
Making	an overview of	the iMAL archive

29/10/2015
iMAL



What does the archive contains?
• Paper

• Administration
• Artistic

• Objects
• Artwork 

• Digital
• Files and documents
• Cd’s, dvd’s, hard drives, equipment, …
• Administration
• Art work

• Books
• Documentation 
• …











What is the meaning of the archive?
• Why does keep iMAL an archive?
• Short term, long term?



Actions in the archive
• Main goal: making an overview
• Why an overview?

• Knowledge of what there is (and what’s missing)
• Clarity about the state of documents and objects
• Start for further actions
• Determine priorities: which parts needs action first?

• How: Help of a volunteer
• What to keep in mind when working with a volunteer?

• Result: 
• An overview of the various parts of the archive and/or collection
• Their location and their scope. 
• Information about their condition
• How they are arranged



Overview paper archive
• How started? 

• Shelf by shelft global discription

• Result?
• Global list







Overview paper archive
• Result?

• Global list

• Next steps?
• Which parts do need a piece by piece inventory?
• Optimizing the order



Overview digital archive
• Why?

• Kunstendecreet, mandatory to have an overview (structully funded by the flemish
government)

• To know the content on each hard drive 
• To also know what information is missing
• This helps us to centralise it and to make a classification later on
• This helps us to link the paper archive to the digital archive

• What’s already done?
• Overview digital equipment
• Google docs with summary 3 hard disks

• What are we doing now? 
• How to make and overview for the digital archive?



Summary	hard	disk



How to make and overview for the digital archive?
• Focus: 

• Digital files on (external) hard disks & computers
• All files related to activities of iMAL

• How? Actionplan:
1. Collect all equipment and hard disks
2. Number each hard drive or use name overview equipment for computers
3. Browse through all hard disks
4. open random files (to check if the files can still be opened) & document 

this
5. look for structure and contextual information
6. No information: look for contextual information in the metadata or by

opening the files
7. Document everything concisely



Overview digital archive: Tools
• Command Line: listing of the content and structure
• Droid: identifcation files 

• File formats > type of software to open 
• http://www.projectcest.be/wiki/Handleiding_DROID

• Preview pane: no need to open all the files
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Recommandations digital archive
• For artists

• Own account on computer
• Use of standard folders
à Easier to determine what’s what and from who it is

• Create a folder structure
• Instructions for artists and iMAL

• After an exhibition, event, project, … 
• Transfer all the files on the back-up drive
• Create checksums
• Tranfer to sustainable file formats

• Safe files in folders, not in applications and software (e.g. iPhoto)
• Installation of central server with auto back-up

à Minimise risk of loss



What could be next?
• Action plan for paper and digital archive
• Continue overview:

• Old computers
• Old hard drives

• Artworks-software: preservation
• After overview:

• Transfer files to back-up drive
• Create checksums and regular control of the files: integrity?
• Transfer files (not the art works) to sustainable file formats
• Good folder structure



Conclusion
• Collaboration with volunteer

• Importance of the knowledge of the organisation
àBefore: Take time to learn about the organisation and workflow
àDuring: co-workers should be involved

àWhat’s important?
àWhat kind of classification?
àWhat is archive / documentation / art work / …


