
Action plan
Review one box each week 
Make decisions about what to 1)  keep, 2)  donate
and 3) throw away
Identify items that need extra conservation or
could be digitized 
Create organization scheme for collection
Re-box into stackable plastic bins,  organize by
family l ine-person-decade
Digitize photos for gifts,  share with family
Donate historically relevant items to local
historical  society or offer to other family
members
Dispose of unwanted items – Goodwill  or trash

Storage bins with l ids – various sizes

Records center boxes

Archival boxes – various sizes for different formats

Archival or manila folders

Photo sleeves or envelopes for different photo formats
(slides,  prints,  negatives)

Labels for boxes or folders

#2 pencils -  no ink

Plastic fasteners (paper clips) -  no metal

Where to purchase? Office supplies stores (OfficeMax,
Target),  Demco or Gaylord Archival  for speciality acid-
free boxes and folders

ARCHIVES PROJECT SUPPLIES LIST

Need help? Contact Vicki at tobiashistoryresearch.com


