INSPECTING BOOKS FOR DAMAGE

University at Albany Libraries, Preservation Department

1. Look for high risk factors:

YES

e [s the book wet? Moldy?
o Do you suspect insects?

A 4

Look at the outside cover:

Bag if moldy or
insect infested

> Deliver
immediately to

the Preservation
Dept.

e s the headcap or spine torn, detached or missing?
e Are the covers crushed, loose, detached or
missing?

Open the book:

Is the text block loose inside the case?

YES

A 4

Unfold corners and remove
extraneous materials:

Post-it notes
Rubber bands
Paper clips
Paper scraps
etc.

Is the inner hinge torn or broken?

Are there loose or missing parts/pages?
Are the pages torn?

Is any of the paper yellow or crumbling?

Place book in Pre-Shelving
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YES

v

Remove to
Damaged Book
shelf
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