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Questions to help you choose the 
right archival storage solution
Enter your answers for each question in the text areas provided. 

1. What types of data do you want to keep?

Think about the content, context and value of your data.

2. Why do you want to keep it?

For current work, legal compliance or historical preservation?

3. How long do you need to keep it?

Short-term, long-term or forever?

4. Who needs access to it?

Just staff and volunteers? Or do you want to provide access to external researchers?
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5. Where will they want to access it from?

Do you want to be able to access your data online or onsite? 

6. How often and how quickly does your organisation need to 
retrieve data?

Look at when you last accessed your data and speak to data owners to understand their data 
access needs.

7. What is your budget for storing your archival data?

Consider whether your organisation allows for ongoing monthly expenses for cloud storage and 
services. As well as the costs of hardware for onsite storage, think about staff and energy costs 
for upkeep.

8. Who is responsible for managing your storage hardware 
and archiving your data?

Make sure you have technical support available at your organisation if you choose onsite 
storage options, such as disk or tape drives.
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