Keep Your Content – Level 1
Storage Review Template
First, find out the current size of the collections in your care.
How do I do this?
Right clicking on the digital folders containing your collections and selecting properties, will give you the size of the folder in GB. Add up all the folders containing your collections together to get the final storage size.
	Collection size in GB - 
	



Next, list the digital storage mediums you use currently. Include everything with collection content stored on it, such as laptops, pcs, cloud storage, USB sticks, External Hard Drives, CDs, DVDs. Include the size of the content stored on each medium.
	Storage Medium
	Age of medium
	Size of content stored

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Any storage medium that is over 5 years old may need to be replaced to ensure the content stored on it remains accessible. You can replace with like for like storage or the use the information in ‘Keep Your Content – Level 2’ to change or upgrade your content. 
Remember to update your list when you replace or add new storage mediums. 

