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Objectives to Clarify and Communicate

• AKC Archival Services program
• Digital projects

What the AKC is doing

• Basic useful archiving and preservation practices
• Paper – Photographs – Audiovisual – Digital

What Clubs can be doing



Archiving
THE PROCESS BY WHICH INACTIVE INFORMATION, 
IN ANY FORMAT, IS SECURELY STORED FOR LONG 
PERIODS OF TIME







Archival 
Processing
Key Activities

Arrangement
The process of organizing materials to protect 
their context

Description
The process of analyzing, organizing, and 
recording details about the formal elements of a 
record or collection of records, such as 
creator, title, dates, extent, and contents,

To facilitate 
the identification, management, and 
understanding of the materials



3. Preservation
THE PROTECTION OF CULTURAL PROPERTY THROUGH ACTIVITIES THAT 

MINIMIZE CHEMICAL, PHYSICAL, AND/OR DIGITAL DETERIORATION AND 
DAMAGE AND THAT PREVENT LOSS OF INFORMATIONAL CONTENT

Archival Processing Key Activities











Amending Information Gaps
ELECTRONIC RECORDKEEPING BEGAN CIRCA 1985

There is no 
magical, 
mystical,

database.



Getting 
Started with 
Archiving

Recruit or elect 
a volunteer     
(or 2 or 3…)

Reach out to 
members and 

assemble 
archival record

Identify gaps 
and priorities

Develop record 
retention plan





Record
Retention
Recommendations

Meeting Minutes
• Indefinite

Officer Lists
• Indefinite; AKC does not maintain but may be available in catalogs

Finance Records / Treasurer’s Reports
• Seven years per IRS requirements

Show Plans / Reports
• Indefinite

Club Publications
• Indefinite

AKC General Correspondence
• Subject to Review; AKC only maintains correspondence relevant to club 

problems, violations, and bylaws changes

Membership Lists and Applications
• Subject to Review; AKC does not maintain but may be available in catalogs

Show Catalogs
• Subject to Review; AKC digitization through 1983 and does not maintain physical 

copies past that date







Archival 
Inventory

Box Number

Location

Formats ( Documents, Photographs, Publications, etc)

Category (Administration, Events, etc)

Description

Preservation Concerns

Related Materials

Other Notes



Skye 
Terrier 
Club of 
America
PRELIMINARY ARRANGEMENT 
AND DESCRIPTION

ID BOX TYPE SERIES FURTHER DESCRIPTION YEARS

1Doc
CLUB ADMIN 1960s
DOG SHOWS Annual Specials/Trophies 1930s-1960s

2Doc CLUB ADMIN Membership 1940s-1960s
3Doc CLUB ADMIN Meeting Minutes 1940s-1950s
4Doc CLUB ADMIN 1940s-1960s

5Doc
CLUB ADMIN General Correspondence 1950s
CLUB ADMIN Membership 1980s

6Doc CLUB ADMIN Club Correspondence 1950s-1960s; 1990s
7Doc CLUB ADMIN Club Correspondence 1960s; 1980s-1990s

8Doc
CLUB PUBLICATIONS Pedigree Book 1990s
CLUB PUBLICATIONS Pamphlets 1990s
CLUB PUBLICATIONS Pedigree Book 1980s-1990s

9Half-Doc CLUB PUBLICATIONS Pedigree Book 1970s

10CARTON
CLUB ADMIN Finance 1960s
DOG SHOWS Film 1960s
ARTIFACTS Framed Championship Certificates 1950-1977

11Doc DOG SHOWS Correspondence 1950s-1960s
12Doc ADAMS - personal Publishing/Gen Correspondence 1930s
13Doc ADAMS - personal Publishing/Gen Correspondence 1930s
14Doc ADAMS - personal Breeder FIles / General Correspondence 1940s-1950s

PH.1 Flat PHOTOS Portraits, Candids, Snapshots 1940s-1990s

PH.2 Flat
PHOTOS Win Shots 1960s; 1980s-1990s
PHOTOS Scrapbook 1960s
PHOTOS Scrapbook 1950s - 1960s



Basic 
Preservation 
Tips



Traditional 
Archival 
Formats

Paper 
•Documents, Ephemera, 

Publications

Photographs

Audiovisual Materials

Scrapbooks







Basements Attics

Garages/Sheds

All the typical storage spots 
pose great risks to archival 
materials. 









Preservation Shopping List Boxes 

Document Boxes
For foldered documents and 
other materials; (publications, 
A/V, artifacts, etc.)

Record Cartons
For foldered documents and 
other materials; can buy insert 
trays for artifacts and other 
irregular formats

Flat Boxes
Variety of sizes for photographs, 
ephemera, posters and other 
oversize materials; drop-front 
preferred for ease of access

mailto:https://www.gaylord.com/Preservation/Document-Preservation/Document-Cases/Gaylord-Archival&#174;-Blue-Grey-Barrier-Board-Flip-Top-Document-Case/p/HYB02293
https://www.gaylord.com/Preservation/Document-Preservation/Record-Storage-Cartons/Gaylord-Archival&#174;-Blue-Classic-Record-Storage-Carton-with-Handholds/p/RC121510
https://www.gaylord.com/Preservation/Photo,-Print-&-Art-Preservation/Storage-Boxes/Gaylord-Archival&#174;-Blue-Grey-Barrier-Board-Drop-Front-Deep-Lid-Print-Box/p/HYB02326


The more uniform your 
boxes, the easier they 
are for you to store

GENERAL RULE OF THUMB





Preservation Shopping List

Plastic sleeves
For fragile documents and 
photographs – polyester, 
polethylene (Mylar), or 
polypropylene

Acid-Free Paper
Can be interwoven with heavily 
deteriorated items to protect 
surrounding materials; 11 x 17 can be 
folded into a sling for protection 
and grouping together materials

Indicates whether the material your 
archival materials are currently 
stored in is acidic or neutral/alkaline 
– you want to see that purple, not 
yellow,  line

pH Pen



Storage
Documents
• Store upright in document 

boxes or record cartons

o Do not leave boxes half-full
o Create or purchase supports

o Crumble acid-free paper to 
stuff in empty space

o Can also purchase half-size 
doc boxes





Enemies of Preservation

Paper Clips and 
Rubber Bands
Replace with plastic clips or fold 
a 17 x 11 piece of acid-free 
paper into a sling to hold 
materials together

Newsprint and 
Cheap Paper
Photocopy or scan newsprint 
and/or interweave acid-free 
paper between severely 
oxidized documents

Post-its
They may however contain 
important information; get in the 
habit of avoiding use



Storage Photographs
Remove items from frames and albums
Store like-sized prints together

Prints smaller than 8 x 10 can be stored upright

Oversize prints should be stored flat

Use a soft-lead pencil or grease pencil to 
make markings on back

Interweave paper between photos with 
adhesive or ink on the back

Acid-free folders can be used in flat boxes or 
cut to create section dividers



Storage
Audiovisual

 Remove DVDs from 
cases and store in 
Tyvek® CD Sleeves

 You can write information 
on the envelope rather 
than on the disk

 This also saves space!

 Store VHS tapes 
vertically (never flat)

 Can use document boxes or 
record cartons 

 Do not overstuff boxes



Storage
Artifacts

Wrap textiles in acid-free tissue 
paper

For small collections you can 
purchase divided insert trays that 
fit into record cartons

Store trophies and other 
artifacts on stable shelf or surface 
but will require routine dusting

Alternatively order custom-
made box or box in which it will 
loosely fit without being jammed

Surround and secure with acid-
free tissue paper



Storage Scrapbooks and 
Photo Albums

Loosen binding laces or posts

Remove blank pages

If possible, remove binding altogether and store 
pages in archival folders

Contents can be placed inacid-free album boxes 
with archival mounting pages or archival photo 
sleeves





Other 
Preservation 

Resources

New England Document Conservation 
Center (NEDCC)

https://www.nedcc.org/free-
resources/preservation-leaflets

Library of Congress
http://www.loc.gov/preservation/

National Archives
http://www.archives.gov/preservation/famil
y-archives/

https://www.nedcc.org/free-resources/preservation-leaflets
http://www.loc.gov/preservation/
http://www.archives.gov/preservation/family-archives/


Digital files also require 
preservation measures.

WITH TECHNOLOGIES EVOLVING AT RAPID SPEEDS, SOME DIGITAL FILES ARE AT MUCH MORE 
IMMEDIATE RISK THAN SLOWLY DETERIORATING PAPER. THEY TO REQUIRE WORK TO SAVE 

AND PROTECT THEM FOR FUTURE USE.





Digitization Preservation
IT PRODUCES BACK-UP COPIES AND ACCESS COPIES, 

BUT IT IS NOT A REPLACEMENT OF THE ORIGINAL







Digital Files
ARRANGEMENT AND DESCRIPTION



Digitizing Archival Material

Archival Master File
Preservation file maintained for long-term 

use without loss of essential features; to 
be stored away and used only for 

producing access copies

Access Copy
What you readily access and distribute 

to others, will be smaller in size and 
readily accessible in a number 

of computer environments



Technical Specs for Digital Files

Photos/Graphics-
Based  [BLACK & WHITE]

Master File Format: TIFF

Access File Format: JPEG

Resolution: 400 dpi

Color Space: Color

Bit Depth: 24 (RGB Mode)

Photos/Graphics-
Based   [COLOR]

Master File Format: TIFF

Access File Format: JPEG

Resolution: 400 dpi

Color Space: Grayscale

Bit Depth: 8

Master File Format: TIFF (multi-
page TIFF as needed)

Access File Format: PDF 
(preferably PDF/A)

Resolution: 300 dpi

Color Space: Grayscale

Bit Depth: 8

Text-Based 
Documents



Metadata is Data about 
Data
OR, DESCRIPTIVE CONTEXUAL INFORMATION ABOUT A DIGITAL FILE





Examples of 
Important 
Metadata

Format (Image, Document, Audio, Audiovisual, etc)

Filename

Title

Dates

Dog Names and Information (ex: Registration Number)

Event Name

Names of People

Copyright Information









Excel 
Spreadsheet 

Tips

Use distinct filenames to avoid confusion 
as to what file is being described

Use standard formatting for dates, places, 
breeds, etc

Examples:

Soft-Coated Wheaten Terrier vs Soft Coated 
Wheaten Terrier

Fort Lauderdale vs. Ft. Lauderdale













Embedding 
Metadata 
Made Easy
2. GO TO THE “DETAILS” TAB AND FILL IN 
THE INFORMATION FOR THE SELECTED 
IMAGE FILE.





Lots
Of
Copies
Keeps
Stuff
Safe

Local Computer 

• Stored in separate place from 
local computer

External Hard Drive

• Google Drive
• Dropbox
• Amazon S3

Cloud-Based Storage







We are here 
to help!
BRYNN WHITE ARCHIVIST
LIBRARY@AKC.ORG
WWW.AKC.ORG/ABOUT/ARCHIVE

mailto:library@akc.org
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