Sample Packout Procedures
From the Library of Virginia, www.lva.lib.va.us/whatwedo/records/manuals/2text.doc
Materials must be removed from affected areas, either for immediate drying in a stable location within the organization, for transport to a cleaning/salvage area within the organization, or for transport to a freezer facility or to a commercial drying facility. 

Execute packout operation in the order determined by the Recovery Coordinator, based on the “Salvage Priorities” list and the degree of damage. If a full range of recovery services is available, it is generally appropriate to begin with the wettest materials and move to those that are merely damp. However, if the organization is limited to air-drying using staff resources, it may be better to begin with those that are least damaged and therefore most easily salvaged.

Packout procedures depend on whether materials are being transported to a nearby area for immediate drying or to an off-site freezer or drying facility. The latter requires more careful packing and more thorough documentation.

Depending on the nature of damage and possible logistical constraints, each work crew in the packout operation will generally consist of the following:


·
Crew leader: ensures smooth work flow, alleviates bottlenecks, troubleshoots


·
Box assembler: sets up boxes, ResCubes, etc.


·
Retriever: removes materials from shelves, cabinets, floor, etc., attempting to pull materials of similar size for each container


·
Wrapper: cuts freezer/waxed paper


·
Packer: takes items from retriever and wrapper, and boxes items


·
Sealer: seals and (working in concert with recorder) labels containers


·
Record keeper: keeps a written packing list


·
Transporter(s): moves containers from packing area to pallet, elevator, stairs, etc.

To move materials within the building during packout, use book trucks, hand carts, or dollies located at [give locations]. Metal book trucks and carts are preferable. If only wooden ones are available, they should be well covered with heavy plastic sheeting to prevent damage to their finish.

If possible, loosely sort materials according to the degree of wetness (soaked, damp, or dry). Pack like materials together — e.g., damp records or volumes in one box, soaked ones in another, and so on.


Files: Place folders in boxes or milk crates located [give locations]. Place the folders vertically in boxes (standing as they would in a file drawer). Fill boxes only about 75% full to allow for swelling.


Bound volumes: Load into boxes or milk crates for transport. Place normal-size volumes in a "spine-down" position. Pack large volumes flat in the boxes. If time allows, loosely place sheets of freezer paper or waxed paper around every volume (or every other volume). Boxes should be packed only about 75% full to allow for swelling.


Microforms: Place in cool, clean water until ready to transport for reprocessing. See further details in Appendix _: Salvage Priorities.


Photographic materials: Most can be left in cool, clean water for a few hours until ready to dry or send for reprocessing. See further details in Appendix _: Salvage Priorities.

If using cardboard boxes, do not stack more than four high. The boxes can be stacked on pallets and the pallets can be shrink-wrapped to prevent slippage during transportation. A fork lift can then be used to move the pallets onto trucks or to the drying area. 

