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what to save and what to t1oss
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or an organization:

correspondence, meeting minutes,
journals, photographs, legal documents,
reports, publications, public relations,
administrative records, subject files,
scrapbooks, financial matters



or an iNnaliviaual.

journals, scrapbooks and clippings, let-
ters, written records of publications,
legal documents, writings, essays, art
work, photographs



phone bills, routine messages, receipts,
duplicates, blank notebooks, envelopes,
irrelevant magazines, articles, or
journals



consider




onslaer:

Take notes

Create an inventory

Label and date

Address preservation issues:
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storage



storage



storage



storage



storage



intellectual



LISe broad categories



—Or an organization:



common record
categorles

Oor an nalviaual. .

| correspondence scrapbooks and |
memorabilia, professlonal career essays
~and wrltmgs .




lalbel according to assigned
categories



alphabetically or chronologically
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resources

_ Society of American Archivists (SAA)

e Assocnatlon of Records Managers and e
Administrators (ARMA) e

~ New York Archrvrsts Round Table (NY ART)

Mid- Atlantlc Reglonal Archlves Conference '
(MARAC) - | |



@lalilal=}

Nttp://palimpsest.stanford.edu/

Nttp.// www.getty.edu

http.//www.loc.gov/library/

Nttp.// www.amianet.org/resources/links.php
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