Refiling of permanent Microfilm

Before a microfilm is refiled, the film leader should be checked to ensure that it is in the correct box, and to detect any need for film repair.  Film not in the correct box should be put on the counter behind the main desk with a note.  If the film is torn or the leader is broken, the film should be put in the "Film to repair" bin on the workroom counter with a note indicating the repair needed.

Replacement of Microfilm Boxes
Microfilms with boxes that need replacement should be put in the bin in the workroom labeled "Needs new box".  A new box will be labeled by the staff member assigned to this task.

Circulation of Air to Microfilm
Microfilm produced by the Family History Dept. is of two types. Silver-base film has a grey-black appearance, while Kevlar film is in shades of green and tan.  Kevlar film stored in film boxes in confined areas will eventually make the boxes brittle, causing them to fall apart.  This can be prevented by opening and closing film cabinet drawers daily to permit circulation of air.  Ordinary opening and closing of drawers to withdraw and file microfilm is sufficient. When the center closes for longer than a weekend, at least one film drawer in each cabinet should be left open several inches to permit circulation of air. 

MAPS   


Maps which can be inexpensively and easily replaced, such as current highway maps, are folded and stored in the file cabinet labeled "Maps." Large maps and those which would be difficult or expensive to replace, such as old maps, are stored horizontally in flat map drawers.  These maps should not be folded.  The smaller horizontal map drawers are labeled 1 through 5.  The larger map drawers are labeled A-E.  The maps have a call number with a drawer and map number.
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