
Wherever your collections may reside — public library, 

research collection, state archive — one thing is true: 

changes are inevitable.

Some changes are specific, such as the installation of a 

new HVAC system, a major donation of new collections, 

or moving to a new building.

Other changes, such as the evolution of libraries and 

their users, are more difficult to define. Many libraries 

and archives are rethinking how to meet the needs of 

their patrons, while managing the costs of storage and 

preservation.  

Whatever the reason, moving a collection requires careful 

planning in order to ensure the safety and stability of 

your collections. 

Here are some important steps to keep in mind:

ASSESS THE CONDITION OF YOUR 
COLLECTIONS

Understanding the physical state of your collections 

allows you to make appropriate packing, transit, and 

storage arrangements to prevent potential damage or 

wasted space. 

Some questions to consider include:

 > What are the security risks before, during, and after 

the move?

 > Are there any special environmental needs to 

consider? For example, cold storage for a film 

collection.

 > What formats are included in your collection?

 > How fragile are the collections that will be moved?

Considering these questions can provide clarity in 

conversations with stakeholders and potential vendors.

UNDERSTAND THE PHYSICAL RISKS OF 
MOVING

During a move, the main risk factors to your collection 

are friction, vibration and impact. Identifying materials 

that are particularly at risk from these factors will aid in 

planning a successful move.

Friction occurs when pulling books off a shelf, sliding a 

box onto a cart, or during transportation. Friction can 

cause permanent damage to book covers or even interior 

pages.  

Vibrations usually affect items that are not properly 

stabilized and supported, particularly during 

transportation. Vibration can cause permanent damage 

to books and boxes, and can destroy fragile items like 

glass plate negatives.

Impact occurs when materials are improperly packed 

or transported: loose items hanging around in a box, 

containers falling off a packed cart, and so on. The impact 

from a fall can permanently damage an archival asset. 

Proper packing and handling are necessary to avoid such 

an incident.

TOP CONSIDERATIONS BEFORE 
MOVING A COLLECTION
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INVENTORY AND TRACKING

Maintaining comprehensive tracking of your collections is vital for a successful moving project. Up-to-date catalogs, 

shelf lists, and inventories are critical. Barcoding at the item or box level will allow for precise planning and tracking. 

Standardized item or box labels will be an integral part of maintaining a secure, efficient workflow. 

HOW CAN WE HELP?

No matter the size of your collections, moving is a challenge for any library or archive. Even with a comprehensive 

understanding of your risks and needs, it is difficult to plan a collections move. 

Learn how Iron Mountain can help. Our experienced librarians and archivists understand how to balance best practices in 

handling, classification, and preservation with the logistics of a large-scale project. Our expertise will ensure the safety 

of your collections throughout the project, in partnership with your staff and vendors.

TO LEARN MORE ABOUT OUR CUSTOM SOLUTIONS FOR YOUR 
UNIQUE COLLECTIONS, VISIT IRONMOUNTAIN.COM/LIBRARY 
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