GUIDELINES FOR PACKING MAGNETIC MEDIA

Computer Magnetic Media 

· Check to ensure that undamaged backup tapes are available. It is more practical to recover data from backup tapes than it is to salvage damaged media.

· Separate into the following: dry, wet enclosures only, and wet media.

If water has condensed inside cassettes, treat the tapes as wet. Do not touch magnetic media with bare hands. 

· Media damaged by mud, sewage, or seawater should be rinsed in tap water as soon as possible.

· Keep magnetic media wet so that contaminants will not dry onto the tape or diskettes. Media can remain wet in cold clean water for several days. 

· Pack inside plastic bags. If media will remain wet for weeks, immerse them to prevent mold. Do not freeze magnetic media because the tape can stretch, and lubricants can migrate out.

Cartridge backup tapes

· Keep wet by packing inside plastic bags. Pack all tapes vertically in plastic crates or cardboard cartons.

Floppy disks

· Pack upright in plastic bags inside boxes or in containers of cold water.

Open reel computer tapes

· Handle the tapes by their hubs and pack them vertically inside plastic bags inside boxes.

Compact Discs and CD-ROM's 

· If the discs have been exposed to seawater, wash them in tap water immediately. Do not scratch the disc during rinsing or packing. Pack discs vertically in crates or boxes.

Sound and Video Tapes

· Separate the tapes into the following: dry tapes, wet boxes only, and wet tapes. If water has condensed inside a cassette, treat the tape as wet.

· Tapes that have been damaged by mud, sewage, or seawater: as soon as possible, rinse in tap water.

· Keep tapes wet, at their initial level of wetness. (For example, some tapes may have only become wet on the outside of the tape pack, and it is not necessary to immerse them). If the tapes dry at this stage, contaminants will dry onto the tape and be harder to remove later. Pack tapes

individually inside plastic bags, keeping loose labels with the tape. Pack tapes vertically into plastic crates and cartons.

· In general, magnetic tapes can remain wet for several days, as long as the water is cool and clean. Immersion may be limited in two cases.

Many tapes have water soluble label adhesives and inks and paper boxes and labels. Older tapes may not survive long immersion. This may reduce the salvage time to 48 hours or less.

· If magnetic tapes cannot be salvaged for more than a week, immerse them to prevent mold. Do not freeze magnetic media.
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