Personal Digital Archiving Planning Worksheet
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	Part 1: Collection Survey
Before you digitize anything, understand what you have. This helps you estimate time, budget, and make smart decisions about priorities.
Use the boxes below to build a loose inventory of your collections, noting the type of material, how much of the material you have, and what condition the material is in.
Need help determining conditions? See the Condition Assessment Guide on page 15.
What types of materials do you have? (Check all that apply)
	
PHOTOGRAPHS:
· Prints (loose photos)
· Photo albums
· Slides
· Negatives (film)
· Other: 


	
How many do you have?
(# items/albums/boxes):

	
What condition are they in? (Good/Fair/Poor):


	
DOCUMENTS
· Letters/correspondence
· Certificates (birth, marriage, diplomas)
· Legal documents
· Military records
· Other: 


	
How many do you have?
(# items/albums/boxes):

	
What condition are they in? (Good/Fair/Poor):


	
BOOKS/BOUND MATERIALS
· Scrapbooks
· Journals/diaries
· Family histories
· Other: 


	
How many do you have?
(# items/albums/boxes):

	
What condition are they in? (Good/Fair/Poor):




	
AUDIO
· Scrapbooks
· Journals/diaries
· Family histories
· Other: _______________


	
How many do you have?
(# items/albums/boxes):

	
What condition are they in? (Good/Fair/Poor):


	
VIDEO
· VHS tapes
· 8mm/Super 8 film
· MiniDV/other formats
· Other: _______________


	
How many do you have?
(# items/albums/boxes):

	
What condition are they in? (Good/Fair/Poor):





Quick Priority Assessment:
What's in worst condition or most at risk? 



What do you access most frequently?



These answers help identify priorities in Part 3.

	
	

	
	
	

	
	
	





Part 2: Physical Storage Assessment
Good physical storage is preservation—don't skip this step! 
Use the checklist below to understand your storage conditions on a scale of GOOD to POOR. 
Current Storage Conditions:
Where are materials currently stored?
☐ Interior closet (GOOD)
☐ Climate-controlled room (GOOD)
☐ Bedroom/living area (FAIR)
☐ Attic (POOR - too hot)
☐ Basement (POOR - too damp)
☐ Garage (POOR - temperature extremes)
☐ Storage unit (DEPENDS on climate control)
Current housing:
☐ Archival boxes/folders (GOOD)
☐ Regular cardboard boxes (FAIR)
☐ Plastic bins (FAIR - if not PVC)
☐ Magnetic albums (POOR - damaging)
☐ Loose in drawers/bags (POOR)
☐ Other:
Could you improve physical storage instead of digitizing?
☐ Yes - Moving to better location would solve concerns
☐ Yes - Archival boxes would provide adequate protection
☐ No - Items need digitization for other reasons
☐ Not sure - Need to evaluate further

Part 3: Digitization Decision Matrix
For each collection or group of items, use and copy this questionnaire to decide what's worth digitizing. 
Collection/Group Name: _______________________________
	Question
	            Yes
	No
	        Notes

	Are items actively deteriorating?
	            ☐
	☐
	

	Are items frequently accessed/handled?
	            ☐
	☐
	

	Are items unique/irreplaceable? 
	            ☐
	☐
	

	Is the format obsolete? (See Obsolete Formats Guide on page 17) 
	            ☐
	☐
	

	Do you need to share with distant family?
	            ☐
	☐
	

	Is this a backup against catastrophic loss?
	            ☐
	☐
	

	Can you commit to ongoing digital management?
	            ☐
	☐
	

	Is professional digitization within budget?
	            ☐
	☐
	



Tally your "Yes" answers:
· 4+ Yes answers: HIGH priority for digitization
· 2-3 Yes answers: MEDIUM priority - consider digitizing if time/budget allows
· 0-1 Yes answers: LOW priority - physical preservation may be sufficient

	My decision for this collection:

☐ Digitize now (HIGH priority)
☐ Digitize later (MEDIUM priority)
☐ Improve physical storage instead (LOW priority)
☐ Seek professional help (if fragile or large quantity)



Part 4: Your First Project Plan
Using the questionnaires from Step 4, identify your highest digitization priority. When building your first project plan, start small and specific.

Project Definition:
What will you digitize first?
Collection name: 

Number of items: (Recommendation: Start with 20-50 items)

Material type: 

Why did you choose this? (Check all that apply)
☐ Most deteriorated/at risk
☐ Most frequently accessed
☐ Most important to me/my family
☐ Manageable size for first project
☐ Other: _______________________________




Part 5: Equipment Needs
Use this space to identify what do you need to complete your first project.
For my chosen project, I need:
Scanning/Digitization:
☐ Flatbed scanner (for photos/documents)
☐ Film scanner (for slides/negatives)
☐ Smartphone scanning app (for quick captures)
☐ Audio digitization equipment
☐ Video digitization equipment
☐ Professional service: _________________
Storage:
☐ External hard drive #1 (___TB)
☐ External hard drive #2 (___TB)
☐ Cloud storage subscription
Software:
☐ Scanner software (usually comes with scanner)
☐ Photo editing: _______________________________
☐ Metadata management: _______________________________
What I already have: _______________________________
What I need to acquire: _______________________________
Estimated total cost: $ _______________________________

Part 6: File Organization Plan
Before you start scanning, develop consistent collection’s conventions and structures. This is an essential step to reduce your amount of back-end work and will allow you to navigate your project smoothly.
File Naming Convention:
My naming pattern will be:
Example: YYYY-MM-DD_description_###.tif
Or: lastname_firstname_year_description_###.tif
My pattern: ____________________________________________
Practice examples:
1. 
2. 
3. 
Folder Structure:
My top-level folders will be:
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My structure:
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Step 7: Technical Specifications Plan
Along with consistent naming conventions and folder structure, setting standards for your digital files will allow you to have consistent digitized files. 
For my chosen project materials, I will use:
Resolution (PPI/DPI):
· Documents: 300-400 PPI
· Standard photographs: 600 PPI
· Photos for enlargement: 600-1200 PPI
· Slides/negatives: 1200+ PPI
My resolution: _________ PPI
Color Mode:
· Color (24-bit) - for color photos, maps, documents where color matters
· Grayscale (8-bit) - for black & white photos, some manuscripts
· Bitonal (1-bit) - for typed documents only
My color mode: _________________________________
File Format:
Master/Preservation Files:
· TIFF (uncompressed) - Recommended
· Other: _________________________________
Access/Sharing Copies:
· JPEG (high quality)
· PDF (for multi-page documents)
· Other: _________________________________



Scanner Settings to Remember:
· Turn OFF automatic corrections
· Turn OFF auto-cropping (I'll crop manually)
· Turn OFF color enhancement/restoration
· Use professional/manual mode (not automatic)
Quality Control Checklist:
After each scan, I will verify:
· Item fully captured (no cut-off edges)
· Image in focus at 100% zoom
· Colors look natural/accurate
· No dust or scanner artifacts visible
· File saved correctly and opens
Notes for my project:




Part 8: Metadata Plan
Metadata is essential part of the digitization process. All the metadata you create makes it that much easier to navigate your digital collections and find what you are looking for. Make a plan to capture information while you still remember! 
Basic Metadata Fields:
What information will I record for each file? (Check the fields you'll use)
☐ File name
☐ Original date (approximate okay)
☐ Date scanned
☐ Description
☐ People shown
☐ Location
☐ Event/occasion
☐ Photographer (if known)
☐ Original format (print, slide, negative)
☐ Notes (condition, inscriptions, etc.)
☐ Other: 

I will track this information using:
☐ Excel/Google Sheets spreadsheet
☐ Word/text document
☐ Dedicated software: _______________________________
☐ Photo management software (Lightroom, etc.)



Part 9: Backup Strategy (3-2-1 Rule)
Back-up planning is NON-NEGOTIABLE for digitization projects! Follow the 3-2-1 Rule and create a schedule for your digital collection maintenance. 
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3-2-1 Rule: Maintain at least THREE copies of your data, stored on at least TWO copies on different types of media, with at least ONE kept offsite or on the cloud. 
My 3-2-1 Backup Plan:
	Copy #1 (Working copy):
Location: 
    Computer hard drive







Is it set up?
Yes / Not yet

	Copy #2 (Local backup):
Location: 
    External hard drive

Brand/model: 

Storage location: 



Is it set up?
       Yes / Not yet

	Copy #3 (Off-site backup):
Location:
☐ Cloud storage 
(service: _____________ )
☐ External drive at relative's house
☐ External drive at work/safe deposit box
☐ Other: 

Is it set up?
       Yes / Not yet




Maintenance Commitment:
	I will check my files:

☐ Annually (recommended minimum)
☐ Semi-annually (even better)

	I have set a calendar reminder to check my files for:

____/____/20____



	I will migrate to new storage:

       ☐ Every 5 years (required)
	I have set a calendar reminder to migrate my files for:

____/____/20____ 
(Add 5 years from today)




Part 10: Success Criteria
Now that you know what you need to plan for your project, use the checklist below to help define your project’s measurement of success. 
I will consider this project successful if:
(Check all that apply and add your own)
☐ Files are scanned at appropriate quality
☐ Files are organized and findable
☐ All three backup copies are in place
☐ Metadata is captured before I forget
☐ Original items are in improved storage
☐ I can access files easily when needed
☐ Family members can view/enjoy the materials
☐ I feel confident to continue with next project
☐ Other: _______________________________
☐ Other: _______________________________
After completing my first project, I will:
☐ Evaluate honestly: Was this worth the time/effort?
☐ Assess: Can I maintain this system long-term?
☐ Decide: Expand to next priority OR focus on physical preservation



Part 11: Resources & Next Steps
Key Resources to Reference:
Federal/National Standards:
· Library of Congress Personal Archiving: www.digitalpreservation.gov/personalarchiving
· FADGI Digitization Guidelines: www.digitizationguidelines.gov
· National Archives: www.archives.gov/preservation/family-archives/digitizing
Helpful Guides:
· Getty "Preventing Digital Decay": blogs.getty.edu/iris/preventing-digital-decay
· Library of Congress PAD Kit (complete toolkit with handouts)
Washington State Archives:
· Digital Archives: www.digitalarchives.wa.gov
· Contact for questions: Maggie Cogswell, maggie.cogswell@sos.wa.gov
My Next Steps:
This week:
· ☐ _______________________________
· ☐ _______________________________
This month:
· ☐ _______________________________
· ☐ _______________________________
Within 3 months:
· ☐ _______________________________
· ☐ _______________________________



Notes & Questions:
Use this space for notes during the presentation or questions to ask:







Remember:
· Start small and specific
· Physical preservation is a valid choice
· If you digitize, commit to doing it right
· Quality over quantity
· Honest assessment prevents wasted effort
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APPENDIX A: Condition Assessment Guide
Use this to help determine the condition of your materials
	Material Type
	GOOD
	FAIR
	POOR

	Photographs (prints)
	Clear image, no fading, edges intact, no stains
	Some fading or discoloration, minor edge wear, light staining
	Severe fading, cracking, brittleness, heavy staining, image deteriorating

	Photographs (slides/negatives)
	Clear, no scratches, colors intact
	Some scratches or dust, slight color shift
	Vinegar smell, warping, severe color shift, sticky or brittle

	Documents (paper)
	Flat, readable, no tears, no discoloration
	Slight yellowing, minor tears at edges, some brittleness
	Severe yellowing/browning, very brittle, crumbling, illegible areas

	Albums/Scrapbooks
	Binding intact, pages turn easily, items secure
	Binding loose, some pages stuck together, items coming loose
	Binding broken, pages very brittle, magnetic albums sticky, items damaged

	Audio Cassettes
	Plays clearly, no mold, tape winds smoothly
	Some sound quality issues, minor mold spots, slight stickiness
	Won't play, heavy mold, tape stuck or broken, warped case

	VHS Tapes
	Plays clearly, no mold, tape winds smoothly
	Some tracking issues, minor mold, slight audio/video problems
	Won't play, heavy mold, tape stuck or damaged, severe deterioration






Warning Signs - Digitize Urgently:
· Vinegar smell (acetate film degradation - often found in slides and negatives)
· Sticky or gooey surfaces (deteriorating plastics or adhesives)
· Active mold (fuzzy spots that are soft to touch, not just discoloration)
· Magnetic tape that squeals or won't play (binder breakdown in cassettes/VHS)
· Photos stuck to glass or plastic (in frames or magnetic albums - don't force them apart)
· Color photos that look faded or have shifted to strange colors (dye deterioration)

If you find items in POOR condition:
· Handle minimally and carefully
· Consider professional digitization services for fragile items
· Don't attempt to clean or repair without expert guidance
· Prioritize these for digitization or professional consultation


APPENDIX B: Obsolete Formats Guide
These formats are at risk - prioritize for digitization
	Format
	Common Dates
	Why It's Obsolete
	Urgency Level

	VHS Tapes
	1970s-2000s
	Players no longer manufactured, magnetic tape degrades (10-25 year lifespan)
	HIGH - Tape degrading

	Audio Cassettes
	1960s-2000s
	Players increasingly rare, magnetic tape deteriorates, binder breakdown common
	HIGH - Tape degrading

	8mm/Super 8 Film
	1930s-1990s
	Projectors scarce, film becomes brittle, color films fade rapidly
	URGENT - Physical breakdown

	Slides (35mm)
	1950s-2000s
	Projectors hard to find, some film types degrading (vinegar syndrome), fading
	MEDIUM-HIGH - Some stable, some degrading

	Negatives (Film)
	1850s-2000s
	No home printing options, some types degrading (vinegar syndrome, nitrate)
	MEDIUM-HIGH - Varies by type

	Reel-to-Reel Tapes
	1940s-1980s
	Players extremely rare and expensive, magnetic tape deteriorating
	URGENT - Equipment scarce

	Betamax Tapes
	1975-1988
	Format lost format war, players extinct, tape degrading
	URGENT - No players available

	MiniDV Tapes
	1995-2010s
	Cameras/players becoming rare, tape can degrade or break
	MEDIUM - Still some equipment

	Floppy Disks
	1970s-2000s
	No modern computers have drives, magnetic media failing
	HIGH - Data corruption common

	Laserdisc
	1978-2001
	Players rare, discs developing "laser rot" (oxidation)
	MEDIUM - Some still playable

	Vinyl Records
	1950s-present
	Players available but records can warp, scratch, and degrade with play
	LOW-MEDIUM - Still playable but consider preservation



Time Is Running Out For:
Within 5 years: Betamax, Reel-to-Reel (equipment nearly extinct)
Within 10 years: VHS, Audio Cassettes (tape degradation accelerating, players failing)
Within 15-20 years: MiniDV, Floppy Disks (equipment aging out, media failing)
Key Warning Signs Your Media Is Failing:
· Vinegar smell = Film/tape base deteriorating rapidly
· Won't play or skips = Physical breakdown or data loss
· Mold visible = Stored in poor conditions, urgent action needed
· Sticky tape = Binder breakdown (common in cassettes/VHS from 1970s-80s)
· Squealing during playback = Tape shedding its magnetic coating
What This Means:
If you have these formats, digitization isn't optional - it's urgent. The playback equipment is disappearing faster than the media is degrading. Even if your tapes "seem fine," the ability to play them is vanishing.
Professional services are often recommended for:
· 8mm/Super 8 film (requires specialized equipment)
· Reel-to-Reel (requires rare, expensive players)
· Betamax (virtually no DIY options)
· Large quantities of any obsolete format
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