
Preserve & Protect

Approaching an Art Archive
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2. Organize & Store

3. ID & Catalog

4. Digitize

5. Pack & Store

6. Resource & Licensing



Assess

● What do you have?

○ Is it your work or someone else’s?

● How much is there? 

● What makes up the collection? Is it one medium or multiple?

● How / Where is it already organized / stored?

● What is the individual / overall monetary value of the collection?

● Do you have digital copies of your collection?

● Do you have an ongoing inventory of your collection?







● an open mind

● Patience

● attention to detail

● don’t get distracted by shiny objects or memory lane

● Goal: timelines and a date of completion

● Manager and/or team

What do you need?



START
⇋

ORGANIZE & STORE



● Space to organize in
○ Spare bedroom, studio, office, dining room

○ Consider climate in the room: is it near water, heat/cool vents, windows, natural 

light, pets, kids…

● Surface to layout collection and packing materials
○ No beverages or food nearby

○ Surface doesn’t need to be used for entertaining or other projects at the time

● Area to store organized items: 
○ Shelving  

○ Not near water, heat/cool vents, windows, or natural light

○ Off of the floor

What do you need to get started?





Chrome Wire Shelving

● No tools needed to 
build

● Shelves adjust in 1" 
increments

● No dust and dirt 
accumulation

● Allows air to circulate



100% COTTON GLOVES PENCILS 
(no pens/markers)



SIDE LOADING PRINT SLEEVES ACID-FREE PAPER (GLASSINE)

Provides protection from scratches and fingerprints during 
handling as well as from dust and other pollutants during storage. 



ACID-FREE STORAGE BOXES



NEXT STOP
⇋

ID & CATALOG



Shelving | Box Tags
● ID your shelving units from [entrance to back] or [left to right] w/alphabet

○ Example: Unit A, B, C…

● ID your shelves from [top to bottom] or [bottom to top] w/numbers

○ Example: Shelf 1, 2, 3…

● ID your boxes/bins with alphabet (matches unit) + number

○ Example: a.1, a.2,a.3

*use a label maker to create tags for unit, shelf, box/bin



Photographs

● Is there a name to the photo?

● Who is pictured?

● Who is the photographer?

● When was the photo taken?

● Where was the photo taken?

● Who holds the copyright?

● How many physical copies are there?

● What is the size(s) of the physical copy?



Paintings | Drawings

● Is there a name to the work?

● Who/what is depicted?

● Who is the artist?

● When was the piece made?

● Where was the piece made?

● Who holds the copyright?

● How many physical copies are there?

● What is the size(s) of the physical copy?

● What are the materials?



Film | Video

● Is there a name to the work?

● Who/what is depicted in the footage?

● Who is the videographer?

● When was the film made?

● Where was the filming location?

● Who holds the copyright?

● How many physical copies are there?

● What is the format?



Title of Work Letter Abbreviation ID Tag

Clytemnestra CLY CLY_001

Every Soul is a Circus ESC ESC_001

Portrait of Martha Graham POR POR_001

Category Letter Abbreviation

Choreographic Notes CHOR

Letters LTTR

Portraits POR

Programs PROG

ID: Abbreviations 



Archive id title qty size photographer Date 
Taken Location of shoot subject(s) item 

location © | ™

POR_001 Portrait of 
Martha 
Graham

2 9x13 Imogen Cunningham 1931 Santa Barbara, CA Martha Graham Unit: 2

Shelf: 5

Box: p.3

Drive: P.4

name



Archive id title qty size photographer date locale subject(s) item 
location © | ™

CHR_MAS_001 Chronicle 4 8x10 Robert Fraser 12/19/36 Guild Theatre, NY Martha Graham Dance 
Group in Masque from 
Chronicle.

Pictured from (l) to (r): 
Nelle Fisher, unidentified, 
Gertrude Shurr, Anita 
Alvarez, Nina Fonaroff, 
Thelma Babitz.

Unit: 3

Shelf: 4

Box: C.2

Drive: P.1

name









NEXT STOP
⇋

DIGITIZE



Why digitize your collection?
● A source to reproduce online or printed copies
● Lucrative to a collector/buyer to tour your collection

● Photograph
○ Clean, white, well-lit background and atmosphere
○ Capture all angles/points-of-view

● Scan
○ Digital scans of large negatives and transparencies at 600 DPI for 

standard quality and 1200 DPI for high-quality. 
○ When deciding on the best resolution for scanning photos, a high DPI 

only really matters when projects require extreme detail, such as with 
archival projects.



Canon imageFORMULA R40
 
● Document types: 

receipts, photos, 
business cards, long 
documents, thick or 
thin documents

● Compact & Portable

● Mac | PC Compatible

● Retail: $259.00



Digital Storage
● Hard Drives

○ Stick with one brand
○ Store hard drive in its original packaging
○ Store collection in a safe or a waterproof, lockable cabinet

● Server
○ Pending size of collection and individual files, a server may not be necessary

● Cloud
○ Google Drive (more user friendly)
○ Dropbox

*have a back-up to a back-up to a back-up



LaCie Hard Drive

● Shock-resistant

● Dust-resistant

● Water-resistant

● Compact & Portable

● Storage: 5TB

● Mac | PC Compatible



NEXT STOP
⇋

PACK & STORE



CLIMATE: moderate & stable
Temperature/humidity in a storage environment should ideally be within these ranges:

● Temperature
○ Photographs: 68˚or less 

○ Paintings: 70 °F  – 75 °F during summer and 65 °F - 70 °F during winter

○ Film | Videotapes:  35 °F  – 40 °F (film can be colder)

○ Hard Drives: 41°F – 77°F 

○ Space heater and air conditioner unit

● Moisture/Humidity
○ Photographs: 30% – 40% 

○ Paintings: 40% – 60% 

○ Film | Videotapes: -5% – 35%  

○ Dehumidifier based on square footage of room

○ Pay attention to any moisture/leaks in overhead pipes 



TO CONSIDER
⇋

RESOURCE & LICENSING



Resource / Licensing

● Does your work require Trademarks or Copyrights?

● All copies on websites, socials, or sharing should be watermarked

● Can your work be used for stagings, rentals, broadcast, shows, etc. 

● Sell/donate the collection individually or at-large to a gallery, 

museum, university, or collector

● Decide where your collection should go/live after you are gone

● Grants for archiving projects



Links to Materials
● Chrome Wire Shelving

● Milk Crates

● Canon imageFORMULA R40 Scanner 

● Smilco 100% Cotton Gloves

● Economy Fold-in-Half Tables

● Bubble Wrap

● Side Loading Print Sleeves

● Acid Free Tissue Paper

● Acid-Free Storage Box

● Acid-Free Storage Box

● LaCie Hard Drive



Links to Resources | Articles

● Google Arts & Culture: Martha Graham 

● New York Times: For the Public Library, Martha Graham Is the Missing Link



THANK YOU


