3/24/2007
Polyester Film Encapsulation Survey

Please delete the inappropriate answer

If you have a further explanation to any answer please add those comments.

Encapsulation Questions

1.
Do you have a policy or procedure for determining which documents will be 
encapsulated?  


Yes No

2.
If yes, is it a written policy that you are willing to share?

3.
Do you encapsulate ALL documents that come to you?
Yes No

4.
Do you encapsulate only brittle documents that come to you?
Yes No

5.
Do you encapsulate only heavily used documents that come to you?
Yes No

6.
Do you encapsulate only torn documents that come to you?
Yes No

7.
Are there other documents that you encapsulate for one reason or another? 


Please explain.

8.
What Type of film do you use?


DuPont Mylar D or Melinex Type 516   Hostaphan 43Sm   Other

9.
What thickness of film do you use?     2 mil  3 mil  4 mil 5 mil  Other thickness

10. Does the size of the document dictate the thickness of film that will be used?
Yes No

11.
Do you use only sheet film?
Yes No

12.
Do you use some roll film?
Yes No

13.
How do you seal the edges?  


Tape  Heat Sealer  Ultrasonic  Sewing Machine  Other

14.
Do you cut the corners to allow the capsule (or leave a space) for breather? 
Yes No

15.
Do you round the corners?
Yes No

16. Are some documents encapsulated and then bound?
Yes No

17.
If yes, do you use: Screw Posts  Side-Sewing  Oversewing  "Vello"  Other

Encapsulation and Deacidification Questions

18.
Do you deacidify before encapsulation?
Yes No

19.
Do you deacidify all documents before encapsulation?
Yes No

20. Do you select specific documents to deacidify before encapsulation?
Yes No

21.
Which deacidification process do you routinely use?


Magnesium Bicarbonate  Calcium Carbonate  Wei T'o  Bookkeeeper  Other 

Encapsulation Review and Comments

22.
Have you ever gone back to examine some of your earliest encapsulations?
Yes No

23. Do you have any additional comments or questions that might be helpful in a round-
table discussion about encapsulation?

