Future Archivist(s):

What you see before you is a result of MANY MANY hours since the summer of 2004. What I came into when I began this project was an obnoxious mass of pictures, programs, and random paperwork all crammed into a file cabinet with absolutely no organization. An unorganized cabinet like that doesn’t do anyone any good when the things inside it are of importance to the theatre. 

In the office and in the board room (currently, that is) there are:

· Financial Records

· Photographs

· Programs

· Posters

· Newspaper Clippings

· Old photograph slides

·  . . . and various other items!

These items are very easy to keep organized if the archive is maintained on a “by show” basis – meaning that someone involved with every show needs to combine all the important items for that show and put them into the archive.

At this point I have created a system for organizing all the archived materials for easy reference. As far as I know, the archive is currently organized up until The Hobbit. The materials for Grease are in the office but are not yet compiled in the envelope. 

Instructions for proper archiving:

1. Assign someone on the production staff the job of archiving.
2. As the show progresses collect newspaper clippings, photographs, programs, stubs, posters and other important memorabilia from the show. 
3. When you gather those items, put them in a manila envelope labeled with the show title and date. See the format on envelopes already in the archive. 
4. With ACTUAL photographs, if possible, try to identify who is in each picture and what character they are playing, etc. and write them on the back with a soft tip marker or write the information on a label and attach it. If you have a photo CD, type out a document that has the file name of each photo and who is in each one. 
5. If possible, laminate newspaper clippings so they don’t brown and fall apart. 
6. Please remember that shows need to be organized by season. If possible, put a schedule of the season’s shows (ex. Season ticket brochure) in the folder as well.

Basically, that is all that is required per show/season. There are some unidentified photographs and other memorabilia that are in the office and I have no idea where they belong, but there is some organization to them. Continue to look for where those envelopes, photographs, etc, belong in terms of season and then archive them accordingly. 

It really doesn’t matter how the archive is maintained, as long as someone does it so that there is a record of what the Vanity has done in the past and that that record is easy to find. 


If any questions or concerns arise in this process, please do not hesitate to contact me.

-Kelsee Hankins

765.894.1614

