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Books are meant to be handled, but their very use causes
damage from wear and tear. Poor storage conditions and acidic
paper also contribute to their deterioration. Even new publications printed on acid-free paper fall apart because of poor quality
adhesive bindings. Misguided repair has also damaged books.
Stiff repair tapes, yellowed cellophane tapes, over-trimming and
poor rebinding have all destroyed original paper and bindings.
For libraries, shrinking budgets for replacement and increased
demand for access brought on by use of online catalogs only
compound the problem. Fortunately, alternatives now exist.
The goal of this section is to provide background information for
those about to begin or improve the repair of their book collections. Although it is oriented toward librarians setting up basic
repair programs, others will also find it useful. Collectors and private individuals need the same basic tools, supplies, equipment,
and manuals—even if working on a small scale.
The treatment of rare books, leather bindings, and special collections material is outside the scope of this section. It is advisable
to consult a professional bookbinder or book conservator if your
collections include these materials. Section 3: Resources, provides
contact information for the Guild of Book Workers, whose
Membership Directory lists bookbinders by geographic regions,
and the American Institute for Conservation, which provides a
free referral service to conservators in your area.
The information in this section reflects our current knowledge
regarding the set up of a book repair program. It will be revised
as new information and products become available. Unless otherwise noted, all of the items illustrated in this section are available
from Gaylord. Call 1-800-448-6160 for a free catalog or visit us
online at Gaylord.com.

Defining Book Repair
Book repair is remedial. It corrects damage that has occurred
because of poor manufacture, use, abuse, and/or aging. For the
purposes of this publication, we are restricting its definition to the
repair of bindings and textblocks of modern books in general collections. These are typically case bindings with covers made of
cloth or paper over boards.

PARTS OF A BOOK
A typical case bound book has two components:
Covers or
Boards

Spine Inlay

Spine
Lining

Hinge Area

CASE

Super
Endpaper

Shoulder

TEXTBLOCK

• The Case, made up of front and back boards (covers) and a stiff spine
liner (spine inlay), covered by cloth or sturdy paper.
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• The Textblock (contents), made up of pages sewn or glued together. A
folded sheet of paper (endpaper) is glued to the shoulder of the first and
last page of the textblock. The spine is lined with an open weave cloth
(super) that extends onto the endpapers. The spine is strengthened further with a paper lining. The textblock is attached to the case by gluing
the endpaper and super to the boards. The spine inlay is not glued to
the spine lining of the textblock. This creates a hollow that allows the
binding to flex and open easily. The hinge area (called the joint on the
outside of the case) takes most of the strain of use and is typically the
first area to show signs of damage.
Head
Paste Down
(Endpaper)

Hollow

Hinge

Front
Cover
Spine

Flyleaf
(Endpaper)

Tail
Joint

TYPES OF BOOK DAMAGE
Damage occurs most often in three areas: the textblock (torn or soiled
pages, detached pages, missing pages), the case (warped, soiled or
abraded covers; torn headcaps, detached spines), and the attachment
of textblock to the case (loose hinges, broken hinges, detached covers).
One book can have several types of damage.

Detached Pages

Loose Hinges

Torn Cover

Detached Cover

Detached Spine

Detached Case

Please Note: Product
number references in
text and photos along
outside column all represent Gaylord product
groups. Additional sizes,
colors, etc. may be
available. Please go to
Gaylord.com and use
product number or
keyword description
to find full selection.
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SELECTING CANDIDATES FOR REPAIR
Book repair should be an integral part of library operations. To make decision-making as efficient as possible, establish routines for sorting and evaluating damaged books. The following are general guidelines. Each library
will set its own criteria and assign staffing responsibilities. Collectors will
also benefit from seeing the scope—and limitations—of book repair. Many
of the general principles outlined below apply when selecting books for
purchase or for repair.
Catch damage early. Work with staff to identify volumes with minor
damage such as loose pages or loose hinges before they become major
problems. It takes less time and money to do a minor repair than a more
extensive repair. Encourage patrons to note damage when an item is
returned rather than do it themselves. “Home-made” repairs are usually
damaging and difficult to reverse.
Sort damaged books into categories:
• Books to be repaired—Volumes with torn or looses pages, worn spines
and covers, loose hinges, detached covers, or other minor damage. The
paper should be flexible and not brittle.
• Books to be rebound by the library binder—Volumes with a larger number of detached pages, badly damaged covers, and major damage that
cannot be repaired in the library. The selection of books for rebinding
depends upon local factors such as budget and the importance of the
book to the collection. Only books with flexible paper can be rebound.
• Books to be replaced or reformatted—Volumes that are brittle, yellowed,
or have extensive losses. Depending upon library policy and availability,
these may be replaced with a new copy, reprint, microfilm, or preservation photocopy.
• Books to be discarded—Volumes that do not warrant the time or
expense to repair or rebind. These may include books with missing
pages, out-of-date information, or lack of relevance to the collection.
• Books to be reviewed for conservation or boxing—If a volume has
historic, monetary, or artifactual value, set it aside for treatment by a
conservator or hand bookbinder. Some libraries have established a
date cut-off—1900 for example—for review by a bibliographer
before treatment. It is better to box or wrap a valuable volume
than treat it incorrectly.
Batch candidates for repair. Once the damaged books have been
identified, sort them into the categories of repair.
Select repair materials that are chemically stable and nondamaging. Avoid materials such as acidic papers and book repair tapes.
For examples of acceptable materials, see the supplies on page 9.
Use techniques that are structurally sound. Consult the manuals on
page 31 and obtain training to execute repairs that will contribute to the
long-term stability and preservation of your collection.
Work systematically. Most manuals recommend working on 5–10 volumes at a time for maximum efficiency. Precutting supplies will expedite
this process. Examine the textblock and do any paper mends before
proceeding to the binding.
Maintain quality control. Work should be neat, accurate, and sound.
Book repair is no place for sloppy craftsmanship. When new staff are
assigned to repair, they should be trained by an experienced person and
given manuals for reference. Their work should be reviewed periodically to
be certain they understand both principles and techniques of book repair.
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SETTING UP A WORKSPACE
If you anticipate doing repair on a regular basis, set aside a designated area
with ample space for both work and storage. This space should provide
access to a sink, adequate ventilation, and good lighting. Before investing
in large equipment such as a cutter or presses, you should have a clear idea
of the type of work that you will be doing, both now and in the future.
Visit other workshops that have comparable programs.
Workbench or Tables
Each person should have a workbench (5215G) equivalent to the size of a
large desk (21/2 x 6 ft.). The best height is between 36 and 40 inches so
that the person can work comfortably while standing. Low-cost alternatives
are a work table raised on wooden blocks, provided the table is sturdy and
stable. The work surface should be easy to clean; formica or a wood surface treated with polyurethane are good choices. It is convenient to have
a set of shelves beneath the bench to hold paper and other materials.
Stools or Chairs
Stools or chairs should be available for each worker. They should be 6-12"
lower than the bench. Wooden stools are the least expensive alternative,
but you may want to purchase a cushioned chair with back support
(KH450BK) if the person is to work for long periods of time.

Book Repair &
Processing Station

High Rise Stool

Lighting
Good lighting is essential for doing book repair. A high intensity lamp provides task lighting to supplement overhead lighting. Be sure to purchase a
model that uses a minimum of 100 watts to give strong lighting.
Storage
You will need storage for repair materials and supplies. Itemize the
amounts and sizes of paper, board, and cloth that you will be using and
plan accordingly. Open metal shelving (RAS42153) is an inexpensive alternative, but you may want to use flat files (map cases) (4994) to protect
sheets of Japanese paper or endpaper stock. Peg boards, jars, shelves,
containers can all be used to keep tools close at hand. The manuals by
Greenfield and Lavender (page 31) contain good illustrations of workbenches and storage units.

Wire Shelving

Flat Files

Please Note: Product
number references in
text and photos along
outside column all represent Gaylord product
groups. Additional sizes,
colors, etc. may be
available. Please go to
Gaylord.com and use
product number or
keyword description
to find full selection.
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Selecting Tools, Equipment & Supplies
SMALL TOOLS
The following tools are recommended for general use in book repair. You
may need additional tools for specialized treatments. You will find these
listed in the manuals that describe the treatments.

Awl

Bone Folders

Round Glue Brushes

Awl (AWL): small, sharp tool; used
for making holes when sewing in
pamphlet bindings or preparing endpapers and signatures for sewing.
Bone Folders (6480/6481): smooth,
flat tool with rounded or pointed
ends; used to crease paper, to rub
down paper and cloth after gluing,
and to set the joints when repairing
bindings.
Brushes:
• Glue brushes (895B-14)—round bristle glue brushes for applying adhesive to broad areas.
• Small artist’s brushes (PP1)—
for mending paper and hinging,
applying adhesive in small places
• Dusting brush (BR364)—to clean off
work surfaces
Containers: sturdy plastic containers
in a range of sizes to hold tools, water;
with lids to hold small quantities of
adhesives

Cutting Mat,
Scalpels& X-acto Knife

Microspatula

Cutting Tools:
• Scalpel (30975), mat knife or other
cutting implements—for trimming
paper or cutting materials. Have
extra blades on hand. A dull cutting
tool can be dangerous and difficult
to use.
• Utility knife (HM23)—useful for
cleaning the backs of spines.
• Self-healing Cutting Mat
(7760-GR)—provides a grid surface
for cutting paper; particularly useful
trimming endpapers on the book
where you cannot use a paper
cutter. Does not dull the blades
of cutting implements.
Hammer: a special bookbinder’s hammer, used with a backing press (TPCP)
to shape the spines of the textblock
prior to binding.
Microspatula (MIC): a useful tool for
lifting tape and getting adhesive into
narrow places.
Needles (769/774): large eyed needles (No. 3 darning needle or No. 6
crewel needles are useful sizes) for
sewing pamphlets into binders and
for sewing signatures.

Press Boards: wooden boards are
needed for pressing material under
weight. These may be hardwood,
plywood, or tempered masonite,
sanded and finished with
polyurethane. Useful sizes
are 9 x 12" and 6 x 9".
• Metal edged press boards
(BB912)—wooden boards with
metal edges on the long side,
projecting 1/16"
• Plexiglas rods (PG1812) or No. 4
or 5 knitting needles—for applying
adhesive when tightening hinges
or pressing hinges with boards
(see page 52)
Rulers and Straight Edges:
• Rulers—used for measuring
• Metal straight edges (R59012)—for
cutting with scalpels or knives, and
for scoring with a bone folder
• T-Squares and Triangles—for cutting
materials where right angles are
required
Shears: good quality, accurate shears
and scissors in a range of sizes are
essential.
• Heavy shears (9911) for cutting
lightweight board and cloth
• Medium sized scissors (D7778) for
cutting paper
• Smaller scissors (08535) for reaching
narrow spaces
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Brass-Edged Boards

Shears, Thread &
Needles

Tacking Iron

Weight—Lead
Filled Acrylic

Tacking Iron (C2700): small, lightweight iron, thermostatically controlled; used to apply heat-set tissue
or dry mends.
Weights:
• Bricks wrapped in heavy paper
or binders cloth
• Bean bags or leather/cloth weights
(05-110) filled with shot
• Jars filled with shot or pennies,
paperweights
• Plexiglas covered lead weights
(WT442)

Book Repair
Tool Kit

Please Note: Product
number references in
text and photos along
outside column all represent Gaylord product
groups. Additional sizes,
colors, etc. may be
available. Please go to
Gaylord.com and use
product number or
keyword description
to find full selection.
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Book Repair Rods—
Plexiglas®

LARGER EQUIPMENT
Book Presses: One of the guiding principles of book repair is to get good
adhesion between the hinge of the textblock and the joint of the case. If
budgets are limited, you may begin with boards, bricks, and knitting needles or Plexiglas rods. However, metal-edged boards (BB912) are a more
efficient and effective way of setting the joints. They may be used with
weights (WT08) or with book presses. The Gaylord press (712) is a low cost
alternative. If you rebind large numbers of books, a heavy metal book press
and press boards will improve the quality and efficiency of your work.

Book Weights—
Nickel-Plated Steel

Plexiglas rods can be inserted in the hinges before placing in a book press to
ensure even contact along the length of the book casing.

Bookcraft Book Press

Brass edge boards are the most effective means of joint setting.
Place into joints of the book and apply even pressure with the use
of weights or a book press.

Metal Book Press
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Casing Press: As repair operations expand, you may want to add
Gaylord’s casing press (TPCP). The press itself can be attached to the workbench and used as a book press to set the joints of bindings after repair.
Assembled in its stand with beveled boards, it becomes a backing press, a
versatile machine for holding the textblock when cleaning or backing/
reshaping spines, or doing finish work.

Casing Press

Casing Press
with Stand

Casing Press

Casing Press with Stand

Board Shear or Heavy-duty Cutter: A cutting mat (06191) and a
sharp table model paper cutter (D12) will be adequate for simple mending
and repair. However, if you want to do rebinding or make boxes—which
requires frequent cutting of heavy board—you will need a heavy cutter.
A board shear, or heavy-duty cutter, is a major financial investment and
requires substantial space in the workshop. However, it is also one of your
most important purchases because a sharp, accurate cutter will improve
the quality and speed of work. It is important that the cutter be able to cut
board and paper; that the blade be long enough to cut most common
lengths of materials; that it have a clamping bar to hold materials being
cut; and have scales for accurate measuring. Board shears are best for a
professional bindery. Heavy-duty table models can cut lightweight board
and are less expensive than floor models. Gaylord carries book presses and
a heavy-duty table model cutter (D567). For vendors of board shears,
large presses, and other heavy bookbinding equipment, consult the
Supplies Directory of the Guild of Book Workers (Section 3, Resources). It is
sometimes possible to find used equipment advertised in the Newsletter of
the Guild of Book Workers.

Vantage
Paper Trimmer

Heavy-Duty
Paper Trimmer

SUPPLIES
The choice of materials for repair is critical. They should be acid-free,
chemically stable, and durable. Labor is the most expensive cost of repair
so it is not cost effective to save money on supplies if it results in repairs
that fall apart because of stiff, brittle adhesives or papers and tapes that
turn yellow and stain. The following are the most common supplies used
in basic book and paper repair. You may find more specialized supplies listed in manuals that describe specific treatments.
Adhesives: used to bond paper, board, cloth, and the book together during repair. Three types of adhesives are commonly used: starch paste and
methylcellulose for paper repair because of their reversibility, and PVA for
binding repair because of its flexibility and strength.
• Starch Paste—Wheat starch (WS) makes a smooth, strong paste. It is
made by cooking, though a pre-cooked wheat paste (SIWS8) is also
available. Both have a limited shelf life after preparation.
• Methylcellulose—Methylcellulose (MC1) is easily made by mixing powder with water. When paper repair is not done often, it is a good alternative to starch paste because it has a long shelf life.

Please Note: Product
number references in
text and photos along
outside column all represent Gaylord product
groups. Additional sizes,
colors, etc. may be
available. Please go to
Gaylord.com and use
product number or
keyword description
to find full selection.

10

White pH
Neutral Adhesive

Folder Stock

Barrier Boards

Cambric Tape

Book Cloth

Super Cloth

• PVA adhesive (A6464Q)—Polyvinyl acetate is a white synthetic resin that
dries to a thin, clear, flexible film. It is water-based and is used in bookbinding where reversibility is not important.
Board: Several kinds of board are used when doing book repair. Its thickness is measured in points, which correspond to mils or thousandths of an
inch. For example, the blue/grey barrier board (BG1620) used for phase
boxes is 60-pts. or .060 inches thick. Board should be acid-free. Be certain
that your cutter can handle the size and thickness of the board that you
choose.
• Lightweight folder stock—7-pt. folder stock (SS0810) is used for spine
inlays and map pockets in the backs of books.
• Folder stock—10-pt. (LTF3240) and 20-pt. (HDF1620) folder stock makes
lightweight folders and enclosures, while 40-pt. stock is used for enclosures. 60-pt. stock can be used for the covers of pamphlet binders and
phase boxes.
• Binders board—Gray Davey Board is the traditional board used by
binders. An acid-free version is now available in thicknesses from .067
(263867) for small books and .082 (263882) for standard sized books to
.098 (263898) for large books.
Cloth:
• Cambric (WC4T)—A closely woven white, starch-filled linen cloth used
for hinges and spine linings.
• Super (SPR01)—A loosely woven cloth used to line the backs of spines.
• Bookcloth (R2542A)—A generic term for the woven materials used to
cover the case of books. It is typically made of cotton with starch and
pigment fillers and an acrylic surface coating. Gaylord carries four colors
in convenient 2", 3" and 4" rolls for book repair. These cloths, along with
a wide range of linens and fine paper-backed cloths, are available by the
yard from vendors specializing in bookbinding supplies (see the Guild of
Book Workers Supply Directory, page 56) The finer cloths are not appropriate for circulating library books because they become soiled easily.
Erasers:
• Vinyl erasers such as Magic Rub (73207) and Mars Staedtler (92511)
erasers are recommended because they leave less residue on the paper.
• Document cleaning pads (A6462) of powdered eraser are even gentler.
Papers:
• Endpaper stock (WT2335/BL2335A)—Papers selected for endpapers
should be acid-free, buffered, and durable. Several colors are desirable:
white for modern books, cream or beige to match the texts of older
books. If precut sheets are available, select a size that fits your cutter
blade.
• Japanese paper (JTPK)—Traditional handmade Japanese papers are excellent for repair because their long fibers provide a strong, yet flexible join.
They come in a range of shades and weights. Libraries typically use
medium weight for guarding signatures and lightweight for mending
paper.
• Heat-set tissue (R12233)—This fine paper is coated on one side with an
acrylic adhesive that adheres when heat is applied with a tacking iron.
Heat-set tissue is used for mending tears and consolidating shattered
edges of paper, especially for moisture-sensitive paper that cannot withstand the application of a wet paste.
Other papers are also needed for repair operations:
• Blotting paper (UBP20301)—for drying and flattening paper
• Silicone release paper (929A)—for use with a tacking iron when applying heat-set tissue

Vinyl Eraser
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• Scrap paper—for all operations. Avoid fresh newsprint or any other
paper with printing or writing that may offset onto your work.
• Wax paper—as a barrier prevents adhesive from sticking to adjacent
surfaces while work dries. Gaylord makes a special wax paper (96) for
book repair.
Tape:
Although the range of tapes has increased dramatically with the development of synthetic materials and more stable acrylic adhesives, it is best to
consider all tapes to be permanent. Once applied, tape is difficult or
impossible to remove. Filmoplast tapes are considered acceptable for some
types of paper repair. Filmoplast P (TP) has a lightweight, acid-free paper
carrier with a stable adhesive. However, even it should not be used on rare
books, documents, or archival materials with artifactual value. Some
research libraries use Japanese paper and starch paste for nearly all their
paper mending, even on circulating collections. However, this requires a
trained staff.

Document
Cleaning Pad

Japanese Papers

Thread: High quality linen thread should be used for sewing because of
its strength. Medium weight (768) is the most versatile, while heavier
weight thread (LT183) is used to sew pamphlets.

Filmoplast R
Heat Set Tissue

Waxed Paper

Please Note: Product
number references in
text and photos along
outside column all represent Gaylord product
groups. Additional sizes,
colors, etc. may be
available. Please go to
Gaylord.com and use
product number or
keyword description
to find full selection.
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Introduction
The case studies in this section provide instructions for basic
repair techniques that are suitable for circulating materials in
school and public libraries. We have organized the case studies in the order in which library staff would do treatments,
recognizing the need for libraries to work efficiently in batches. The goal is to extend the useful life of papers and books
rather than preserve them forever.

SECTION

Book Repair
Techniques
Introduction

12

Preparing Books for Use
I. Protecting Dust
Jackets with
Book Jacket Covers 13
II. Protecting Hardcover
Books without
Dust Jackets
14
III. Paperback
Protection
14
IV. Opening a New
Hardcover Book
17
Repairing the
Textblock Paper
V. Cleaning
Soiled Pages
VI. Mending Torn Pages
VII. Attaching
Loose Pages
VIII. Attaching
Loose Signatures
IX. Tipping on a
New Fly Leaf
X. Consolidating
the Textblock

18
19

It is important to note that the techniques described in the
case studies are not appropriate for rare or antique books
and special collections. Conserving a rare book, or even an
older book, requires a complex mix of knowledge and skills,
including training in conservation and bookbinding techniques. A description of such techniques is outside the scope
of this publication, and readers are encouraged to consult
the references and training opportunities listed in Section 3,
Resources.
Unless otherwise noted, all of the items listed in this section
are available from Gaylord. Call 1-800-448-6160 for a free
catalog or visit us online at gaylord.com.

PREPARING BOOKS FOR USE
The case studies in this section include information about
dust jackets and paperback reinforcement. The methods discussed are effective in the prevention of damage and will
prolong the lives of books, in particular those that are used
as circulating materials in schools and public libraries.
Case Study I. Protecting Dust Jackets with Book
Jacket Covers
Case Study II. Protecting Hard Cover Books without
Dust Jackets
Case Study III. Paperback Protection
Case Study IV. Opening a New Hardcover Book

REPAIRING THE TEXTBLOCK PAPER
20
20
21
22

Repairing the
Case (Binding)
XI. Tightening and
Reinforcing Hinges 23
XII. Repairing Headcaps
and Corners
24
XIII. Reattaching Loose
Paperback Covers
25
XIV. Replacing the Spine 25
XV. Reattaching the
Textblock When One
Cover is Detached
27
XVI.Reattaching the
Textblock When Both
Covers are Detached 28

Books in general circulation are subjected to all types of
treatment and handling. The case studies in this section discuss various types of damage to textblocks that can occur,
and the methods for repair. Repairs to textblocks should be
done before repairs to bindings.
Case Study V.
Case Study VI.
Case Study VII.
Case Study VIII.
Case Study IX.
Case Study X.

Cleaning Soiled Pages
Mending Torn Pages
Attaching Loose Pages
Attaching Loose Signatures
Tipping on a New Fly Leaf
Consolidating the Text Block

REPAIRING THE CASE (BINDING)
Book covers and bindings, even with the use of dust jackets,
are the most vulnerable to damage when in general circulation. This section includes case studies that provide basic
instructions for reinforcing, repairing and replacing bindings,
spines and hinges.
Case Study XI.
Case Study XII.
Case Study XIII.
Case Study XIV.
Case Study XV.
Case Study XVI.

Tightening and Reinforcing Hinges
Repairing Headcaps and Corners
Reattaching Loose Paperback Covers
Replacing the Spine
Reattaching the Textblock When One
Cover is Detached
Reattaching the Textblock When Both
Covers are Detached
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Preparing Books For Use
CASE STUDY I: PROTECTING DUST
JACKETS WITH BOOK JACKET COVERS
Summary: Book jacket covers keep your attractive dust jackets looking like new.
They also protect the covers inside from soil and abrasion so your books last longer.
Recommended Materials:
• Gaylord Book Jacket Covers (E9, E2909)
• Bone Folders (6481)
• Scotch Book Jacket Attaching Tape (1850)
• Acetate Fiber Tape (280) or Filament Tape (170M)
1

2

3

4

5

6

7

8

Step 1: Remove dust jacket from book. Attach call number label to the spine of the jacket.
Select an appropriate size jacket cover.
Step 2: Slide book jacket cover under plastic gripper bar at top of cover board.
Step 3: Insert dust jacket face down between the paper liner sheet and clear plastic cover.
Step 4: Fold remainder of plastic cover up over edge of dust jacket. Crease smooth with folder.
Step 5: Lift plastic gripper bar to release the cover. Remove newly covered jacket.
Step 6: Position book inside jacket cover. Be sure the book is not upside down. Fold in end
flaps. The cover should be snug, but not so tight that it strains the spine.
Step 7: Fasten end flaps with tape. Apply one end of the tape diagonally to the inside flap.
Wrap the tape over the edge and attach the other end to the front of the book itself.
Step 8: When using center slit jacket covers (E2909), simply measure book height and select
same size jacket cover. Insert the dust jacket between polyester and paper flaps. Repeat
steps 5, 6 and 7.
[Note: Steps 2-5 show how to use the Gaylord Book Jacket Cover Board (1422). These steps
can be done manually as well.]

Preservation Tip:
Do not use glue to attach the jacket cover to your book. Glue makes it impossible to remove
the jacket cover without damaging the endpapers. If you do not want to damage the original
binding, apply the attaching tape to the front of the jacket cover rather than the binding.

Please Note: Product number references in text represent Gaylord product groups. Additional sizes, colors, etc. may be
available. Please go to Gaylord.com and use product number or keyword description to find full selection.
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CASE STUDY II: PROTECTING HARDCOVER
BOOKS WITHOUT BOOK JACKETS
Summary: Older books that do not have book jackets need protection. Use of a book jacket cover
will protect against fingerprints, dust and abrasions. It can also be used to contain the “red rot”
associated with leather deterioration.
Recommended Materials:
• Crystal Clear Melinex® (410122)
• Steel Rulers (R59012)
• Bone Folders (6481)
• Shears (D7778)
• AccuCut A400Pro Rotary Trimmer (A400PRO)
• Scotch Book Jacket Cover Transparent Tape (1850)
1

2

3

4

5

6

Step 1: Cut a strip of Crystal Clear Melinex® to the height of the textblock and three times the
textblock width plus the book’s thickness.
Step 2: Wrap the Melinex® around the book so that the ends are even.
Step 3: Using the bone folder, crease marks along the fore-edge of the book covers. Make sure
the Melinex® does not shift on the book.
Step 4: On the cutting mat, line the ruler up with dent marks and use the bone folder to
crease the Melinex®. Make sure that the creases are parallel. Fold along the line using
the bone folder to ensure the fold is sharp, and then you may cover the book.
Step 5: Apply the tape to both ends of the book jacket cover, making sure that the
book is secure.
Step 6: Smooth with a bone folder.

CASE STUDY III: PAPERBACK PROTECTION
Summary: Reinforcing your paperback covers can help keep your collection like new. Protecting
them early can help withstand the constant use over time. There are three ways to protect your
collection:
• Laminates offer stable protection and ensure a longer life to paperback books. (Cannot be
removed at a future date without damage to the cover.)
• Pre-Cut Covers are more expensive, yet are easier to apply. (Cannot be removed at a
future date without damage to the cover.)
• Transparent Vinyl Covers work well and are not a permanent method to covering
books, if covers need to be removed or replaced at a later date.
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Method 1: Using Laminates
Recommended Materials:
• Durashield Laminate (VC969)
• Shears (D7778)
• Bone Folder (6481)
1

2

3

4

5

6

7

8

Step 1: Place the book on the laminate and trim, leaving approximately 1" around the edges.
Step 2: Remove protective backing.
Step 3: Place on flat surface, adhesive side up. With book closed, center on the laminate.
Cover one side, and then smooth over the spine.
Step 4: Rub down with a bone folder. The laminate may be removed and readjusted if necessary.
Step 5: Snip off laminate corners, allowing for the correct thickness of the cover.
Step 6: Slit the laminate at the spine.
Step 7: Fold the overlapping edges around cover. Trim off spine ends.
Step 8: Smooth over with a bone folder

Method 2: Using Precut Covers
Recommended Materials:
•
•
•

Repositionable Pre-cut Book Protectors (2/book) (520)
Shears (D7778)
Bone Folders (6481)
1

2

3

Step 1: Strip the spine-backing sheet from the Precut Cover.
Step 2: Position flap on spine, making sure to align spine with the Precut Cover.
Step 3: Press spine flap in place, smooth with a bone folder.
Step 4: Lift cover and strip backing from the Precut Cover.

Please Note: Product number references in text represent Gaylord product groups. Additional sizes, colors, etc. may be
available. Please go to Gaylord.com and use product number or keyword description to find full selection.
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Step 5: Apply laminate down on cover. Laminate may be removed and readjusted if necessary.
Work from the spine across middle to cover edge.
Step 6: Smooth out from the center to each end. Rub down with a bone folder.
Step 7: Fold in the precut laminate flaps around the cover edges.
Step 8: Trim cover where necessary. Repeat the process for the second cover (other side).

Preservation Tip:
After applying plastic coverings to new paperbacks, the inner hinge may be reinforced with
hinge tape. If the paper is thin, weak, or brittle, do not use hinge tape.

Method 3: Using Vinyl Covers
Recommended Materials:
• Crystal Shield Adjustable Covers (VX675)
• Transparent Vinyl Covers (739)
• Bone Folders (6481)
1

2

3

4

5

6

Step 1: Slide front cover of paperback into sealed left side pocket of the vinyl cover.
Step 2: Wrap the vinyl cover around the book. Open back cover.
Step 3: Fold over the end of the vinyl cover.
Step 4: Slide open strap at tight end of vinyl cover over back cover of the paperback.
Step 5: Close paperback and slide vinyl cover down the enclosed paperback cover until slack
has been taken up.
Step 6: Crease edge flat with bone folder.
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CASE STUDY IV: OPENING A NEW HARDCOVER BOOK
Summary: New books are often stiff and difficult to open. If not opened properly, the binding
can split when jammed on a photocopy machine or left upside down by a careless reader.
The following procedures show how to break in a new book to prevent this type of damage.
1

2

3

Step 1: Hold the textblock at a right angle to the work surface with covers flat. Run your
thumb or index finger gently along the hinge.
Step 2: Continue pressing along the inner margins about every ten pages, alternating from
front to back.
Step 3: When the middle of the book is reached, the spine should arch gently and the pages
should lie flat.

Preservation Tip:
Newly repaired books will also benefit from gentle breaking-in before they are returned to
the shelves.

Please Note: Product number references in text represent Gaylord product groups. Additional sizes, colors, etc. may be
available. Please go to Gaylord.com and use product number or keyword description to find full selection.

18

Repairing the Textblock
CASE STUDY V: CLEANING SOILED PAGES
Summary: Pages are soiled in many ways, including pencil, fingerprints, crayon, ballpoint pen, and
pen markers. The cleaning steps below are limited to pencil marks, other types of graphite marks,
and general smudges. When ink, crayon, or other foreign matter like liquid are involved, it is best to
contact a professional, especially if dealing with a book considered to be valuable. It is nearly impossible to remove ink from paper and an attempt to do so may further damage the book.
Recommended Materials:
• Document Cleaning Pad (A6462)
• Document Cleaning Powder (A6764) (Same powder as in the Pad,
but sold in a larger amount for larger jobs or more frequent usage.)
• Kneadable Eraser (NW4)
• Gum Eraser (92511)
• Plastic Eraser (52650)
• Cotton Gloves (A3690A)
1

2

4

5

3

Step 1: Sprinkle a small amount of cleaning powder over the dirty area.
Step 2: Using the flat part of your fingertips, rub gently with a circular motion making sure not
to apply too much force as to damage the paper or come too close to the edge of the
paper where tearing may occur.
Step 3: Using a soft brush, sweep the dirty powder off the edge of the paper. Repeat the
above process until the paper is acceptably clean or, if it does not reach a satisfactory
level, progress to the next cleaning agent.
Step 4: If soil remains and the paper can withstand more aggressive cleaning, move to an
eraser. Erasers vary from a low abrasive type like kneadable rubber to a higher abrasive
plastic eraser. With erasers, it is important to rub gently in one direction with small
strokes. Always hold the edge of the paper down and work towards the edge.
Do not rub back and forth.
Step 5: After every few strokes, brush the residue off the edge of the paper.

Preservation Tip:
Gum and other sticky material can sometimes be removed by placing the book in the freezer
within a plastic bag. The hardened substance can then be pried off with a knife.
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CASE STUDY VI: MENDING TORN PAGES
Summary: There are four techniques to mend a torn page:
1. Mending with Tape
2. Mending with Adhesive
3. Mending with Heat-Set Tissue
4. Mending with Japanese Paper and Paste
This section describes how to mend a clean-cut tear with tape and a beveled tear with adhesive.
It is important to note that tapes should never be used for fragile and/or rare books and material.
More advanced techniques using heat-set tissue and Japanese paper and paste are described in the
manuals on page 31.
Recommended Materials:
1
Bevel Tear

2
Scrap

Wax
Paper

3

Clean Tear
Bevel Tear

• Magic Mend or other pH Neutral Adhesive (2501)
• Bookcraft Glue Brushes (small brushes for pages) (763)
• Bone Folders (6481)
• Heavy Coated Waxed Paper (96)
• Filmoplast (TP)
• Scrap Paper

Mending with Adhesive (Bevel Tears)
Step 1: Determine the type of tear. Beveled tears have overlapping surfaces that can be bonded together with adhesive. Clean-cut tears require tape to hold the two sides together.
1

2

Step 2: For a bevel tear, place scrap paper under torn page. Lift one side of the tear and brush
a thin coat of adhesive onto the exposed edge of the tear. Remove the scrap paper
and replace with waxed paper.
Step 3: Align the edges. Wipe away any excess adhesive. Place a second sheet of wax paper on
top. Close the book and leave under weight until the adhesive is dry.

Mending with Transparent Tape (Clean Cut Tears)
Step 1: Cut a strip of Filmoplast Tape about 1⁄4" longer than the cut or tear. Center tape over
the tear. Lower the tape over the seam without stretching it. It is important to remember that this tape is much thinner than household tape and crinkles easily. Using a
bone folder, smooth tape to remove any air bubbles or wrinkles.
Step 2: Fold tape over edge of page and rub down with a bone folder until smooth.

Preservation Tip:
Filmoplast ® and Document Repair Tape are made of a lightweight, acid-free paper with
a stable adhesive that will not turn brittle, or fall off. However, even these tapes are not
advisable for rare books, which should be repaired by a trained binder or conservator.
If pages have extensive tears or are brittle, it may take less time to remove the page and
make a photocopy replacement that can be attached (see Case Study VII)
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CASE STUDY VII: ATTACHING LOOSE PAGES
Summary: Single pages do come loose and need to be reattached.
The same techniques discussed may also be used with photocopy replacement pages,
errata sheets, and other inserts that need to be tipped back into the volume.
Recommended Materials:
•
•
•
•
•

Magic Mend Adhesive (2501)
Bookcraft Glue Brushes (763)
Bone Folder (6481)
AccuCut A400Pro Rotary Trimmer (A400PRO)
Scrap Paper
1

2

Method 2

2

Method 1

3

4

5

Step 1: If the edge of the loose page is ragged from where it detached from the book, trim
using a cutting board or scissors so that there is a clean, flat edge that will go back
into the gutter of the book.
Step 2: Method 1—Apply a narrow strip of adhesive on the back side of the page with the
side of the brush.
Step 2: Method 2—Place the loose page on scrap paper. Cover it with a second piece of
scrap paper, leaving about 1/8" of the loose page exposed. Apply a thin coat of the
Magic-Mend adhesive along the exposed edge.
Step 3: Line up the page with the outer edge of the book and force the spine edge into the
book with the bone folder.
Step 4: In many cases, the reinserted page will extend beyond the outer edge of the other
pages in the book. In this case, simply trim with scissors.
Step 5: Place book under weight or in a press overnight to dry.

Preservation Tip:
If more than 10-12 pages are detached, the book should be sent to the library binder.

CASE STUDY VIII: ATTACHING LOOSE SIGNATURES
Summary: A signature is a group of page sheets folded in the middle. Signatures usually consist
of 16 or 32 pages or other increments of 4 pages. A close examination of the top of the spine
allows one to see the rounded ends of each signature. A group of signatures sewn together makes
up the full textblock.
Recommended Materials:
• Magic Mend Adhesive (2501)
• Bookcraft Glue Brushes (763)
• Bone Folders (6481)
• Linen Thread (768)
• Needles (769)

• Bookcraft Steel Book Press (712)
• Plexiglass lead filled weights (WT442)
• Graphic Knife (HM23)
• Perforated Adhesive Cloth (2709)
• Waxed Paper (96)
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Step 1: If signature is coming loose or detached, remove completely. Using the graphic knife,
scrape any glue and loose paper away from the back of the signature.
Step 2: Use a strip of perforated adhesive cloth tape the length of the signature. Apply the
strip to the fold of the signature.
Step 3: Sew a signature together using a pamphlet stitch (see illustration).
Step 4: Apply a narrow strip of adhesive along the folded edge of adhesive cloth of the
outer signature.
Step 5: Insert the signature into the spine pressing it in with a bone folder
Step 6: Place a sheet of wax paper on each side of the signature. Place into a book press or
under a weight.
Step 7: If the reinserted pages extend beyond the outer edge of the other pages in the book,
trim with scissors.

Preservation Tip:
If more than one signature is detached, the book should be sent to the library binder.

CASE STUDY IX: TIPPING ON A NEW FLYLEAF
Summary: The following process is usually the first step in reattaching a textblock to a cover. The
flyleaf is the half of the endpaper that is attached to the first or last page of the book. It often takes
a great deal of wear and tear. Replacement of the flyleaf is usually necessary when the textblock
has become detached from the spine and covers.
Recommended Materials:
•
•
•
•
•
•

Magic Mend Adhesive (2501)
Bookcraft Glue Brushes (763)
Bone Folders (6481)
Shears (D7778)
End Papers (WT2317)
Scrap Paper

Please Note: Product number references in text represent Gaylord product groups. Additional sizes, colors, etc. may be
available. Please go to Gaylord.com and use product number or keyword description to find full selection.
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Step 1: Cut a piece of endpaper that is about an inch longer and wider than the textblock.
Place a piece of endpaper on scrap paper and cover it with another piece of scrap
paper, so that the narrow line of the endpaper is visible. Apply a thin layer of adhesive
on the exposed edge.
Step 2: Place the pasted endpaper even with the spine edge and one end of the textblock.
Step 3: Rub down along the spine edge with a bone folder.
Step 4: Turn the textblock over and repeat this process. Trim the endpapers even with
the pages.

Preservation Tip:
Both the spine lining and the endpapers should have their grain parallel to the spine. If you
are uncertain about grain direction, moisten a piece of paper. It will curl to the grain.

CASE STUDY X: CONSOLIDATING THE TEXTBLOCK
Summary: When signatures are loose but not detached or the spine of an adhesive binding has
split, it is sometimes possible to consolidate the textblock with adhesive and a new spine lining.
The adhesive forms a flexible bond, keeping the pages together, while the spine lining provides
support.
Recommended Materials:
• Bookbinding Knife (076, 0795A)
• Magic Mend™ Adhesive (2500)
• Glue Brush (763)
• Bookcraft ® Book Press (712)
1

2

4

5

3

Step 1: Reattach any loose pages following the directions on page 20. Tip on a new flyleaf if
necessary (see page 21–22).
Step 2: Using the knife, be sure to scrape loose paper and dried glue from the back of the
textblock.
Step 3: Hold the textblock in one hand or place in a book press and tighten.
Step 4: Brushing from the center towards either end, apply a thin coat of adhesive over the
spine of the textblock.
Step 5: Apply a spine lining of paper the width and height of the spine. Endpaper stock is the
appropriate weight. Let dry overnight, and proceed to Case Study XVI: Reattaching the
Case (Two Covers Detached), on page 28.
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Repairing The Case (Binding)
CASE STUDY XI: LOOSE HINGES
Summary: In many books often the most common type of repair that needs to be done is with
the hinges. Many come loose or just need extra reinforcement. If caught early, more serious damage can be prevented.
Recommended Materials:
• Plexiglass rods to set joints (PG1812)
• Magic Mend Adhesive (2501)
• Waxed Paper (96)
• Brass Edge Boards (BB912)
• Plexiglas Lead-filled Weight (WT442)
• Bookcraft Glue Brushes (763)
• Hinge Repair Tape (394)

Tightening Hinges
1

2

Step 1: This is an example of a book with a loose hinge.
Step 2: Coat a plexiglass rod with a thin layer of Magic Mend and insert into the inside of the
casing. Rotate the rod so that adhesive is applied only to the area of the endpaper and
joint that forms the hinge. Place wax paper between the flyleaves and the covers and
put in a press or under weights for 5-10 minutes.

Preservation Tip:
It is essential that the adhesive be applied ONLY TO THE NARROW HINGE AREA. The spine
cloth should never be glued to the back of the case

Reinforcing Hinges
1

2

3

4

Step 1: Pull back the endpaper, exposing the hinge. Apply adhesive along the exposed hinge
and 1/8" on the textblock shoulder.
Step 2: Close the cover, aligning the endpaper back into its original position.
Rub the joint with a bone folder. Put wax paper between the flyleaf and
the cover and put in a book press.
Step 3: Cut a strip of hinge tape the height of the textblock for reinforcement.
Apply to the cover and the flyleaf.
Step 4: Smooth down the hinge with a bone folder.

Please Note: Product number references in text represent Gaylord product groups. Additional sizes, colors, etc. may be
available. Please go to Gaylord.com and use product number or keyword description to find full selection.
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CASE STUDY XII: REPAIRING DAMAGED
COVERS (HEADCAPS AND CORNERS)
Summary: Covers bear the brunt of day-to-day handling as books are pulled from the shelves.
Headcaps are particularly vulnerable, as are the outer corners, which fray from constant use.
Recommended Materials:
•
•
•
•
•
•
•
•

Bookcraft Book Repair Wings (BRW-01)
Bookcraft Quick Corners (PCRC-01)
Magic Mend Adhesive (2501)
Bone Folders (6481)
Binder Clips (72100)
Waxed Paper (96)
Cardboard
Felt Tip Pen

Repairing Headcaps
1

2

Step 1: Remove backing from Book Repair Wings and place on the spine with the tabs protecting over the edge of the cover.
Step 2: Open book and fold tabs onto the inside of the front and back covers. Use the bone
folder to smooth the wing into the joint and onto the covers.

Repairing Damaged Corners Method 1: Minor Fraying
1
Book

Cardboard
Wax Paper

Step 1: If board is showing through, color with a waterproof felt tip marker. Brush adhesive
into the layers of the cover board and smooth over the frayed cloth. Place a piece of
waxed paper and cardboard on either. Clamp together with a binder clip and let set
for 10-15 minutes

Repairing Damaged Corners Method 2: More Extensive Damage
1

2

3

Fold

Fold

Step 1: Place a Quick Corner on the front cover.
Step 2: Fold over one side. Smooth over with bone folder.
Step 3: Fold over the second side so that it overlaps. Smooth over with bone folder.
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CASE STUDY XIII: REATTACHING LOOSE PAPERBACK COVERS
Summary: Oftentimes, constant use of a paperback book will cause the covers to become loose
or detached. Unlike the hardcover books with hollow spines, paperbacks can be reglued directly
to the textblock.
Recommended Materials:
• Magic Mend or other pH Neutral Adhesive (2501)
• Bookcraft Glue Brushes (763)
• Waxed Paper (96)
• Hinge Repair Tape (394S)
• Plexiglass lead-filled weight (WT422)
1

2

4

5

3

Step 1: If the cover is not completely detached, hold the textblock in one hand and gently
pull the cover away from the spine.
Step 2: Brush adhesive onto the spine of the textblock and let it dry for about ten minutes.
Step 3: Apply a thin coat of adhesive to the spine area of the inside cover.
Step 4: Insert the textblock back into the cover and align it properly. Place a piece of waxed
paper between the covers and the first and last pages. Rub the spine with a bone folder. If the paper is flexible and strong, you may reinforce the inner hinge with hinge
tape.
Step 5: Place a weight on top and allow the book to dry overnight.

CASE STUDY XIV: REPLACING THE SPINE
Extended use of a book can sometimes cause the spine to become so worn that it needs to be
replaced. There is a wide range of tape widths and colors to choose from. Select tape so that it fits
around the back of the spine and overlaps at least 1⁄2" onto the covers. The height of the strip
should be 2" more than the covers.
Recommended Materials:
•
•
•
•
•
•

Bookcraft Cloth Tape (2558R-01)
Book Repair Cord (773)
Bone Folders (6481)
Shears (D778)
Folder Stock (SS0810)
AccuCut A400Pro Rotary Trimmer (A400PRO)
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Method 1: When the Textblock is Still Attached
Summary: When the spine is missing or badly worn and the covers are attached, a new cloth
tape spine can be reattached. Select the width and color of cloth tape or tape strip you wish to
use. Keep your fingers moistened when using tape so that the adhesive does not stick to them. Be
sure the tape will cover the spine and extend at least 1/2" on each board and is 2" longer than the
height of the book.
1

2

3

4
Fold

Fold
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8

Step 1: Place the shears into the hollow and cut the old spine off the book close to the boards
without cutting through the hinges. Remove any loose material from the back of the
spine.
Step 2: Cut cloth tape to length desired or strip backing sheet off tape strip.
Step 3: Cut a piece of folder stock the width of the spine and the height of the boards. Center
the spine inlay on the piece of tape. Make two V-shaped slits 1/8" in from the end of
the inlay parallel to the end of the inlay.
Step 4: Fold and adhere the central flaps and rub them smooth with a folder.
Step 5: Center the spine of the book on the spine inlay.
Step 6: Roll to right, smooth with folder. Roll to the left.
Step 7: Open the book, holding the text block inside of the covers. Bring the flaps over the
boards and onto inside of covers.
Step 8: Close book, crease the hinge with a folder, rub down thoroughly.

Preservation Tip:
Book cloth and adhesive can be substituted for tape when doing this type of repair. For
descriptions of the procedure, see the manuals listed in Resources, page 31.

Please Note: Product number references in text represent Gaylord product groups. Additional sizes, colors, etc. may be
available. Please go to Gaylord.com and use product number or keyword description to find full selection.
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Method 2: When the Textblock is Detached
Attach new flyleaves if needed before you begin (see Case Study IX, page 21).
1
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Step 1: Open the book and cut the textblock from the case. Cut along the hinge. Separate
covers.
Step 2: Trim excess cloth and paper off the side of the cover, but do not cut the cover itself.
Step 3: Cut a piece of folder stock the same size as the old spine inlay. (This would be the
height of the covers and the width of the spine). Place in the center of a tape strip.
Set this aside.
Step 4: Hold the textblock vertically; rest it on the table with the cover boards in position.
Jog to bring the covers and textblock even at the bottom.
Step 5: Carefully align the textblock over the new spine inlay. Edges should line up evenly on
all sides. Roll to the left and right to ensure that the tape is attached to the boards.
Step 6: Rest the spine on the table and open both covers carefully remove the textblock.
Step 7: Cut two pieces of book repair cord slightly narrower than spine width. Place on both
ends of the spine inlay. Fold over and rub down with bone folder.
Step 8: Turn the case over and crease the hinge on each side with the folder. If desired, the
flat spine may now be lettered with title, author, and call number.
Step 9: Proceed to Case Study XVI, Reattaching the Case on page 28.
For more information see: Tipping on a Flyleaf (Case Study IX, page 21).

Preservation Tip:
Bookcloth and adhesive can be substituted for tape when doing this type of repair. For
descriptions of the procedure, see the manuals listed in Resources, page 31.

CASE STUDY XV: REATTACHING THE CASE
(ONE COVER DETACHED)
Summary: The strain of constant use can sometimes cause the cover to become detached.
If the back cover is secure, it is possible to repair the book by re-attaching the front cover.
Recommended Materials:
• Stitched Binder Tape (2786)
• Bookcraft Glue Brushes (small and large (763)
• Magic Mend Adhesive (2501)
• Waxed Paper (96)
• Bone Folder (6481)
• Bookcraft Steel Book Press (712)
• Shears (D7778)
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Step 1: Cut a piece of single-stitched binder cloth 1/8" shorter than the contents of the book.
Brush adhesive on one side of the cloth.
Step 2: When adhesive is tacky, lay onto flyleaf and spine. Smooth down with bone folder.
Step 3: Brush on adhesive to the other side of single stitched binder cloth and the hinge of
the cover.
Step 4: Attach together, straighten flap on cover.
Step 5: With your forefinger bent, push the text block into the case.
Step 6: Force the cover into the hinge.
Step 7: Place wax paper between cover and flyleaf, close and smooth with bone folder.
Step 8: Place in book press to dry.

Preservation Tip:
Do not use single-stitched binder cloth on books with brittle paper. Fragile paper will break
against the hard edge of the cloth.

CASE STUDY XVI: REATTACHING THE CASE
(TWO COVERS DETACHED)
Summary: The textblock can be torn from the cover after continuous use. If the case has torn
away from the textblock it must be reattached. This is called “recasing.” If the case is intact, proceed below. If the spine is damaged, follow the directions in Case Study XIV, Replacing the Spine,
Method 2 (page 27) before reattaching.
In detached covers there are two methods that you can use, one with double stitched tape and
one with single stitched tape. Double stitched binder tape is the stronger or more reliable method
but may be expensive if you only repair a small number of books each year. For occasional repairs,
single stitched tape is also available. This method allows you to buy one roll of tape for many
different sizes of books, instead of purchasing double stitched tape—which must fit the width
of the textblock.
Recommended Materials:
• Double Stitched Binder Tape (2741)
• Single Stitched Binder Tape (2785)
• Magic Mend or other pH Neutral Adhesive (2501)
• Bookcraft Glue Brushes (763)
• Waxed Paper (96)
• Bone Folders (6481)
• Plexiglass lead-filled weight (WT442)
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Method 1 (Using Double Stitched Tape):
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Step 1: Select double-stitched binder cloth with the space between stitching as close as possible to the width of the spine. There should be about 1/16" space on the top and bottom. Cut the binder cloth 1/8" shorter than the text block. Brush on adhesive to the
double-stitched binder cloth and the spine of the textblock with adhesive. Attach as
shown. Let dry.
Step 2: Place textblock on the table. Make sure the end flaps line up with the edge of the
shoulder. Repeat this process for the other side. Smooth over with a bone folder.
Step 3: Hold the textblock with double-stitched binder cloth on top, flaps up. Apply adhesive
to the flaps only.
Step 4: Place the case flat on the table and fit the textblock, (right side up), into the spine.
Step 5: Close the book and press the textblock well into the spine with index finger bent.
Step 6: Place the book on the table and open one cover. Force cover towards the textblock.
This is essential for the book to open freely after adhesive dries.
Step 7: Place sheets of waxed paper between the covers and the textblock. Score the hinges
with a bone folder.
Step 8: Place in a book press to dry overnight, or use a weight on top.

Method 2 (Using Single Stitched Tape):
1

2

Step 1: Cut two strips of single stitched binder cloth 1/8" shorter than the contents of the
book. Brush adhesive on the side of the cloth.
Step 2: When adhesive is tacky, lay onto flyleaf and spine. Smooth down with bone folder.
Repeat the process for the other side. Depending on the thickness of the book, the
tape may or may not meet in the middle. There may be a gap, which is ok.
Continue with Steps 4-8 from Method 1.

Preservation Tip:
Double-stitched binder cloth is not strong enough to support the weight of oversized or thick
volumes with heavy coated paper. These books should be bound by the library binder. If this
is not an option, set the textblock so the bottom pages are flush with the bottom of the case.
This will prevent the textblock from pulling out of the case when it is shelved. Do not use
double-stitched binder cloth if the paper is brittle or fragile.

Please Note: Product number references in text represent Gaylord product groups. Additional sizes, colors, etc. may be
available. Please go to Gaylord.com and use product number or keyword description to find full selection.
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SECTION

Resources

As you seek to expand your knowledge of preservation and conservation, the following websites can provide reliable information,
much of which can be downloaded. We have noted special services
or publications when appropriate (such as the interactive Guide to
Conservators of AIC and study opportunities of GBW). We urge you
to explore the sites and their links to other preservation resources,
either on your own computer or at your local public library.
American Institute for Conservation of Art
and Historic Artifacts (AIC)
1717 K Street NW, Suite 200, Washington, DC 20006
Phone 202-452-9545 • http:/aic.stanford.edu/
AIC is the national membership organization of conservation
professionals dedicated to preserving the art and historic artifacts of our cultural heritage. Its site includes an interactive online Guide to Conservation Services, which will allow you to
identify a conservator in your region. Brochures on Caring for
Your Treasures, Guidelines for Selecting a Conservator, and
Conservation Training in the United States can be ordered or
downloaded.
Canadian Conservation Institute (CCI)
1030 Innes Road, Ottawa ON K1A 0M5, Canada
Phone 613-998-3721 • http://www.cci-icc.gc.ca/html/
See especially the links to Preserving My Heritage, with individual guidelines for preserving a range of materials.
Conservation on Line (CoOL)
http://palimpsest.stanford.edu/
CoOL is the website for conservation professionals, but the
general public will find much of interest, including a full text
library of conservation information on a wide spectrum of topics related to the conservation of library, archives and museum
materials. There are links to the home page of a number of
conservation organizations.
Guild of Book Workers (GBW)
521 Fifth Ave, New York, NY 10175-0083
http://palimpsest.stanford.edu/byorg/gbw/
See especially their on-line guide to study opportunities in
bookbinding. Copies of their Supplies Directory may be ordered
by mail.
Heritage Preservation (HP)
1012 14th Street, NW Suite 1200, Washington, DC 20005
Phone 202-233-0800 • http://www.heritagepreservation.org/
See especially their information on disaster preparedness and
emergency response.
The organization has published three publications with excellent information on collections care. Order forms are available
on the website:
Caring for Your Collections. 1992.
Caring for Your Historic House. 1998.
Caring for Your Family Treasures. 2001.

National Park Service (NPS)
http://www.cr.nps.gov/
See especially their on-line Conserve-O-Gram series on museum
management:
http://www.cr.nps.gov/museum/publications/conserveogram/conserv.html
Northeast Document Conservation Center (NEDCC)
100 Brickstone Square, Andover, MA 01810-1494
Phone 978-475-6021 • http://nedcc.org/
Their Preservation of Library & Archival Materials: A Manual is available on
their website along with links to a wide range of library and archival
organizations and resources.

ADDITIONAL RESOURCES:
Banks, Paul N. and Pilette, Roberta, Editors. Preservation: Issues and
Planning. Chicago and London: American Library Association, 2000.
A concise analysis of important preservation management issues facing
libraries and archives.
Greenfield, Jane. Books: Their Care and Repair. New York: Wilson, 1983.
Lavender, Kenneth and Stockton, Scott. Book Repair: A How-To-Do-It Manual
for School and Public Libraries. 2nd ed. New York: Neal Schuman, 2001.
Lull, William P. with Banks, Paul N. Conservation Environment Guidelines for
Libraries and Archives. Ottawa: Canadian Council of Archives, 1995.
An indispensable guide for librarians involved in building construction
and renovation. Available from the Canadian Council of Archives, 3444
Wellington St., Room 1009, Ottawa, Canada K1A 0N3.
Ogden, Sherelyn, Editor. Preservation of Library & Archival Materials:
A Manual. 3rd ed. Andover, MA: Northeast Document Conservation
Center, 1999.
Consists of 50 technical leaflets that “provide the basic, practical information needed to enable non-conservator staff of libraries and archives
to plan and implement sound collections care programs.” The manual
and individual technical leaflets are available online at www.nedcc.org.
Preservation of Library & Archival Materials: A Manual. 3rd ed. Andover, MA:
Northeast Document Conservation Center, 1999.
Young, Laura. Bookbinding & Conservation by Hand. Reprint edition.
Newark, Delaware: Oak Knoll Press, 1995.
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Your Trusted Source
for Archival Solutions
This booklet has provided information techniques for the proper maintenance and repair
of circulating books. For more valuable or rare book collections, as well as additional
types of collections, Gaylord carries products that can provide proper archival
care and storage. General guidelines for archival care include:
➤ Use of appropriate storage materials
➤ Maintaining a stable environment with limited light
➤ Handling of objects with care

When planning archival storage for:

ocuments
Choose storage materials that are acid-free, lignin-free, and
buffered to help prevent acid-migration over time. Place
papers in archival quality file folders with like size items and
store in document cases or storage cartons. Store in an
environment with stable temperature and relative humidity.
Use clean, white cotton gloves for handling to prevent
damage from dirt and fingerprints.

hotographs
Paper enclosures will protect from light, dust and handling.
For items that will be viewed more often, plastic enclosures
made of Melinex®, polyethylene or polypropylene will enable
viewing while protecting the fragile surfaces from handling.
Always use lint-free gloves when handling photographic
materials.All enclosures for photographic materials should
pass the Photo Activity Test (PAT).

edia
Use acid-free enclosures and boxes to protect from dust and
abrasion in long-term storage. Specially-sized envelopes,
sleeves, cases and boxes are designed to store records, movie
film, x-ray film, microfiche, microfilm and audio tape and to
protect against damage from light, off-gasing, film deterioration and the environment.
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