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I. Purpose

Along with providing an introduction to the Fritz Lab Photographs Collection and its holdings, 
this guide outlines steps to be followed for processing the individual items in the collection. 
It begins by describing the current arrangement of the collection then details how to properly 

1



handle, re-house, number, and describe each item using archival materials and a controlled 
metadata vocabulary.

II. About the Collection

This collection is comprised of more than 6,000 photographs and negatives depicting testing 
and related activities in the Fritz Engineering Laboratory on the campus of Lehigh University. 
Fritz Lab opened in 1910 and expanded in 1955. The bulk of the collection depicts testing 
conducted during the mid-to-late 1950s. During these years, Fritz Lab particularly tested 
steel and concrete specimens for both commercial and Lehigh-based research. The sleeves 
containing individual photographs and negatives generally include very little descriptive 
information. Thus the purpose of processing the collection is to describe the images and 
transfer any annotation from the sleeves to an electronic file that will later be used to generate a 
digital catalog of the collection.

The more familiar you are with the equipment, tests, and activities depicted in the collection, 
the more accurately and specifically you will be able to describe individual items. To learn more 
about the lab, the testing it has conducted, the machines which operated in it, and the people 
who have worked there, visit:

Exhibit Celebrating the 50th Anniversary of the New Fritz Lab:
http://library.lehigh.edu/omeka/exhibits/show/jfl/into

Fritz Lab Reports Collection:
http://preserve.lehigh.edu/engr-civil-environmental-fritz-lab-reports/

III. Processing the Collection

Existing Arrangement of the Collection:
The collection is currently housed in nine boxes. Each box contains approximately thirty folders 
and each folder contains approximately 10-20 sleeves. Each sleeve contains at least one 
individual photograph, negative, or film strip. Many sleeves contain multiple items in various 
formats, while some contain additional inner sleeves and items. Occasionally, a sleeve will be 
empty.

The folders are already labelled with box, folder, and item series numbers. The inner sleeves 
are also numbered, sometimes multiple times under different schemes, and may also include 
metadata for the item(s) inside. In most cases, sleeves will be labelled with a root three digit 
number (from 142 to 527) corresponding to a list of specific project titles. Currently, each folder 
may contain sleeves labelled with various project numbers and various project items may be 
randomly dispersed within a box.     

Reorganization:
Before processing the collection it is necessary to rearrange it. Boxes are currently labelled (#1-
9). The collection should be reorganized beginning with Box #1; once it has been completely 
processed, Box #2 should be reorganized and processed, and so on until the entire collection is 
properly reorganized and all processing is completed. 

Working with one box at a time on a large clean tabletop, complete the following steps:
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1. remove all sleeves from folders and identify their project numbers;
2. sort the sleeves into piles with common project numbers;
3. arrange the piles from lowest to highest according to project number

Once all the sleeves have been removed from the box and arranged on the table, complete the 
following steps to repopulate the folders and box:

      4. collect 10-20 sleeves from the pile with the lowest project number;
      5. insert the sleeves into a single folder and insert the folder at the front of the box;
      6.   continue this process until all sleeves are rehoused in folders and arranged in the box.

Ideally, the first sleeve with a new project number will be the first sleeve in a folder. There may, 
however, not be enough sleeves labelled with a single project number to fully populate a folder. 
In such cases, combine them with other project numbers as needed. When reorganization 
is complete, all sleeves/items in the box should arranged by ascending project numbers and 
ideally grouped in individual folders only with other sleeves/items sharing the same project 
number.

Folder Preparation:
After rehousing all of the sleeves in a box, remove the first folder to begin processing items. 
Before removing any items review all of the sleeves to be sure that each one has a distinct 
number. If multiple sleeves share the same number, add a letter or number as needed to 
distinguish them from one another. Also arrange sleeves in sequential order based on their 
numbers as needed. [see Original Envelope Number field on spreadsheet]

Handling Items:
Hold all photographs, negatives, and film strips by edges. Especially avoid touching the back, or 
dull side, of negatives and film strips. 

Rehousing Film Strip Negatives
Film strip negatives are usually stored three or four in a strip with multiple strips in a sleeve or 
consecutive sleeves. To best store these items, rehouse them in a plastic film strip binder sheet. 
After processing the items and writing individual item numbers in their margins, insert a series 
of negatives (emulsion/dull side down) into the uppermost available sleeve in the plastic sheet. 
Leave room to insert a paper label next to the strip indicating the Original Envelope Number 
[see Describing the Items in the Collection below]. Discard the original envelope when finished. 
Upon storing the last of the film strip negatives from a given series, treat the plastic sleeve as 
an envelope and insert it in sequence within the folder. In the white margin at the top of the 
sleeve write “Sleeve #_” and use the next envelope number in the sequence assigned under 
Box.Folder.Envelope Number [again see Describing Items below].

Removal of Individual Items:

Retain only two identical copies of the same image in a given format. If several copies exist in 
multiple formats, for example, keep only two photographs and two negatives of the exact same 
image.

Damaged items should be removed along with any dedicated sleeve before being  entered in 
the spreadsheet. 
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Retain all removed items in a folder until Ilhan or Lois can review them and make a final 
decision about deaccessioning. 

Numbering Items: 
Number each item in the collection using a waterproof, permanent CD[R] pen. Write the four 
digit item number in a margin at the outside edge of the film. Always begin the number with a 
decimal point so that it cannot be mistakenly read upside down.

IV. Describing the Items in the Collection:  

Guidelines

Remove individual items from the sleeve. Use information written on the sleeve and depicted 
in the image to populate the cells in the spreadsheet. If a sleeve is empty, remove it from the 
collection and do not enter any of its annotation in the spreadsheet. 

To best discern the details of a negative, place it on a light box with the dull side down. As 
needed, use a magnifying glass to reveal more detail in photographs and negatives.

When entering the contents of a sleeve containing multiple items, use the first row to describe 
the sleeve and as many subsequent rows as needed to describe each individual item. The 
number of populated rows in the spreadsheet will therefore exceed the number of individual 
items entered.  

If the spelling of handwritten words is difficult to discern with certainty, write an approximation 
of the word followed by [sp?]--be sure to use square brackets to distinguish notes made by the 
processor from parenthetical remarks made in the original annotation.

Entering Data in the Spreadsheet

Populate the cells across each row as described below. Some cells may be left blank if the 
information is not known. [Note: when entering information in a spreadsheet set the text to 
“plain” so that the program doesn’t modify by default any of the data]:

Processing Date--Each day, before entering any item data, enter the date (7/15/14) in the first
column of the spreadsheet. Do this in only the first cell of the first row you populate each
day.

Box.Folder.Envelope Number--Ignore all numbers on unprocessed folders and envelopes when
creating this number. Use the Box No. as indicated in red marker on the white “SC Photo 
0013” label taped to the front of each box; use numbers beginning with “1” to identify 
all folders in a box from front to back; use numbers beginning with “1” to identify all 
envelopes within a folder from top to bottom. Numbering should match the sequential 
order in which all boxes, folders, and envelopes will be processed. Separate the box, 
folder, and envelope numbers with periods: Ex: 2.3.19

Item Number--Assign each item in the collection a unique four digit number. Number the first
item in the collection .0001 and continue consecutively until all items have been 
assigned a number. Be sure to include the starting decimal point when entering the 
number in the spreadsheet.
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Format--For each item, enter either a “p” for photograph or “n” for negative.
 

The collection’s  total number of each format can thus be quickly determined using this
column. Film strips (35mm) should be entered as negatives unless they have been
developed on film stock. Enter any negatives printed on film stock as “p” for photograph.
The category totals are used to calculate digitization costs and the cost to digitize each
format is different. Since the cost to digitize negatives on film stock will be the same as
that to digitize ordinary photographs, they should be counted together.

Original Envelope Number-Record the number usually found on the edge of the envelope;
typically the number begins with one of the designated project numbers and includes 
additional distinguishing numbers or letters. Ex: 209-K-19

Subject Number-Identify the three digit project number, which should be the root of the envelope
number. Locate the number on the list of prescribed project numbers in the Fritz 
Engineering Laboratory Research Reports “Table of Contents” [found in the Appendix to 
this guide]. In the spreadsheet, enter the number, then a colon, then a space, then the 
full description given in the Table of Contents. Ex: 208: Pressure Vessel Research

Note: some three digit numbers also include a letter suffix [see 205A through 205H]

Envelope/Sleeve Text--Record any text written on the envelope in this column. Also include any
text found on additional, inner sleeves that contain items.

Sleeve Items-List the total quantity, format (e.g. photograph, negative, slide print negative, slide
print, film strip negative, etc.), and size (e.g. 4x5”; 5x7”, 35mm, etc.) of the images
contained in the sleeve. The total count of multiple items with identical format should be 
entered [Ex: 3 photographs (4x5”); 3 negatives (4x5”) ]. 

       Common Formats in the Collection:
35mm film strip negative
2½" × 4” slide print negative
4” x 5” photograph or negative
5” x 7” photograph or negative

When a Sleeve Contains Multiple Items:
Often, a sleeve will contain more than one item. When this is the case, enter only the 
information for the sleeve (Box.Folder.Envelope Number, Original Envelope Number, 
Subject Number, Envelope/Sleeve Text, and Sleeve Items) in the first row of the 
spreadsheet. 

Use as many subsequent rows of the spreadsheet as needed to describe each individual 
item from the sleeve. There is no need to re-enter the sleeve level data recorded in the 
first row in each of the subsequent item-level rows.

When a Sleeve Contains a Series of Film Strip Negatives:
see instructions under Rehousing Film Strip Negatives in the Processing the Collection 
section of this guide.
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Title--Assign to each item a brief, descriptive title. Do not attempt to assign a truly unique title to
each item.

Description-Description the scene or action depicted in the image. If any annotation is found
within or on the image include that as well. Clues may be found on the sleeve if any
annotation is present or by referring to the project number assigned to the item. Turn 

over
any photographs to find any additional annotation that might be included.

Year--If known, enter the year as a four digit number. Sleeves will sometimes list a date or dates
and some negatives will have a date stamped on them. Some photographs have a hand-
written date recorded on reverse.

Subject-Name--If known, enter the name of any particular people depicted in the image. Type
the last name, followed by a comma, followed by the first name. 

Ex: Miller, David 

Enter and separate additional names with a space semicolon space:

Ex: Miller, David ; Jones, John

Subject-Topical--Use a controlled vocabulary such as the one found on the Compendex
Database (Link: http://www.engineeringvillage.com/) to identify appropriate topics for the
scene depicted in the image. After entering a term in the Compendex search box, click
on “controlled vocabulary” in the menu on the left side of the results page. A window will
open containing a list of related terms ranked by frequency. Select the most commonly
used and appropriate term(s) from the list to populate the field in the spreadsheet.

Typically this field will contain a string of subjects, proceeding from the general to the 
more specific. Enter and separate individual terms with a space semicolon space:

Ex. Civil Engineering ; Materials Testing ; Steel ; Cylinders

Subject-Place--Enter the name of the building or site which the image depicts. For any items
depicting Fritz Lab (including the vast majority of the collection), enter the following:

Fritz Engineering Laboratory

Subject-Geographic--Select and enter the name of a city, town, or other local place name
chosen from a controlled vocabulary such as that found at the Library of Congress
(http://authorities.loc.gov). For any items depicting Fritz Lab (including the vast majority 

of
the collection), enter the following: 

Bethlehem (Pa.)

Subject-Coverage--Select and enter a term from a controlled vocabulary such as that found at
the Library of Congress (http://authorities.loc.gov) to enter the name of the greater
geographic coverage area. This field should contain a string of geographic locations,
proceeding from the general to the specific. For any items depicting Fritz Lab (including
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the vast majority of the collection), enter the following: 

United States--Pennsylvania--Northampton county--Bethlehem

Indoor/Outdoor--Record whether the image is of an indoor or outdoor setting.

Time to Process--Record the time it took to process the individual item. Round up to the nearest
full minute.

Notes--Record any additional information here. Notes on the condition of the item, lingering
questions about the item’s description, reminders to investigate further or to scan
item, etc. may all be entered. It may be helpful to highlight important notes so they can 

be
easily identified later.

V. Post-description Procedures

Once all items in a folder have been recorded in the spreadsheet, erase old folder numbers or 
folder annotation. Affix a white label to folder and record on it the box number, folder number, 
and item number range found within the folder: [Ex: 2.1.0718-0782]. 

Reinsert the folder in the box behind the last completed folder so that eventually all folders run 
consecutively beginning with #1 from the front of the box to its rear.

Note the last item number used in a completed box and begin numbering items in the next box 
with the next consecutive number. Always begin folder numbers at 1 when beginning a new 
box, however.

Safely store processed boxes until they can returned to storage. Request additional boxes to 
process several days before they will be needed to allow adequate time for transportation from 
storage.

VI. Index of People 

The handwritten annotation on the item sleeves is sometimes difficult to understand. Below 
is the correct spelling for several individuals known to have worked in Fritz Lab and already 
referenced in the collection. Attempt to confirm the ambiguous spelling of additional names, by 
consulting the Fritz Lab Reports (a link is provided in the About the Collection section of this 
guide). Generally, names are written on item sleeves for reference purposes and do not indicate 
that particular individuals are depicted in photographs or negatives. The Subject--Name field in 
the spreadsheet should only be populated with names of people confirmed to be present in the 
photograph. 

Anderson, Thor L.
Assimacopoulas, Basil
Bates, Peggy
Carle, R. J.
Chang, F. K.
Cressman, Edward
Deutsch, P. L.
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Driscoll, G. C. (Jr.)
Ekberg, C. E. (Jr.)
Eney, William J.
Errera, S. J.    
Fisher, J. W.
Galambos, T. V.
Haaijer, Geerhard
Huber, Alfons W.
Kable, Jim C.
Kubo, Gerald Giro
Kusuda, T.
McGee, J.
Mindlin, H.
Ojalvo, M.
Olar, Verona
Paris, Paul C.
Schutz, F. W. (Jr.)
Tall, Lambert
Thurlimann, B.
Torres, Pat
White, M. H.

VI. Glossary of Common Terms

The following list contains some terms commonly used in the collection as well as terms that 
may help describe the scenes depicted in individual items. 

Amsler vibraphore--a high-frequency machine used to conduct fatigue tests on specimens

Baldwin 5,000,000 lb. UTM (Universal Testing Machine)--a more powerful update of the Riehle
UTM; introduced with new lab in 1955

beam--a horizontal member that carries vertical loads along its length. May be made of
reinforced concrete or steel

built-up girder--a girder or beam that has been strengthened by the addition of an extra layer or
layers of plating

column--like beams but usually more squat in shape and better at carrying compression loads

coupon--a very small sample of a material; tested for strength of material rather than other
structural elements
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hydraulic testing--testing done to observe the behavior of water in various environments

North Bay--the original 1910 section of Fritz Lab containing the Riehle UTM and hydraulics lab

photoelasticity (abbreviated P. E. on sleeves)--a method used to measure the stresses on a
specimen by passing light through it and recording the image

prestressed beam--a concrete beam strengthened with steel wires which are stressed before
the concrete is poured

Riehle 800,000 lb. UTM (Universal Testing Machine)--a machine used to test large specimens;
the Baldwin UTM was an upgraded machine, though both continue to be used

set-up--pretesting configuration of specimen in testing machine; term can be used to describe
photographs depicting a specimen that shows no yield lines, bending, or evidence of 
having been tested yet; it may also be used to describe the process of preparing a 
specimen for testing

specimen--a sample beam, column, machine part, etc. to be tested

testing frame--the steel framework surrounding and supporting a specimen for testing

yield lines--lines which appear in a steel beams and columns and indicated yielding in the
material due to the strain of testing; the presence of these lines, suggests that an item 
depicts the after-testing stage 
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