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FLINTSHIRE RECORD OFFICE

Handling Guidelines
Take Care when handling archives

Please help to preserve our unique and irreplaceable archives by observing the following guidelines:

· ALWAYS USE A PENCIL. PENS ARE NOT ALLOWED IN THE SEARCHROOM
· Do not write, lean or rest on top of collection items.
· Make sure hands are clean, transferred dirt is damaging to documents
· Do not lift documents unnecessarily. Place on flat clean surface, making sure of plenty of space.
· Avoid touching the text or image on the page, inks can be fragile or loose.
· If the item has been placed in a polyester sleeve, where possible, do not remove it as the sleeve is providing protection.
· All books should be supported when open using the book cushions provided. Please do not force books open.
· If in any doubt do not hesitate to ask for help or advice.
Preservation of the documents is our priority, so that future generations will be able to access them in as good condition as they are now.  
THANK YOU FOR YOUR CO-OPERATION
