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WHAT IS AN 
ARCHIVE?



START WITH THE BASICS
PRESERVATION…

Avoid bright light sources or 
direct light.

Maintain a consistent room 
temperature (between 68-76 
degrees Fahrenheit, and 73-
78 degrees recommended 

for the summer) and 
moderate humidity 30-50% 
recommended to prevent 

mold, dust mites, and 
respiratory issues.

Keep objects clean and clean 
them with care.

Guard against insects and 
pests.

Avoid excess moisture.





ORGANIZING…

Know what you have!

Depending on your collection or hobby, organization can be 
as simple as sorting and categorizing 

Locations:  Where do you store your treasures?

If your collection is already sorted, ensure the materials you 
use are in good condition.

Clean your treasures: Before you proceed, research the best 
ways to clean.

Consult a conservation professional if you are not certain 
how to clean fine art, decorative objects and/or rare books.



INVENTORYING: 
REASONS TO DO SO…

Knowing what you 
have; preventing 

purchase mistakes.

Insurance policies 
and riders.

Writing your will.

For your family to 
know what you 
have, what you 

consider important.

Knowing what your 
parents and 

children hold and 
collect.

To potentially 
donate to an 

archive or museum.



WAYS TO INVENTORY:
DIGITAL INVENTORIES APPS

iCollect Everything 

My Collection 

Tellico

LibraryThing

Open Wardrobe





DIGITAL 
INVENTORIES 
APPS:
PROS

Accessible via 
desktop 

computer and 
mobile phones

Provides a way 
to take or use 
a photograph 

and connect to 
your item 

description

Portable via 
your mobile 

phone
Fun to use



DIGITAL 
INVENTORIES 
APPS: 
CONS

Do not rely on Artificial 
Intelligence (AI) to describe your 
artifact. 

Does not provide a paper 
document.

Updates to platform might present a 
challenge.

Remembering or keeping track of 
another login password.

Raises privacy concerns; who else is 
viewing your collection?



COMPUTER INVENTORY

Excel spreadsheet Word document



COMPUTER INVENTORY:
EXCEL SPREADSHEET & WORD DOCUMENT

PROS

• You have control in creating the item 

descriptions

• Accessibility 

• Easy to make photocopies

CONS

• Need to be proficient in creating and 

using Excel

• Photographs have to be created and 

attached in some way

• Time consuming



INVENTORYING 
BY HAND:

Using a journal or composition notebook

Obtain photographs from your phone using 
Free websites: “Free Prints”

Pros:

• Affordable 

• You have control over the description of your artifact

• Can make a family project

• Can create copies

• Can store in a home safe or safe deposit box 



WHERE TO KEEP YOUR HANDWRITTEN  
INVENTORY 

Safe deposit box-Bank vaults 
and/or home safe 

Keep multiple paper versions 
with family/trusted friends



REASONS FOR 
YOUR 
COLLECTION…

Collecting memories 
through your 
cherished treasures.

What is the story 
associated with your 
treasure?

Chronicling a narrative 
for your treasures to 
share with your family.



DISCUSSION: QUESTIONS, 
COMMENTS
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