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ABSTRACT

Types of archival institutions are enumerated. The
need for and usefulness of an archival collection for
o universily are stated. Materials which should be
keptin the archival institution, preliminary decisions
fo be taken and facilines to be provided like storage
Jocilities, policy, funding, staffing, record centres and
preservation methods are then stated, The strategy
Jor setting up an archives for the University of Sci-
ence and Technology, Kumasi is discussed.  Ways to
be wsed for processing the materials and finding aids
to be provided are further discussed  Basic rules to
be obeyed for the conservation of archival materials
ar well as methods like lamination, reprography; re-
pair by paper and by leather omong others are de.
seribed.  Some major agents which militate againsi
the successful preservation of archival documents are
enumerated. The means through which they desiroy
 documents are stated.  Likely remedies are then
| Proferred to counteract the operaftions of these agents.

Keywords: archives; reconds centre; parchment;
backing; framing; gauring; siring; preservation; con-
fervation.

. INTRODUCTION

Anchival institutions in universities in sub-szharan Af-
rica are almost non-existent. In Nigeria, the Ahmadu
Bello Univessity is the only university which has em-
berked on setting up an archives; universities in Lagos
ad Ibadan kave record centres.! In Ghana, none of
- the five universities has any such well organised col-
lection, but in actual essence it is the archives which

should be the caly repository storing documents re-
flecting the history and developmental successes and
failures of these universities.

An prchives may be defined as “a repository of
lic records or of records and

P

monuments geaerally™s

or a place in which public records or historic, docu-
mexits are kept or a historical record or document so
preserved. Schellenberg defines archival documents
as“lhosemnrdsofmyptbiicm'pdvmm
which are adjudged worthy of permancat preserva-
tion for reference and research purposes and which
have been deposited or have stlected for de-
posit in an archival institstion™  From the above
one can canveniently deduce that an archives is the
records created or received by an individual, group
of persons or an organigation. It is a joint memory in
document or photographic form, of the experiences
of an organisation or institution. Also it is the insti-
mﬁmwﬁchhmthmqum.

An archives constitutes a primary source information
on the history and has relationship with the currert
functions and objectives of the institution. Archival
documents assist in evaluating activities of parent
organisations and also for the planning of its future
activities, It is in this light that libraries and archival
institutions are not poles apart. Their functions in-
terrelate, that is, they both acquire materials, process
and store them for use. Hepworth said that “the ac-
quisition of archives and manuscripts is a legitimate
purpase ufli.bmriﬁnewing the interests of scholar-
ship and research.™ To this end, many usefisl manw-
scripts are preserved in libraries of different types
today.

An archival collection is an asset to any institution.
It presents an impartial body of information because
one canrot carve out some parts of the document for
exclusion. It is also authentic since it is & primary
source of information. | has come out through the
day to day activities of the offics.

A document becomes an archival material when it is
not in current use. The age at which an organisation’s
document moves from current to archival and from
archival use to uselessness is a matter of policy, rest-
ing solely on the institution; but the reference and
research values of such a document must always be
bome in mind because the documents are proofs of
the organisation’s policies, functions, decisions and
other activities. A puideline to assist in such deci-
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sion making is to practise selective preservation,
where only some very important documents arc se-
dected for permanent archival purpose, and the rest
destroved after a decided period of time.

An archive is therefors necessary for any organiza-
tion, big or small, private or government, old or new
and for universities in sub-saharan Africa. Archival
institutions existed in ancient times and still exist 1o
day because they are invaluable repositories of our
yesteryears.  Shipton stressed the importance of

miv':rsityard:imil being®... historical treasure that
can be exploited..”.

Types of Archival Institutions

Archival institutions vary by the type of materials and
documents they keep, but they all serve the same pur-
pose of keeping very important documents and mae-
rials for future use. These include

L Natioaal Archives which keeps the nation’s
most treasured documents and materials of historical
and value for future retrieval and usc,
The Ghana National Archives is an example,

2, Business or Company Archives usually
consisting of records of business organisations which
* are of research and administrative valuc,

3 Religious Archives serving their parent in-
stitutions like Churches, Corvents, Seminarics and
Islamic Centres, .

4. Government Archives comprising mainly
files and documents which have value for adminis-
trative and financial future reference.

5. Private Archives set up by individuals and
consist of their personal documents and manuscripts,
family history and other documents acquired through
cofrespondence or at the work place. These ar¢ usu-
ally kept for the use of their children and grandchil-
. dren and may be opened for public use after the death
of the owner,

6 University Archives

Universities have their individual life histories
Records which are generated daily through activities
of administrators, faculty members and students move
from current to semi-current and to non-current and
o inactive.  When they become inactive, they be-
come of archival value. The university archive will
thercfore consist of:

1. Speeches, papers of key officers of the univer-

saty, like Visitors, Chancellors, Vize-Chancellors and
other principal officers of the University as well as
those of the Deans of Facultics and Heads of Depart-
ments,

1. Minutes of meetings of the Council, Senate and
its Commitiees, Congregation, Faculty Boards, ctc,

3. Official publications, like Journals, Qecasional
Papers, Research reports, Bullstins, Newslotters, An-
nual reports, Annual financial statements, Calendars,
Handbooks, Regulations etc

4 Pholographs, albums, video and audictapes,
slides, film recls with the University as the subject.

3. Papers and books rclating to the University, like
historical books, biblingraphies, Newspaper clippings
and Campus Magazines,

L Legal documents, such as Deeds, Indentures,
Copyrights, Contracts and Agreements,

1 Marked exanunation scripts of students

B Staff and Student (alumni) records

9 Theses and Disscriations

10 Any other documents emanating from the day

to day administration and from the Faculties and De-
partmienis which will be of archival value.

Meed lor an Archives in » University

The university is a huge organisation which needs a
well organised archival institution which will serve
as a reference 1ol for its meaningful progress.  De-
nial of access to researchers and scholars of its docu-
mients generated over the years, which i not organised
cannot be effectively used, means the university s
not seriously bent on development, based on past ex-
periences,

When rescarchers have little or no access to such
documents, their research is most often based on sec-
ondary sources, which usually produce substandard
rescarch.  An archival institution in a university will
cembatl this problem,

When records are kept for use in places other than
archival institutions they are most oflen cramped in
storage rooms where deterioration easily takes place
due to the practice of bad storage methods, The uni-
versity therefore loses these documents which should
have been the research success of a socio-cultural or
economic researcher or a historian.

Research assists in improved teaching in the univer-
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sity. Archival records assist greadly in research es-
pecially at graduaie level

A central university archives ensures that all admin-
istrative records ars kept properly and in onc place.
This ensures prompt retrieval for decision making and
continuity, Also keeping all Jegal and highly sensi-
tive documents in one place ensurcs their security.

PRELIMINARY DECISIONS

Some major steps however have to be taken before 2
university can have a good archives

| Policy Decisions
Some major decisions will kave to be made like the
following:

1. The statutory law establishing the university will
have to be amended 10 include the provision of & Un-
versity Archives. This provision should state its func-
tions clearly

b. The type of recerds to be collected must be identi-
fied. Here it will be necessary to include all types of
records, including histonical manuscripls. to ensure
that no vital information is left out,

e A decigion on the accessihility (o the materials,
that is who should and should nol gain access to them,
should be taken.

d. An advisory commities made up of the Registrar,
‘the Finance Officer, Deans of Faculties, University
Librarian, Student representatives and the Archivist
will from time to time determine records to be re-
tained in the archives or disposed off as having out-
lived their usefulness (zg. marked scripts of students)
basad on laid down criteria evolved by it The repre-
sentative of the Vice-Chancellor chairs the Comunit-
fee.

¢ Whom the Aschives Department should be re-
sponsible to, which should preferably be the Viee-
Chancellor

. The method of arrangement to be used for the
matarials.

1. Spate and Environment

Archival materials are of a special nature so thoy need
special storage facilities. Care must be taken that
nathing destroys the documents.  Agents of destruc-
upn like water, fire. theft, light, dampness, aimo-
spheric pellution, insect and rodent infestation could

make ac archive loss its valuable collection.

Toc space made available must be divided laso three
soctions, namely, Documents Room, whare all docu-
meats and records will be kept, Reading/Viewing or
Search Room where the public can it to use the docw-
ment; and an Office/Docunsent Repair Room wher
the officer in chasge of the archives can stay and also
do some minor repairs (0 documents.  Movement
from the Document Room to the Office and Reading/
Viewing Room must be very casy 10 ensure prompd
service to users. The Reading Room mukt be big
esough to accommodate at least 15 usors siting
around a large table at a time. In addition thore must
be a section for Microfilm rending, Computers aud
Slide Transparency use. The space must be sound-
proof aad fully air-conditioned at all tinws #0 ensure
a bonger life span for documents,

The above are the simple precautions and specifica-
tions needed to have a good eavircament and useful
space to store archival materials and administer them
effectively.  Ideally, a purpose built space is pee-
ferred.

3. Shelving and Packaging

Archival materials consist of various types of materi-
als with various sizes. Some cannot stand erect on
shelves so they are kept in boxes or wrapped up in
manilla paper and ticd up with strings. Boxes oon-
taining materials are labelled and put oa the shelves.
Shelves must be rigid and strong, fire resistant, pref-
erably steel, and easily adjustible to take all heights
of materials, If steel shelving cannot be provided
then wooaen shelves made with teak wood may be
used,

4. Funding

Proper budgeting has 1o be made for the purchasing
and maintenance of equipment. Funds will also be
needed to acquire materials for the preservation and
conservation of the documents and the day to day ras-
ning of the office,

5. Staffing

A trained archivist will have to be employed. Tn the
alternative, a libranan can be refrained.  The Latter i
preferable because some of the functions of an archive
stray mto the realm of librarianship and vice verm.
In most Library schools, in recent times, archival siud-
ies 15 taught at both the undergraduats and graduate
levels to enable Libranans who wish to become Ar-
ch:mutnmp:hyundumngmﬂyuhmmm
For the type of archives envisaged, a graduaie Archi-

vis/Libranan, @ Diploma holder in Archival Studies,
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& clerkftypist and a messenger/cleaner are the per-
soanel neaded for the take off

The Head and his assistant should have the ability t
perceive documents as indispensable and so keep
them intact and in good condition, ready for use. The
additional ability of an enquiring mind secking to
know a user’s real need is important.

6. Records Ceotres

There st be 3 designated depot or collecting point
in each department of the university where the archi-
vist will collect documents for sclection and preser-
vation in the archives. A schedule officer should be
eanmarked for each depot,

1. Preservation

Congtant preservation is nesded o ensure that mate-
rials are not lost.  This means deteriorating ones will
have to be chemically treated, microfilmed or photo-
copied right from when the material arrives in the
archives,

Most audio visual materials are costly to preserve and
even to store.  Constant rolling of tapes make them
o curl. As a result of the chemicals used in their
production, the images may turn brown due to hu-
midity, thare will be “silvering or mirroring” duc te
oxidation and images will be Jost due to atmesphenic
contamination. For photographs, acidic mounting
mwierials, unsealed wood Frames and reflective glass
which traps dirt, and increasing fluctuations in tem-
peraturts destroy them fast. Photographs may there-
fore be copied for use whike the onginal may be stored
wn silver safe or melinex (mylar). They should also
be removed from acidic mounts and wrappers which
contaminate them. Storage away from light and in &
ool temperature | 3-25 degrees C and a not too dry
am::ﬁwhem % - 50% relative humidity is advis-
ahl

It may be nccessary to enclose documerts in protec-
tive coverings o lengthen their lives. At all times,
materials meant for enclosure, photocopicd docu-
ments and the enclosing medium, boxes or files,
should be of low acid or acid-free 1o forestall
embrittlement with time, and alsa protect the docu-
menis from dirt, air poltution and dust.

STRATEGY FOR SETTING UP THE UNIVER-
SITY OF SCIENCE AND TECHNOLOGY
ARCHIVES

From the foregoing one can visualise how a univer-
sity archives should be.  Long term planning requires
some pre-information to eliminate repetition, wast-

age of ume, energy and mongy.  One also needs
records in an archives for informason on what has
existed before, and also an archives to wansfer infor-
mation on current services to, for future use.

The University of Science and Technology, Kumasi,
has been in existence since 1951 as a College of Tech-
nology and became a fully fledged University in 1961
Onc needs not say that a lot of records have been
generated in all sectors of the University.  As at now,
there is a room in the Central Administration block
which is called an archives. It isa stackroom, not an
archives, because the practices expeeted of 2 good
archival institution are lacking.

Criteria for Selection

The cniteria for the selection of matesials into the uni-
versity archives should include the following;

a  Primary source material
b Age

¢ Rarity

d Usefilness

These are necessary because the university has a lot
of records of age value bul which are nol necessanly
of archival use.  This is where proper management
gomes in. Proper management will ensure that only
very useful materials are brought in for archival pur-
pase, in a central place,  This in tum will zave the
university some funds since facultics!departments will
not have to ask for more space, fumiture and equip-
ment W store their materials individually; users will
spend little time in research becawse all records are
kept in a central place; duplication of work and em-
plovment of staff by various faculties to do the same
work will be avoided; and there will be avoidance of
duplication of rescarch since one will know of what
has already been done many years ago.  This proper
records management will have to be on-going,  Cur-
rent documents, with time have to be taksn io the
archives and proper documentation made for easy ac-
cessibility.

Phasing of Waork

This is to ensure that a thorough job isdone. A method
can be adopted wherehy the non active records wall
be eollected and organised in phases like the follow-
ing:

First phase:- Records from the Vice-Chancellor's
office including those of the Visitors, Chancellors and
Pro-Vice-Chancellors,

Second phase:- Records from Administration includ-
ing the Academic Office and Public Relations
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Third phase:- Recards from the Finance Office and
Audit.

Fourth phase: Records from Faculties, Schools, In-
situtes and Centres in that order and within each
group in alphabezical order.

Fifth phase:- Records from the Main and Faculty
Libraries

Sixth phase: Records from the Estate Office and
Maintenance Office, Hospital, Bookshop, Printing
Press and Photocopying Unit in that order.

Sevenths phase:- Records from Students Halls of resi-
dence in alphabetical order by hall and the Student
Union Offices.

This phasing can achieve the desired results of 2 good
archives if the records collected are orgamsed, ap-
praised and described appropnately to facilitate easy
retrieval. The records have to be arranged according
to their source of origin. Which means records pro-
duced by each department will have to be

together, that is, in the order of provenance.

Processing of the Materials

Records and documents received will have to be pro-
sessed for storage.  Records for archives cannot be
processed as for libraries. They are classified by
office or de Most times archival materials
have no authar, title, imprint or index, so they cannot
be catadogued like books. Archives therefore use spe-
. cial methods to describe and provide finding aids for

Atcessioning

Tt is an important source of knowing the archives col-
Jection especially in terms of numbers and the dates
. they armived in the aschival ingtitution. An accessicns
register which must be made mainly for archival use,
orat least a strongly bound notebook can be prepared
for such use, At this stage documents which need re-
pair ate identified for further treatment afler
scoessioning, The Accession Register should provide
the following information: date received, accession
rumber, source description (books, document, jour-
ral, file, etc.) and quantity, All documents dealing
with the same topic which cannot be contained in one
box or envelope must ali have the same accession
mumber but differentiated by sub numbers for ex-
mgle, accession number 2246/1, 2246/2, 2246/3,
.

Classification

Materials can be arranged broadly by office or fac-
ukyuﬂmbdividadhfm-oﬁnﬂnrdepumuh
order to snsure some order in the collection. For
example, Administration may be subdivided by de-
partments i.e. Personnel, Academic and Ceneral, or
Faculty of Agriculture into departments of Horticul
tre, Agriculiural Economics, etc. In addition to the
offices and sub-offices should be dates written on the
file or box containing the documents, that is, from
when the records in there began to when they ended.

The materials can then, be amranged by office liks as
collected (in phases) and within each office alpha-
betically by sub-cffice.  Within each sub-office, the
armangzment should then be chronological. Cards
can then be made for them and filed in a cabinet.
Cards are better, for they allow for additional records
to be inserted without having to adjust or fiorce more
information o an already full sheet.

Finding Aids

The archivist will have 1o provide finding aids Like
checklists, guides, inventories, calendars, indexes,
catalogues, descriptive lists, and registers. These
must be mainly for intsmal use and consist of the

title, inclusive dates, quantity and composition of
material,

There is also the need for a good retrieval system,
which means the materials should be classified prop-
erly. A databass can be developed for the collection,
to easure speedy searching and retrieval. This saves
time and the life of the materials.

Atregular intervals t00,  bibliography should be com-
piled 10 assist the archivist 1o give quick service to
users, who are usually researchers with little time 1o
waste.

Conservation/Repair of Archival Materials

Conservation is the art of preventing attacking ageals
from damaging the documents.  Restoratioa is the
art of repairing damaged documents. When you have
Couservation and Restoration successfully together,
then one has Preservation.  The repair of archival
materials is an co-going job. To restore you need to
have the repairers as well as paper mechanics and
chemical agents, Repairs can be carried out from
the day the document is received and during ils life
in the archives. 1t is preferable to carry out simple
but may be tedious repairs when the document is first
received in the archives. This is especially neces-
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sary fo guaraniee its longevity, 1f the documents are
cleaned regularly, pemphlets are restitched and
sestapled, photo albumes are rebound and very fragile
documents microfilmed when they are initially re-
ceivod, most mrchival materials will b in use for a
very loog time,

Repuirs to documents in an archives is indispensable
because moat of them are very old.  Stages of han-
dling and exposure to atmosphenic and other condi-
twoas have weakened the paper and made the docu-
ments weak 5o conservation and restoration are in-
separable and nocossary in an erchival institution,
However repairs have to obey basic rules and some
of them ane diacussed below:

1. Lost material must be replaced with malenal of
the same kind, that is leather for leather, paper for
paper, otherwise unagreeable materials may bring
about coatamination of the other pages or the mate-
fial will mot hold together.

2. Oniginel material should not be removed of de-
stroyed. Repair must be carrizd out whatever the state
of disrepair, insiead of replacing it

3. Pepair matenals which are durable and which
have been tested must be wsed,

4. Amount of repair materials introduced into the
original material must be limited,

5. Consideration must be madz of the following be-
fore deciding on the methad to apply for repair:

1. Thetype of material of the document, if it is paper
or |eather

b. The extent of damage and what the cause of the
damage is, whether water, fire, insect or fungi

c. If the document is single or double sided.

The Repair Room

The repair mom must be big in size with different
sections for repair by lamination, paper, parchment
ard leather, for bindirg, reprography and for maps
and drawings; and still have enough space to store
repair materials. The room must be well ventilated
#nd Hluminated by natural and artificial lighting. It
must be well wired and have many clectnizal points,
fo enable the use of different equipment at the same
time. Tt must have 2 good multipurpose repair bench
or table where the repatrer can stand or sit behind to
wark.  Basic equipment and consummiables like
poesses, tools, sink, waterheater, gluepots, kettle, dry-

g rack, cotton mull, thin paper, wheat flour paste
must also be provided. The room miugt be in a place
removed from active human traffic to avoid dust and

Llampering.

Repair Methodulagy
{. Repair by lamination

This entails wsertion of the document butween twa
sheets consisting of plastic matznals and then pass-
ing the document through a machine which applies
beat to seal the edges.  This method can only bée used
for materials which can pass through the machine and
these are usually small-size documenis,

1. Repair of paper documents

First and foremost the document nceding repair and
the paper to be used in the repair must both be wet, to
ensurs & uniform expansion and conteaction to keep
the proper size of material needed 171015 @ one-
sided document then paper 15 fixed 1o the whole back
to strengthen it This method is called backing. 1f it
15 a doublesided document but consists of only half a
page of information on one side, paper is pasted at
the whole back and a hole is cut in the place wita
wfonvalion writen on it to expose . 10 is then cov-
ered with 4 silk gauze. This method 15 called fram-
g, [T itis a deublesided document with full writing
{information) on both sides, then a silk pauze 1s used
to cover both sides, since the margin left will be too
small for paper to be used effectively  This method
15 called gauzing.  The document backed, framed or
gauzed is then placed between waxed paper and car-
tridge paper and put under pressure for about a day to
drv.  [tis then pressed between ancther set of car-
tndg% paper and then timmed, sized and dried on a
rack

Repair of parchment (leather) documents

Parchments are often damaged through excessive dry-
ness or heat so they need to be folded around a soft
damped cloth, page by page so that they do not stick
together,  The repair kit or leather is roughened so
that it can stick firmy to the document when fixed.
Affer this, the method is like in the paper sepair men-
toned above - backing, framing or gauzing. Care
must however be taken not 4o press too hard when it
ismmﬂﬂmmtﬁwﬂilmmuchifMMMt
has coloured inks !

Repair by binding

With most documents it is unportant o keep the ongi-
nal covers when repairing, as well as the old spine
which will then have to be reinforced  This means
rebinding is necessary.  Mew sewing wall have to use
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the holes of the old sewing to avoid extra holing.
Much of the original matenial should as much as pos-
sible be rﬁai.nadin its onginal form once it is nol
damaged.

Repair by reprography

This is done in various ways like typing, r.lupliTging,
microfilming, photographing or photostating'* the
original document 1o cnsure that a copy is available
tor public use, while the original is retired tempo-
ranly for proper repair  Photography, though siow,
axpensive and wet, cnsures a high quality and versa-
Ul result

Repair by reprography also has several advantages.
It enables the archival institution to fill in gaps of
documents by getting copies from another place;, the
acquisition of a mastercopy of a document for keeps,
users gain access 1o documents when the original is
weak Lo be put for public use; certified copies of le-
gal documents which cannot be lent to the public in
its original form to be made available.

Repair of maps, drawings and plans

If the material used here is parchment then repair i
as for parchment documents. For paper, shests of
repair paper as well as the back of the map/drawing/
plan to be repaired are dampened. Then the repair
linen is also dampened and pasted to the back of the
map/drawing or plan. This process is known as bon-
mg.  The map or drawing is then framed with the
dampened repair paper to keep the edges flat. It is
then kept under cartridge papersto dry. Later onitiy
trimmed and pressed for about two days under much
pressure.  If the repair is oot the first time, then the
malgrials used in the previous repair should all be
removed and cleaned before the new repair is made,
If some parts of the map/drawing/plan arc lost then
equal type and weight of parchment or paper used for
the document must be used to fill the holes or gaps.

Conservation of archival matenals is important. Pres-
ervation is however the best alternative becausc the
methods of conscrvation may not be able to restore
the document (o its onginal quality. [t is therefore
relevant to discuss some of the agents of detenora-
tion of documents 30 that procautionary mCasures
could be taken.

Agents of deterioration and their remedies
Every archive must determine its own preservation
needs from which to develop its own conservation
programme, because it is impcssible for conditions
in any two archives to be the same.

There are several agents of deterioration.  Some are
naturally caused, others are man inflicted. Derling,
dwelling on the preservation of materials, stated that
the envirpmment of materials meant permancel
pmmmhnﬂm,l The doct-
ments room which is the heart of the archival instin
tion must be well protacted sgainst the fllowing has-
ards;

1. Water: This can get into the archives through min
and subsequent flooding. The archives should not
be sited near flood prose areas which might be acti-
vated by excessive rainfall, major pipelines which
may burst or water hydrants used for the fighting of
fires. Leaking roofs must be mended promptly. :
plumbing must be svoided. Wator will make the ik
and colours used in writing on paper to rum, meke
pages to stick permancntly together and ercourage
fast growth of fung.

2. Fires: Destruction of valuable records can be car-
nied out in seconds by fire so it is & dsager fo ar
chives. The archival institution must not be sited
near highly inflammable materials. Electric wiring
must be perfect with no loose or exposed ends of
wires, Conduit wiring system is prefesred for ar-
chives. Fire proof cabinets and shelves must be con
sidered for use in archives. As much as possible
stee] or metal shelving should be used, fire proof walls
and doars are added advantages. Smoking should be
banned in the archives. Provision of a fire detector
with an alarm system is without compromise. One
needs not mention fire fighting equipment and fire
extinguishers since they area must. The staff should
alsa be familiar with basic fire fighting methods.

3. Theft: The public should not bave direct access
to the documents reom.  In addition windows should
have burglar proof iron bars and the door must al-
ways be locked.

4. Light: Ultra violet rays of the sun destroy paper
by bleaching it.  As much as possible the sun must
not reach the docwnents directly, Stained glass, ve-
netian blinds, or other materials must be used on the
windows to prevent sun rays from penetrating directly
into the room. Fluorescent lights also damage pa-
per; incandescent bulbs are preferable since they do
not have any witra violet energy properties. [f fluo-
rescenl lights must be used then ultra violet filtering
sleeves are noeded to cover the tubes.

5. Chemical Agents:

a. Oxidation - This is the change for the
werse in a material when it comes into contact with
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oxygen in the air.  There is little that ene can do to
prevend this.

b. Acid - The alum/resin sizing used in the
manufacture of machine-made paper reacts with the
moisture in the paper to produce sulphuric acid, which
sphits the cellulose bonds thereby damaging the §-
bres. Destruction is by making paper to lose its
strength, becoming brown stained and eventually
embnittling #f. Also atmosphenc pellution, like car-
bon azsrosols, nitric oxides from automobile exhausts,
sulphur dioxide let off by industries which tums into
sulphuric acid when in contact with paper, all destroy
paper,  Incidentally the acid problem does not oceur
in hand-made paper because gelatin or starch is used
in the sizing" Most paper used these days contain
acid. ¥t is necéssary that acid-free paper is used for
producing archival material or acid-free photocopy-
ing paper used to produce a duplicate copy of such
documents.  Acid-paper should not be stored with
other papers because most often thers is acid migra-
non.  To save the document, one can microfilm for
keeps or deacidify the paper or reinforce the fragile
sheets.

f. Biglogicel Apents

a Fungi - Most matenals used in pager and
bookmaking and the methods used for their storage
encourage fungi growth. The cellulose in paper,
starch and gelatin sizing tn paper, wood shelves and
a host of others alt attract fung). Warmth encourages
fungal growth, especially when the temperature is over
23 degrees centigrade and at the same time the rela-
tiva humidity 15 above 65%.

Dampness can come about because of humigity
caused by sudden changes in atmospheric tempera-
ture.  Most times the quality of paper deteriorates
with the rise and Fall of humidity in the room.  Paper
absorbs or gives up moisture when there are exces-
sive atmosphene changes.  [f much moisture is ab-
sorbed, paper grows moakly and makes it soft and
weak. To prevent thus, temperature must be between
19-21 degrees centigrade and relative humidity also
between 45% - 55%.  Around the clock
airconditiomng must be maintained to snsure con-
stant temperafure in the room  Controlling atme-
spheric conditions will discourage the growth of fung).
Thymol or sodium pentachlorophenate or sodium
orthophenylphenate may be used in treating paper
with fungi growth.  Affected documents not m very
bad shape should not be dusted but removed and fu-
migated with fungicides. At regular intervals the
documents room must be fumigated wath fungicides.

b Ingect infestaticn occur often in archives

where the level of cleanliness is very low.  Food left-
OVErS EncOUraAge Insects 50 as much as possible food
must not be ealen in the archives oxcept in arcas
carved out for such purposcs. Dampness in 2 room
ofien allows cockroaches, maoths, sibver fish, booklice
{psosid) wermites, woodworm, hookwarm to destroy
archival matenals. These major insects werk on the
paper Spacious shelving allows enough ventilation
between materials and constant dusting of the docu-
ments also prevent such nfestation, [ however in-
sect infestation occurs, varous insecticides can be
used te kill the different insccts.  For cockroaches,
pyrethrum or lethane can be used, moths and book-
worm can be exterminated with paradichlorobenzene
or carbon dissulphide or vacuwn fumugation; silver
fish infested documents can b treated with sodium
fluonidz or borax; and book-lice and woodworm killed
with cuprinol.

¢ Rodent infestation - Lack of netting on
windows and careless opening and closing of doors
can allow rats and mice into the document room. Ro-
dents can destroy paper in @ short time, especially
thos with plant bases. Fumigation can be used to
flush them cut but this means ont will have to con-
tenvdh with polluted awr for sometime since the dead
rodents may no be scen and so will have to decay.
Traps can also be set up with poisonous food sub-
stances al strategic points in (e documents room at
non-working hours, This wall call for a floor which
5 not covered with documents, Lo enable proper sit-
ating of the traps. Documents which arc partly de-
stroyed by rocents may be repaired to forestall fur-
ther destruction.

CONCLUSION:

Increase in development brings about increased gen-
eration of information and documents,  Archival
documents arca people’s, organisation’s or a nation's
history.  Archives are necded to store such docu-
ments and information for future seference and re-
scarch. - The University of Science and Technology
setting is no exception, Each office or department of
the university needs to determine documents and
records meant for conservation and preservation and
then forward them to the central point for the pur-
pose. The activities of the university, be they legal,
administrative, financial, teaching and research, all
gencrate information which will be required many
mere years later to assist in reshaping or remodelling
new policies. 1t i in this light that a functional ar-
chives becomes an indispensable unit for the univer-
sity, If the university wants to be ranked among the
few in the world which treasure their past as peces-
sary basis for the future then the carlier it set up an
archives, the better it will be for it, espacially in the
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boosting of its image and the satisfaction of the de-
mands of researchers.  To begin with, some existing
staff can be used to start it and existing structures
renovated for space.  However, the first step will be
the setting up of & small Committee to ensure that
the University of Science and Technology, Kumasi
Archives takes off on a smooth and sound footing.
The documents selected for preservation and future
use have to be properly stored to ensure that such
information are always available. Most agents of
destruction of archival materials can be curtailed if
not completely eliminated by ensuring or enforcing
proper measures and standards for storage. Thede-
minminnnfa:dﬁvﬂnﬂmialsiaaw?serimssm
back in the strive to make available and improve re-
sources and facilities for research. E made
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