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WHY? 
Telling Stories 



Personal Story 



Larger Story 



WHERE 
 Librarians in archives organize 

documents so researchers can 
find information. 

WHERE  



WHAT 
 You should save letters, catalogs, 

photographs, invitations, diaries and other 
personal writings, sales records and other 
related financial transactions, texts of 
speeches, press clippings, and anything 
else that will help others understand the 
historical and social texture of your creative 
life. 



FORMATS 
n Paper 
n Digital 
n Sound 
n Visual 



EASY 
 
Paper 
Photographs 
Slides 
 
REQUIRES THOUGHT 
 
Digital 
Obsolete Digital 
Cassettes 
 



Basic Information 
Born 
Family 
Where Lived 
Education 
Education in Craft 
Important Dates 
Non Art Activities 



Publicity You Generate 



Publicity  
About You 



Exhibitions 



Photographs 
& Slides 



Digital Images 



Craft Records 



BUSINESS  
RECORDS 



CORRESPONDENCE 
n Letters 
n E-Mails 



DEED OF GIFT 

Transfer of Ownership  
Access to the Collection  
Transfer of Intellectual Property Rights  
Separations  



ARRANGEMENTS 



 Because the research value 
of records may be 
diminished if items are 
removed or if the records 
are rearranged, you should 
contact the repository staff 
before weeding, discarding, 
or reorganizing papers and 
records, regardless of their 
location or format.  



ACCESS 



Copyright 



ARCHIVES 

The librarian is your friend. KCHEA will help. 
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