Items 
The George Blood Audio, Video, Film, Data (GBAVFD) facilities house a variety of 
collection materials.  Most of these items are not the property of GBAVFD but of their 
respective institutions. Various institutions lease storage space within the vault as well. 
A smaller portion of materials is objects produced by George Blood Audio and Video or 
objects used for various educational projects. Types of items located within the vault: 
 
Reel-to-reel tapes DAT tapes Wire recordings Performance 

programs 

Cassette tapes CDs VHS tapes Reference magazines 

LPs DVDs Beta tapes Administrative 
records 

78s DLT tapes DVCAM 3.5-inch floppy disks 

Exabyte Sound Scriber discs U-Matic Tapes  

 
CDs and DVDs are housed in plastic jewel cases.  Cassette tapes, DAT tapes, VHS tapes, 
and Beta tapes are housed in traditional plastic cases.  Wire recordings and reel-to-reel 
tapes are housed in paper-based boxes.  Some LPs and 78s are currently housed in 
original sleeves. Administrative records are housed in folders, binders, file drawers, 
and/or cardboard file boxes. 
 
Equipment/ Machinery 
  
 
Information Technology 
The XSAN Storage Area Network (SAN) is backed up nightly. 
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The facility does not use an off-site server. All audio production related files are stored 
on the SAN. Administrative records including databases and spreadsheets are housed 
on an on-site server located in the facility’s Machine Room. Backups of these records, 
including information from the Profiles, Sharedata, FM and the shipping computer are 
backed up weekly on LTO tape. George Blood takes these weekly backups home, where 
there are at least 4 versions available at any given time. Unfortunately, at this time 
there is no way to recover this data without a copy of Netvault. This weakness should 
be resolved.   
 
For the complete inventory of technology related items, please see Appendix D.  Only 
facility copies of the Disaster Plan contain Appendix D.

 

Salvage Priorities  
Institution Record Salvage Priorities 
 
The following documents/items are high priority items that the facility relies upon on a 
day-to-day basis and should be removed and treated before other institution records: 
 
 
Priority Ranking: #1 
Location: Machine Room 
Description of Record: XSAN Hard Disk arrays (including Apple Xserve RAIDs 

and Promise RAIDs) 
 
Priority Ranking: #2 
Location: Machine Room  
Description of Record: LTO Tape Library 
  
Priority Ranking:  #3 
Location: Vault (BL2-2, BL2-3) 
Description of Record: LTO-4 Tape Cartridges 
  
Priority Ranking: #4  
Location: Machine Room  
IP Address:  192.168.1.7 
Description of Record: MacPro CPU; labeled “profiles” 
 
Priority Ranking:  #5 
Location: Machine Room 
IP Address: 192.168.1.9 
Description of Record: MacPro CPU; labeled “bu” 
 
Priority Ranking:  #6 



 
Salvage: Priorities 47 

Location: Machine Room 
IP Address: 192.168.1.8 
Description of Record: Mac mini CPU; labeled “fm” 
 
Priority Ranking: #7  
Location: Dub Room 
Description of Record: Black filing cabinet with two drawers (only cabinet with 

a lock)  
 

Equipment and Machinery Salvage Priorities 
 
The following pieces of equipment/machinery are high priority items that should be 
removed and treated before other equipment/machinery: 
 
Priority Ranking: #1  
Location: Various 
Description of Record: F1 playback machine and a Nakamichi cassette machine 

 
 
 
Priority Ranking: #2 
Location:      Vault 
Description of Record: 1 Remote Kit, includes:  1 pair of headphones, 

microphones, microphone stands, various cables, and 3 
Nagra twin drives, sound device 

 
 
Priority Ranking: #3  
Location: Production Rooms 
Description of Record: 1 Studer A80 for reel-to-reel tape playback 

 
Collection Salvage Priorities 
 
George Blood Audio, Video, Film, and Data does not own many of the collection items in 
the vault.  Therefore, creating a priority list of these materials is difficult.  Due to this 
reason, the collection salvage priorities will be based on the nature of the disaster and 
the type of items affected.
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Recovery 

Relevant Drying Methods16 
 
Air-drying  -- Items are dried in a workspace at room temperature.  To discourage mold 
growth, the temperature should be below 18˚C (64.4˚F) and the RH as low as possible (at 
all costs, below 60%), and fans should keep the air circulating.  Materials are spread out on 
or interleaved with absorbent papers.  There is an inherent conflict with materials in the 
Vault, as air circulation may need to be weighed against security of keeping the doors 
closed/locked. 
 
Desiccant dehumidification -- Items are dried, while still on their shelves, by large 
dehumidifiers that are brought on site.  The temperature and relative humidity should be 
controlled so that the temperature and relative humidity stays between 65˚F-70˚F and 45-
50% RH, respectively. This method may not be suitable for drying most collections because 
soluble media will further bleed and coated materials will block together. 
 
Freeze drying (vacuum freeze drying)17 -- Frozen paper based items are dried in a vacuum 
chamber at temperatures below 0˚C.  The water passes from ice to vapor without becoming 
liquid, even though heat may be applied to the shelves to speed up the process.  It is 
important to monitor the temperature of the items inside the chamber; once the materials 
have dried, they will heat up.  Freeze drying prevents additional bleeding or feathering of 
soluble media, distortion of bindings, and the sticking together of coated materials.   
 
Vacuum drying (vacuum thermal drying) – Frozen or thawed PAPER records are dried in a 
vacuum chamber at temperatures above 0˚C.  A vacuum is drawn, heated air is put into the 
chamber, and a vacuum is applied again to pull out moisture.  (For magnetic tapes, the air 
should not be heated.)  The process may be repeated again. 
 
Freezer drying – Paper based items are packed in permeable containers and kept in a cold 

                                                        
16 Walsh, Betty.  Salvage Operations for Water Damaged Archival Collections:  A Second Glance.  The Library 
of Congress. http://palimpsest.stanford.edu/bytopic/disasters/primer/waters.html (accessed June 29, 
2006).  
17 The current IPI Media Storage Quick Reference (2nd Edition) states that both acetate and polyester 
magnetic tapes can in fact be frozen without damage. The guide suggests that, with acetate tape, any tapes 
with an A-D strip reading of 2 or greater be immediately frozen. With both types of tape stock there is the 
possibility of lubricant separation, though this may be ameliorated once the tape has acclimated to room 
temperature.17 According to Peter Brothers of SPECS BROS research conducted by both Australian and Swiss 
researchers has shown that freeze-drying does in fact damage magnetic media, causing lubricants to migrate 
and possible tape snapping. However, the damage is not as substantial as was previously thought and it must 
be weighed against the fact that damp tapes can be damaged beyond repair by the growth of mold or fungus. 
With this in mind, the damage caused by freeze-drying magnetic tapes may be preferable, however this is a 
decision that must be made given the circumstances of the disaster. Keep in mind while iron oxide tapes can 
be submerged in refrigerated water for extended periods of time to prevent mold or fungus growth; metal 
particle tapes can be irreversibly damaged by this process. 
 

http://palimpsest.stanford.edu/bytopic/disasters/primer/waters.html
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storage vault for as long as needed.  Over time, moisture sublimates out of the records, in 
the same way that food gets freezer burn.  This is a slow process that will dry damp and 
partially wet records. 
 

Sound and Video Recordings 
 
Shellac, acetate, and vinyl discs 
 
Salvage first shellac and acetate discs, which are sensitive to water.  If these discs need to 
be washed, keep contact with water to a minimum. 
  
All discs should be removed from the sleeve and jackets. Dry jackets, sleeves, and labels like 
other paper materials. Loose labels should be dried on white paper towels or blotters.  
Write the number of the corresponding disc on the label with a GREASE PENCIL only. 
Grease pencils are available on every desk in the production area, with the pens and 
pencils.   
  
If dirt has been deposited on the discs, wash them.  The best way to clean them is with a 
record-cleaning machine such as the Keith Monks machine, found in the lobby. 
 
If it is not possible to use a record-cleaning machine, wash in trays of distilled water.  Discs 
should be air-dried on a material that permits free circulation of air, such as a screen.  If 
needed, these items can be dried by placing them on blotters on a table – however, make 
sure that the items are continually flipped to help even out the drying process.  If any of the 
discs needs to be wiped off, use a soft, lint-free cloth and blot along the grooves.18 
 
If acetate discs are delaminating, perform no remediation and seek advice of qualified 
personnel (George, Brian). 
 
Magnetic tapes 
 
Rinse off any sewage, mud, or other debris with tap water.  Any oil and greasy deposits can 
be washed off gently by using a minimal amount (the smallest amount necessary) of 
unscented and un-dyed dish detergent or liquid laundry detergent. Do not use water on dry 
tapes as it can activate dangerous contaminants.  If there is moisture on the outside of a 
tape then there is usually moisture on the inside.  Tapes can be air-dried or vacuum-dried 
without heat; however, vacuum drying has not been thoroughly tested. ASSESS THE 
SITUATION BEFORE FREEZE-DRYING MAGNETIC MEDIA 

                                                        
18 Walsh, Betty.  Salvage Operations for Water Damaged Archival Collections:  A Second Glance.  Syracuse 
University Library.  August 1995.  Procedures for Recovering Audio and Sound Recording Materials.  Syracuse 
University Library Disaster Manual. http://libwww.syr.edu/information/preservation/audio.htm (accessed 
June 29, 2006). 
 

http://libwww.syr.edu/information/preservation/audio.htm
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Do not try to playback any contaminated tape.  Tapes can be easily damaged during 
playback.19  
 
Reel-to-reel tapes 
 
The tape should be washed or rinsed with distilled water while still wound on its reel.  Blot 
with a lint-free cloth, along the side of the tape and reel if the edges of the tape are in good 
condition.  Loosen the flanges of the metal reel.  Support the tape vertically and air dry it; or 
air dry by laying it on sheets of newsprint, blotters, or white paper towels which are spread 
over plastic covered tables.  If contaminants have spread inside the tape pack, run the tape 
twice over a tape cleaner.  Monitor the tape carefully during cleaning; stop if the oxide layer 
begins to shed, or mechanical distortion becomes apparent. 
 
If the reels are still dirty, remove the tape and wash the reel with detergent and water.  An 
alternative is to replace the reel hub/or the flanges.  Also replace any hubs and/or flanges 
with signs of rust.  The box can be air-dried as well.  Replace the box if it is badly 
damaged.20 Hubs, flanges and boxes are routinely kept in inventory for processing 
collections and can be found in the metal shelves in the Lunch Area. 
 
Audiocassettes 
 
If the tapes have only been splashed on the outside, dry off the exterior of the tape.  If the 
tape has become badly contaminated, or the shell is damaged, dismantle the shell and air-
dry the tape as above.  Cassettes without mounting screws may have to be broken open, 
and the case replaced.  Re-record the tape to a new tape after drying.21 C-0 cassette shells 
are routinely kept in inventory for processing collections and can be found in E2 behind the 
right speaker. 
 
Videocassettes 
 
If only the outside of the cassette is wet, air-dry it on absorbent materials.  If the tape has 
become wet on the inside, dismantle the shell and dry as with reel-to-reel tapes. Inspect the 
cassette spindles and springs for rust.22  Empty videocassette shells are NOT routinely kept 
in inventory. 
 
 

                                                        
19 Walsh, Betty.  Salvage Operations for Water Damaged Archival Collections:  A Second Glance.  Bogart, John 
Van.  Disaster Recovery Plan Recovery of Damaged Magnetic Tape and Optical Disk Media.  Syracuse 
University Library.  Procedures for Recovering Audio and Sound Recording Materials.  University of Texas at 
Arlington.  Disaster Preparedness Plan. 
20 Ibid.  
21 Walsh, Betty.  Salvage Operations for Water Damaged Archival Collections:  A Second Glance. 
22 Ibid. 
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Computer Media 
 
Magnetic tapes 
 
Rinse off sewage, mud and other debris with tap water.  If oil and greasy deposits remain, 
wash the tape in a light dilution of unscented and un-dyed dish detergent and water (use as 
little detergent as necessary).  Do not use water on dry tapes as it can activate dangerous 
contaminants.  If there is moisture on the outside of a tape then there is usually moisture on 
the inside. 
  
Tapes can be air-dried or vacuum-dried without heat.  Vacuum drying has not been 
comprehensively tested on a variety of magnetic media.  However, it may be the only 
practical way to dry large quantities of tapes. Do not vacuum dry with heat (vacuum 
thermal drying). If you plan to freeze-dry tapes, be aware of the potential damages it may 
cause before doing so.   
 
Do not try to play back any contaminated tape.  Tapes can be easily damaged during 
playback.23 
 
 
Cartridge backup tapes 
 
If only the outside of the cassette is wet, air-dry it on absorbent materials.  If the tape has 
become wet on the inside, or the cartridge is damaged, dismantle and air dry like reel-to-
reel audiotapes.24 Consult with senior staff and IT before performing any remediation to 
data tapes. 
 
 
Open-reel computer tapes 
 
Remove the tape from its canister and wrap around hub.  Rinse off the exterior of the tape 
with distilled water.  If the tape is in good condition, dry the exterior wet surfaces with a 
lint-free cloth.  If the edge of the tape is fragile, do not blot, but do the following:  
 
Separate the reel flanges from the tape with a rubber grommet or a similar kind of 
grommet.  This lets air flow around the tape and prevents the tape from sticking to the 
flange.  Let the tape air with a fan blowing on it. (Do not use heat).  
 
When the tape looks dry on the outside, run it reel-to-reel on a winder.  Run the tape 6 

                                                        
23 Walsh, Betty.  Salvage Operations for Water Damaged Archival Collections:  A Second Glance.  Bogart, John 
Van.  Disaster Recovery Plan Recovery of Damaged Magnetic Tape and Optical Disk Media.  University of 
Texas at Arlington.  Disaster Preparedness Plan. 
24 Walsh, Betty.  Salvage Operations for Water Damaged Archival Collections:  A Second Glance.   
 



 
52  Recovery: Relevant Drying Methods  

times over the cleaning tissues but not the blades (remove them if you can), then put the 
tapes twice through both the tissues and blades.  Never put wet tape on a tape drive 
because the tape could stick to the equipment and tear. Place the tape in a new shell.  
Finally, recopy the tape. Monitor the tape carefully; stop copying if the oxide layer begins to 
shed, or mechanical distortion becomes apparent.25 
 
 
Floppy disks 
 
Wet disks should be removed from their jackets, washed, and dried.  Before starting, dry a 
corner of the jacket and the disk hub with a lint-free cloth.  Mark both the jacket and the 
hub with a waterproof pen, so both can be matched later on.   
 

5.25” disks  
Move the diskette to one side of the jacket.  Cut the opposite edge of the jacket with 
non-magnetic scissors. (Beware – the diskette begins 1/16” from the edge). 
 

3.5” disks 
If the jacket has screws, remove them.  Hold the diskette with the metal door side 
down, and remove the door letting its spring fall outward.  With a small, non-
magnetized flathead screwdriver or similar tool, open the shell at the side. 

  
Carefully remove the disk without touching the surface.  Wash the disk in a tray of distilled 
water.  Dry with a soft, lint-free cloth, or spread flat to dry on the same.  Insert the diskette 
into a new jacket (taken from a new diskette – this can be reused), ensuring that the jacket 
or shell is firmly taped together with Scotch tape or a similar kind of tape so it will not get 
caught in the disk drive.  Copy the disk onto a new disk and check the data.  Label the new 
disk.  Copy the information on the old jacket onto the new jacket.  The computer hard drive 
heads should be cleaned frequently.

                                                        
25 Walsh, Betty.  Salvage Operations for Water Damaged Archival Collections:  A Second Glance.  Bogart, John 
Van.  Disaster Recovery Plan Recovery of Damaged Magnetic Tape and Optical Disk Media. 
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Compact Discs and CD-ROM 

 
Clean off mud and sewage by washing the disc in a dilution of unscented and un-dyed 
detergent (using as little detergent as necessary).  Do not rub the disc because dirt could 
scratch the tracks.  
 
Before drying, rinse the disc with room temperature distilled water.  Dry the disc vertically 
in a rack, such as a CD tower lying on its side.  If blotting is necessary, take care to avoid 
scratching the surface.  Blot; do not rub, with a soft, lint-free cloth from the center out, 
vertically to the track and never in a circular motion. 
  
CD cases and the enclosed paper should also be dried.  Once the disc is removed, open the 
case and freeze dry the entire case and glossy paper booklet (non-glossy inserts should be 
dried like regular paper materials.)  Due to the fragile nature of glossy or clay-coated paper, 
it is advised that this type of paper is not handled until properly dried, thus the reason for 
freeze drying the case and booklet.  Do not freeze-dry the CD.  While the cases are being 
dried, either store the discs in spare cases or stack the CDs interleaved with blotter paper 
or paper towels.26 
 
Any CDs we duplicated prior to 2007 have ink jet labeling which will be seriously affected 
by contact with water (both during a disaster and during remediation).  With these CDs the 
label side of discs is significantly more fragile than the reading side. Any CDs made after 
this were printed with the Rimage printer, which has water resistant ink. However, these 
discs are still fragile on the data side. Handle with care.  
 
 
Computers  
 
 Do not shake or remove the cover on the hard drive assembly. Do not attempt to dry 
water-damaged equipment by opening it or exposing it to heat. Do not attempt to freeze 
dry equipment.  Do not attempt to operate visibly damaged equipment. Specifically in the 
case of flooding, waiting for equipment to dry out and then attempting to operate it is the 
worst thing one can do. Do not attempt to recover data with commonly available software 
programs. Do not attempt to clean equipment without using proper solutions in a clean 
room environment. Contact a vendor as listed in the vendor/supplier section on page 39 of 
the Disaster Plan. 
 
If the hard drive has been under water for only a short time, the probability is that the 
water has not penetrated the head assembly. While data recovery remains difficult, 
professionals such as those listed in the vendor/supplier section of the Disaster Plan can do 
it. 
 

                                                        
26 Ibid. 
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If water has penetrated the CPU and hard-drives, it is important that the drive be kept wet. 
Computers should be shipped or delivered in distilled water (at a minimum, with a damp 
sponge) either placed within a bag or a sealed box. Contact the company before packing 
and shipping for recommended packing instructions.27 
 
Paper Drying Methods 
 
Air-drying is suitable for drying small quantities of damp and partially wet papers from 
minor disasters.  It can be used, on a triage basis, to dry wet materials in a major disaster 
when services are not available. 
 
Freeze drying is preferred for large quantities and wet materials.  It is the best way to dry 
water-soluble media and coated paper. 
 
Vacuum drying will dry large quantities of wet records without intrinsic value.  However, it 
is not suitable for many archival materials because they have water-soluble inks that could 
bleed.  Never vacuum dry coated papers because they will stick together.28 
 
Air Drying of Paper  
 
During the following operations maintain the original order of the files. Pencil box and 
folder information on slips of paper and keep them with the records.29 
 
Programs and Magazines 
Attach a clothesline (nylon or 30 lb. monofilament) to sturdy anchors found around the 
triage premises. Carefully find the center of the program or magazine (staples typically 
mark the center of these items). Drape the programs/magazines over the clothesline so 
that the clothesline lies along the fold line.  
 
Books  
 
Items containing paper and housed in Binders and Record Albums 
 
Drying Methods 
 
Air-drying is suitable for drying small quantities of damp and partially wet books.  It can be 
used, on a triage basis, to dry books in a major disaster when services are not available.  
Leather bindings should be air-dried. 
 

                                                        
27 Walsh, Betty.  Salvage Operations for Water Damaged Archival Collections:  A Second Glance. 
28 Walsh, Betty.  Salvage Operations for Water Damaged Archival Collections:  A Second Glance.  Buchanan, 
Sally.  Emergency Salvage of Wet Books and Records.  Waters, Peter.  Procedures for Salvage of Water 
Damaged Library Materials. 
29 Walsh, Betty.  Salvage Operations for Water Damaged Archival Collections:  A Second Glance.   
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Freeze drying is preferred for large quantities and wet materials.  It is the best way to dry 
coated papers and bound volumes with soluble inks. 
 
Vacuum drying will dry large quantities of wet books.  However, the books will distort 
more than if they were freeze-dried and they will require more rebinding or restoration 
afterwards.  Coated paper books should never be vacuum-dried because they will stick 
together.30 
 
 
Air Drying Wet and Partially Wet Books  
 
Air-drying involves the following procedures. Wet books will need to be drained before 
drying.  Stand the book upright, on its head, on absorbent paper.  Support the book by 
opening the covers somewhat, but not the pages. When the pages begin to dry and separate 
on their own, interleave them.  
 
Prepare interleaves.  Suitable materials are thin blotters, unprinted newsprint, and paper 
towels.  Cut interleaves bigger than the pages.  
 
Insert the interleaves into the gutter margin of the book.  The sheets should project above 
the head and fore edges of the book, but not on the lower edge where the book will stand. 
Beginning at the back, put the interleaves at intervals through the book.  The sheets should 
not equal more than one third of the thickness of the volume, so that the binding won’t be 
strained.  Separate the covers from the text block with absorbent paper or sheets of plastic.  
Open the covers of the book and stand it upright.  
 
Change the interleaves as they become wet, every 2 to 3 hours.  Put new interleaves in 
different places in the book.  Change the paper underneath the book, and turn the book 
over (if it was standing on its tail, stand it on its head – this will reduce strain on the 
binding).  Remove the used interleaves from the vicinity of the books. The sheets can be 
dried and used again if they are not dirty or cockled.  After the books feel dry to the touch, 
remove the interleaves and reshape the bindings.  Flatten each book under a sheet of 
plastic or covered board with a lightweight on top.  Do not pile books on top of each other, 
because they could distort.  
 
Ensure that the books are thoroughly dry before they are re-shelved.  Monitor for mold 
during and after drying.31 
 
 
Air Drying of Damp Books or Books with Slightly Wet Edges 
 

                                                        
30 Walsh, Betty.  Salvage Operations for Water Damaged Archival Collections:  A Second Glance.  Buchanan, 
Sally.  Emergency Salvage of Wet Books and Records.  Waters, Peter.  Procedures for Salvage of Water 
Damaged Library Materials. 
31 Ibid. 
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Stand books upside down, and fan open the pages.  Support paperbacks and books with 
damaged covers with bookends or weights.  Every couple of hours, re-fan the pages.  In the 
final stages, turn the book over to dry the tops of the pages. When the book feels dry, flatten 
under weights as above. 
 
To treat damp or partially wet pamphlets, open and dry flat. Turn pages often.32 
 
 
Books with Coated Papers 
 
Freeze drying will give the best results for wet coated papers.  If the book is partially wet, 
fan the pages open and interleave between every page with waxed paper.  Damp books 
should be stood on their heads and fanned open.  Fan through the pages frequently.33

                                                        
32 Walsh, Betty.  Salvage Operations for Water Damaged Archival Collections:  A Second Glance. 
33 Ibid. 
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Transferring Items to Another Facility 
 

Overview 
Reasons to send items, records, and/or equipment to other facilities: 

Cold Storage Facilities 
If you cannot dry or treat some materials immediately, particularly books and archival 
records, blast freezing can be an appropriate stabilization measure in a recovery effort. 
Freezing allows time to make recovery decisions and arrests active mold growth. ASSESS 
THE SITUATION BEFORE FREEZE-DRYING MAGNETIC MEDIA 

Data Recovery  
Due to the sensitive and timely nature of recovering electrical data, it is recommended that 
most (if not all) machines containing electronic files be shipped to a professional.  This 
professional should have experience recovering data from machines that have survived 
water and fire disasters.   
 
In addition, collection items that have been damaged beyond the capabilities of the staff 
should be sent to a professional who has worked on like items that have survived similar 
conditions.  Please see the service providers listed in this plan. 
 

Guidelines for Packing Items for Transfer 
  
 Be extremely careful when handling wet materials – all of them are very fragile, and they 
can be easily damaged during packing and transport.  If cardboard boxes are saturated or 
weak, replace them with new containers.  Packing them inside plastic crates may reinforce 
borderline boxes. 
  
Pack files in order and retain documentary information.  If the label is loose or lost, pencil 
identifying information and location on a piece of paper, and insert it in the volume, case, or 
box.  Do not mark wet paper.  Film and tape reels and the backs of picture frames can be 
marked with a grease pencil.  Grease pencils are available in every production room, with 
the pens and pencils.  
 
During removal, do not stack materials in piles or on the floor.  If boxes are put on pallets, 
do not mix different sizes of boxes or stack more than three boxes high. If there is time, 
different materials should be packed separately, in the following categories: by type of 
media; moldy from uncontaminated materials; and wet from partially wet/damp 
materials.34 

                                                        
34 Ibid. 
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Packing Guidelines for Specific Media 

 

Audio and Video Tapes 
Separate the tapes into the following: dry tapes, wet boxes only (either collection storage 
box or individual object box), and wet tapes. If water has condensed inside a cassette, treat 
the tape as wet. 
 
Salvage tapes according to the following priorities:  

• Un-mastered originals, masters, and/or reference copies,  
• Older tapes over newer,  
• Paper over acetate,  
• Acetate over polyester-based tapes.  

 
Rinse tapes that have been damaged by mud, sewage, or other debris in tap water as soon 
as possible. 
 
Keep tapes wet, at their initial level of wetness. (For example, some tapes may have only 
become wet on the outside of the tape pack, and it is not necessary to immerse them.) If the 
tapes dry at this stage, contaminants will dry onto the tape and be harder to remove later.  
This is dependent on the type of tape. This can be dangerous.  This procedure can only be 
done with older ferric oxide tapes such as 2” Quad, 1” helical, 3/4” U-matic, VHS and 
polyester-base audiotape. This should not be attempted with Metal Particle and Metal 
Evaporated tapes such as Hi-8, Beta-SP and most modern digital tapes such as Mini-DV, 
DVCAM and DVC-PRO or with older acetate-base audiotape.  Extended submersion of MP, 
ME or acetate-base tapes can cause permanent damage. Never leave tapes damp for 
extended periods of time. Unlike tapes that are submerged or tapes that are totally dry, 
damp tapes can develop fungal growth quite rapidly. Fungus will continue to grow on 
damp tapes and may cause serious damage. Pack tapes individually inside sealed plastic 
bags, keeping loose labels with the tape or write the identification information on the 
outside of the bag.  Pack tapes vertically into plastic crates and cartons.   
 
In general, magnetic tapes can remain wet for several days**, as long as the water is cool and 
clean.  This is longer compared to paper records.  However, immersion may be limited in two 
cases, in dealing with water-soluble label adhesives and inks, and in dealing with paper boxes 
and labels.  In addition, older tapes may not survive long immersion.  This may reduce the 
salvage time to 48 hours or less for some media. 
 
**An exception is MP (metal particle tapes) used for some videotapes.  These should be 
removed from water as soon as possible. 
 
If magnetic tapes cannot be salvaged for more than a week, immerse them to prevent mold. 
ASSESS THE SITUATION BEFORE FREEZE-DRYING MAGNETIC MEDIA 



 
Recovery: Media Packing Guidelines 59 

Computer Magnetic Media  
 
Because it is far more practical to recover data from backup tapes than it is to salvage 
damaged media, it is important to know where recent backup tapes are located. The tape 
backup of the SAN data is in four sets: two for audio and two for video. One set of audio and 
video are available in the library for the current backup. The older second set of each are 
kept in the vault.  
 
Separate the media into the following: dry, wet enclosures only, and wet media.  If water 
has condensed inside cassettes, treat the tapes as wet. Do not touch magnetic media with 
bare hands. 
 
Media damaged by mud, sewage, or other debris: as soon as possible, rinse in tap water.   
Keep magnetic media wet so that contaminants will not dry onto the tape or diskettes.   
Media can remain wet in cold clean water for several days.  Pack inside plastic bags.  If 
media will remain wet for weeks, immerse them to prevent mold. Freezing damp magnetic 
media can cause the binder to be permanently damaged and the lubricant to migrate. Be 
sure to consider this before freezing any magnetic media  
 
 
Cartridge backup tapes 
Keep wet by packing inside plastic bags. Pack all tapes vertically in plastic crates or 
cardboard cartons.35 
 
Floppy disks 
Pack upright in plastic bags inside boxes or in containers of cold water.36 
 
Open-reel computer tapes 
Handle the tapes by their hubs and pack them vertically inside plastic bags inside boxes.37 
 
Compact Discs and CD-ROMs  
If the discs have been exposed to seawater, wash them in tap water immediately. Do not 
scratch the discs during rinsing or packing.  Pack discs vertically in crates or boxes.38 
 
Audio Discs 
Salvage shellac and acetate discs first, because they are sensitive to water.  If storage boxes 
are badly damaged, transfer the discs (up to five at a time) to plastic crates or cardboard 
cartons.  Pad the bottom of the crate with ethafoam (preferably, though if necessary use 
bubble wrap) and interleave with ethafoam/bubble wrap every 25 records to absorb 
shocks.  Always support the discs vertically and hold the discs by their edges.  Avoid shocks 

                                                        
35 Walsh, Betty.  Salvage Operations for Water Damaged Archival Collections:  A Second Glance. 
36 Ibid. 
37 Ibid. 
38 Ibid. 
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and jolts during transport. If the labels have been removed, mark center of disc with a 
grease pencil and keep track of the label.  Groups of discs, particularly 78’s, can be very 
heavy.  Pack them in small boxes (or larger ones with extra padding) that can be easily 
moved.39 
 
Paper  
 
Do not try to separate single sheets of paper or un-crumple them.  Pick up files by their 
folders, and interleave the folders every two inches with freezer paper or white paper 
towels.  If it is known from the outset that the records will be freeze-dried, interleaving is 
not necessary.  Fill cartons and crates three-quarters full.  
 
Soluble materials, including those with soluble inks:  Do not blot the surface.  Quickly freeze 
or dry.  Coated papers will stick together unless frozen or dried immediately.  Keep them 
wet in cold water until they can be air-dried or packed for freezing.40 
 
Record Albums 
 
Remove all albums from the books.  Gently shape closed books to reduce the distortion set 
into the book on drying. If they have been submerged in dirty water, wash the books before 
freezing.  Do not wash open books or those with water-soluble media (e.g. letter press 
books).  Wash closed books in tubs of cold running water (either in the sink or with a hose). 
Dab away (do not rub) mud with a sponge.  Cleaning the books may need to wait until after 
they are dried. Lay a sheet of freezer paper around the cover, and pack with the spine down 
in a milk crate or cardboard carton.  Pack only one layer deep to prevent crushing of 
bindings.  Oversized volumes can be packed flat in cartons or bread trays, 2-3 books deep. 
If books have fallen open, pack them “as is” in cartons or trays.  They can be stacked in-
between sheets of freezer paper, with foam between the freezer paper.41  
 

                                                        
39 Ibid.    
40 Walsh, Betty.  Salvage Operations for Water Damaged Archival Collections:  A Second Glance.  Buchanan, 
Sally.  Emergency Salvage of Wet Books and Records.  Waters, Peter.  Procedures for Salvage of Water 
Damaged Library Materials. 
41 Walsh, Betty.  Salvage Operations for Water Damaged Archival Collections:  A Second Glance.  Bogart, John 
Van.  Disaster Recovery Plan Recovery of Damaged Magnetic Tape and Optical Disk Media. Buchanan, Sally. 
Drying Wet Books and Records. Buchanan, Sally.  Emergency Salvage of Wet Books and Records.  Northeast 
Document Conservation Center (NEDCC).  dPlan.  Syracuse University Library.  Procedures for Recovering 
Audio and Sound Recording Materials.  University of Texas at Arlington. Disaster Preparedness Plan.  Waters, 
Peter.  Procedures for Salvage of Water Damaged Library Materials. 
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Rehabilitation 
 

Rehabilitation of Storage Areas 
 
Once the records have been removed, inspect all shelves and repair them if necessary.  If 
mold growth has occurred, sterilize the shelves. Monitor the environment and inspect all 
areas for mold.  Do not return the collections until conditions have stabilized.42 
 
Due to the toxic nature of mold it is recommended that individuals at the facility only 
sterilize if the contaminated area is small.  Always clean while wearing a protective mask, 
nitrile gloves, and preferably a Tyvek suit and booties (We currently do not own a Tyvek 
suit and booties but they can purchased at Kilian for $11.99).  If the area contaminated by 
mold is fairly substantial it is recommended that the facility contact a mold recovery 
expert.  Minimizing air circulation will also be achieved by avoiding the use of fans and by 
taping air return ducts in the areas that have mold growth as the ducts can allow for the 
spread of mold spores to other areas of the collection.43 This is an especially big concern at 
GBAV because all the ductwork is lined to minimize noise in the system. The lining creates 
greater potential for mold growth than unlined ductwork. 
 

Removing mold from the environment: 

• After the damaged items have been removed and the environment has been 
stabilized, the area must be thoroughly cleaned.   

• Walls, floors, ceilings, and all furniture and equipment must be scrubbed with soap 
and water (other appropriate cleaners include:  Lysol, Clorox, and X-14) and a 
fungicide.            

• Carpeting, and especially the padding under it, should be carefully examined, as 
mold can develop quickly. The carpet at 21W is glued to the cement slab and has no 
padding. Carpet at 8500 is installed with traditional padding. 

• Ducts, filters, and heat-exchange coils in HVAC systems should also be examined and 
replaced if necessary. Keep in mind the re-heat coils in the HVAC ducts of the 
production rooms generally are not functioning. This is a long-standing, poor-
design, maintenance issue.  

• Only professionals should perform fogging with fungicides or insecticides.

                                                        
42 Walsh, Betty.  Salvage Operations for Water Damaged Archival Collections:  A Second Glance. 
43 Conservation Center for Art and Historic Artifacts.  1994.  Managing a Mold Invasion:  Guidelines for 
Disaster Response.  Solinet.  September 9, 2005.  Invasion of the Giant Mold Spore. 
http://www.solinet.net/emplibfile/moldnew.pdf (accessed June 28, 2006).  Patkus, Beth Lindblom.  August 
25, 2004 .  Emergency Salvage of Moldy Books and Paper. http://www.nedcc.org/plam3/tleaf39.htm 
(accessed June 29, 2006). 
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Rehabilitation of Equipment 
 
Once the equipment or machinery has been removed from the affected disaster area, 
detach any parts that are easily removable and set aside to air dry. If necessary, rinse 
sewage and dirt off with de-ionized/distilled water.  Do not wash unaffected equipment.  If 
mold growth has occurred, contact a vendor from the list.  If necessary, send the equipment 
to a vendor for cleaning and/or sterilization.  
 
Monitor the environment and inspect the equipment for mold.  Do not return any 
equipment or machines until conditions have stabilized. 
 
Equipment will need to be acclimated to the facilities environment conditions to avoid 
mold growth.  Once placed back into the facility, inspect the equipment daily for mold. 

  
 
Rehabilitation of Collections 
At this stage, items might need to be re-housed in new enclosures. 
 
Items that have been dried in low RH conditions need to acclimate to the usual stack 
conditions.  When the collections return, uncover them and let them acclimate to the 
moisture content of the area; this could take up to two weeks.  Inspect the records to 
ensure that they are dry and monitor daily for mold.  In an ideal situation, collections 
should be kept in a separate rehabilitation area for six months.  If this is not possible, 
monitor the collections closely for mold and humidity damage.44 
 
Ensure that all items are re-housed correctly by sorting the collections according to their 
proper location, labeling all the items, and tracking the location of all items.

                                                        
44 Walsh, Betty.  Salvage Operations for Water Damaged Archival Collections:  A Second Glance. 
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Post-Disaster Review45 
• How can similar events be prevented in the future? 
• What worked? 
• What did not work? 
• What supplies were missing? 
• What supplies were not available on short notice? 

 
If necessary, contact the Keeper of the Disaster, Salvage, and Recovery Plan for any 
questions, reviews, or changes that should be made to the Plan. As of July 2015, Morgan 
Morel is the Keeper of the Plan.  
 
 
Thank-you letters will be sent out to all volunteers and consultants who assisted in the 
salvage and recovery stages.  A complete write-up of the disaster, salvage, and recovery 
events will be developed for the facility and all interested institutions.46 
 
 
 
  
 

                                                        
45 Ibid. 
46 Northeast Document Conservation Center (NEDCC).  dPlan. 
 



    
64 Appendices 

Appendices 

Appendix A: Disaster Team Check Lists 
 
Human safety is the first concern. 

 
• Is everyone out of the building? 
• Check attendance sheet posted on the bulletin board outside of the office 
• Is anyone hurt? 
• Call the appropriate human emergency contacts. 
• Is the building safe to work in or safe to enter? 
• If there is running or standing water, ensure that all electricity has been shutoff. 
• If necessary, shut water off. 

 
Disaster Team Leader: 

• Activate the disaster plan. 
o Contact necessary members of the DP Team. 
o Maintain contact with the landlord, fire department, and other appropriate 

personnel during the disaster. 
o Coordinate all recovery activities. 

• Assess the disaster area with the appropriate DP members. 
o General assessment questions: 

• Where is the disaster? 
• Is it in one small area of the building or throughout? 
• How many collection/audio items are damaged? 
• How many pieces of equipment are damaged? 
• Water/Flood-specific questions: 

o Have the items/equipment been wet for more than 48 hours? 
o Is mold present? 
o Is the water clean or dirty? 
o Are the items wet, partially wet, or damp? 
o What items/equipment are damaged? 

• Fire-specific questions: 
o Are any of the items/equipment still smoldering? 
o Have the items/equipment been affected by any chemical fire suppression 

systems? 
• What items/equipment are damaged? 
• Debrief the entire DP team after the assessment. 
• Create a triage and recovery area. 
• Consult with and supervise all members of the disaster team. 
• Assist when needed.  
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Administrator/Supplies Coordinator:   

• Tracks personnel working on recovery. 
• Maintains in-house disaster response supplies. 

o Orders/leases supplies, equipment, and services (on going and emergency 
situations). 

o Maintains emergency funds allocated for a disaster. 
o Coordinate supplies usage with all DP members during recovery. 

• Authorizes expenditures. 
• Contact vendors and experts as needed. 
• Contact the insurance company. 
• If necessary, contact volunteer workers. 

o Have all volunteers sign in and out. 
o Make sure the volunteers are directed to the appropriate location. 

• Coordinate the day-to-day recovery work of staff and volunteers to maintain an 
effective workflow. 

• If necessary, make arrangements for food and drink for other DP members and 
volunteers. 

• Locate restroom facilities and set up locations for rest/breaks. 
 

Collections Recovery Specialist:  
• Maintains in-house disaster response supplies on a monthly basis as defined by the 

First Monday Chores list. 
• Assess the disaster area with the Disaster Team Leader. 

o Decide on the overall recovery/rehabilitation strategies. 
o Are items damp, soaked, or in standing water? 
o Have items been burned or sprayed with a fire suppression chemical? 
o Ensure that the priority items are salvaged first or change the priority list if 

needed. 
• Coordinate with administrator regarding services/supplies/equipment. 
• Train staff and workers in recovery and handling methods. 

 
Technology Coordinator:   

• Assess the disaster area with the Disaster Team Leader. 
o Focus on the damage to technology systems, such as hardware, software, and 

telecommunications as well as equipment and machinery. 
o Decide on recovery/rehabilitation strategies. 
o Ensure that the priority items are salvaged first or change the priority list as 

needed. 
• Coordinate with administrator for external services/supplies/equipment related to 

technology such as data recovery. 
• Coordinate with the administrator as to who will contact the necessary vendors or 

professionals 
 
Building Recovery Coordinator:   
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• Assess damage to the building and systems. 
• Decide on recovery/rehabilitation strategies for the building. 
• Coordinate with administrator for external services/supplies/equipment related to 

building recovery. 
• Monitor the temperature and relative humidity of the facility. 
• Inspect the facility for mold growth. 

 
Security Coordinator:  

• Maintain security of collections, building, and property during response and 
recovery. 

• Tape off triage and recovery areas. 
• Monitor who has access to the facility. 
• Oversee response to medical emergencies. 

 
Documentation Coordinator: 

• Maintain a list of the priorities for recovery. 
• Keep a written record of all decisions. 
• Maintain a written and photographic record of all damaged materials for insurance 

and other purposes. 
• Ensure that all personnel and volunteers are correctly labeling materials. 
• Track collections as they are moved during salvage and treatment. 
• Keep track of all items deemed untreatable. 
• Monitor the temperature and relative humidity of the facility. 
• Inspect the facility for mold growth.
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Appendix B: Integrated Pest Management Tracking  
 
 
 
IPM Tracking The spreadsheet used to track IPM in 2015 can be found here:  
/Volumes/Sharedata/Documentation/Preservation Administration/01_IPM 
Data/IPM2015.xls 
 
 
Infestation Identification 
 
Heavy and repeated trapping of multiple insects that are known to infest such as ants, 
roaches, silverfish, etc. over the course of two months 
Insects found trapped along with their young or larvae signify an infestation and not a lone 
intruder 
Area of suspicion should be inspected for insect waste as a sign of infestation and repeated 
intrusion into the area 
 
*In the unlikely case a collection should arrive with any infestation, it must be quarantined 
and not placed near the vault or other collections 
 
 
 
Steps 
 

• Document the old traps as usual to the plan  
• Check along plumbing, windows, and walls for cracks or openings that may provide 

pest access. Seal any openings with caulk (or small amounts of expanding foam) 
• Remove food waste or other waste that may be an attraction to insects 
• Check for moisture leaks around plumbing, windows, or HVAC equipment. Clean up 

any moisture. Report any leak issues for repair 
• Check the door sweeps on exterior doors in affected area to ensure proper seal upon 

closing. Replace if necessary 
• Place new and additional traps evenly around the perimeter of the room along 

baseboards – be sure to write the start dates and location within the room on the 
traps 

• Check traps in suspect area daily or weekly and note any significant catches. Note 
the information about the additional catches (species, date, specific room location) 

• If the additional traps continue to catch larvae and adult insects known to infest, 
next steps are: 

• Keep used traps with samples in zip lock bags for future identification  
• For ants and roaches, place poison bait in suspect area designed to delay the insects 

death in order to destroy the nest and control the population 
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• For silverfish or firebrats, keep area clean, dry, and well ventilated. For a heavy 
infestation, certain sprays and powders (such as Boric Acid) can be used 

• For other insects, identify them* to find the best resolution to treating the area for 
the infestation 

 
Continue to check traps daily or weekly; if still actively catching insects in two weeks, 
contact an exterminator 
 
 
 
 
 
Name: Amendt Pest Control 
Address: 300 N. Chester Pike Glenolden, PA 19036 
Phone 1: 888.577.7514  
Phone 2: 610.522.8801 
Website:  http://www.aamendt.com/ 
 
Name: Orkin 
Phone: 877.340.8558  
Website:  http://www.orkin.com 
 
Name: Terminix 
Phone: 1.844.251.2164  
Website:  http://www.terminix.com 
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Appendix C: George Blood Audio and Video Floor Plan 
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Appendix D: Equipment and Information Technology Inventory 
 

Appendix E: Field Guide Assessment Form 
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Appendix F: Circuit Breakers 
 
Equipment Room Breakers 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
South Wall/Video Room 
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Appendix G: Power Shutoff 
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Appendix H: Fire Alarm Reset 
 

Basement North Wall 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. To silence alarm, press 
Silence and enter 1111 on 
keypad 

2. To acknowledge that there 
is trouble, press ACK and enter 
1111 on keypad 

3. After the problem is 
resolved, either by being 
corrected or after Advent has 
come to fix it, the alarm should 
be reset. Press Reset and 
enter 1111 on keypad 
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Appendix I: Notes 
  



 
Appendices 75 

This page left blank for notes 
  



    
76 Appendices 

This page left blank for notes 
 


