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How to Protect

Your Records




You need to keep two kinds of documents safe for your art business: physical (paper)
documents and digital documents. Here’s a list of each type of document you should protect

and come up with a plan for safeguarding them:

Physical
documents

Physical records, like paper documents, slides, printed
photos, and other materials (excluding your actual
artwork), are crucial for your art practice. Even though
we live in the digital age, many artists still have plenty
of physical records related to their art, practice, and
business. It’s wise to gather these important documents
and make copies to store in another place as a backup.
You might also consider digitizing these records, storing
them on a portable hard drive, or in the cloud.This way,
you’ll have easy access to them whenever needed, and
they’ll be safe from physical damage or loss.

Betania Ridenour, Broom Maker
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These may include:

Practice-related documents

* Resume * Tax records (property, income, sales)
* Artist statement & bios * Inventory
* Work samples (slides, digital images, recordings, tapes, * Legal documents

DVDs, CDs, , etc. ‘ [
s, CDs, scores, etc.) * Lists of suppliers and vendors

* Business-related documents (tax returns, bank (including shippers)

statements, legal contracts, personnel files, etc) * Contact List (including collectors, customers, agents,

* Contracts and agreements (sales, licensing, commission, gallery owners, art dealers, show producers, etc.)

loan, consignment) * Archival materials

* Invoices and receipts , ,
P * Notes relating to your creative process

* Current working documents (budgets, applications, image L
& (budg PP 8 * Grant applications and awards
files, etc.)

. . , * Press materials
* Visual documentation of your studio

(photo or video) * Flyers, postcards, catalogs, chapbooks, one-of-a-kind or

, : , last-of items, etc.
* Artwork valuation (bills of sale or appraisal)

] ) ] * Portfolios
* Important correspondence like official or certified

letters, emails, etc. (electronic and hardcopy) * Releases

* Financial records (accounting and payroll)



Protecting Your

When it comes to digital records, start by

organizing and keeping them safe. Here’s what
you can do:

* Regularly back up your computer’s hard drive.

* Think about using an online service, like a cloud, to
store copies of your documents.

* Decide which files are important to back up and how
often to do it.

e Use an external hard drive or a thumb drive as a
backup and keep it in a different place from your
home or studio.

Digital Records

Amber Mustafic, Fiber Artist



Sephra Reyes, Jewelry Artist

Stay Informed

In today’s online world, it’s important to know how
to spot scams. Here’s what you can do to reduce
your risk:

Learn to recognize suspicious emails. They might come
from unknown senders or seem to be from someone you
know. Always check the sender’s email address to confirm
its legitimacy. And if you’re unsure, it’s best not to open
the email at all.

If you do open a suspicious email, avoid clicking on any
links within it. These links could give scammers access to
your computer, software, email, or bank accounts, putting
your assets at risk.

Only download programs from trusted sources. Be
cautious of downloading anything from unknown or
unverified sources.

If you receive an email or text message that makes you
uneasy, stop and think before taking any action. Consider
whether it’s necessary to open the message at all.

Remember, if you receive an email from a reputable source
but you're still unsure, it’s perfectly fine to call and confirm
its legitimacy. Legitimate contacts won’t mind you verifying
their communication.



Stay Safe, Stay Ready:

* Use strong passwords when creating or updating
online accounts.

* Reputable companies won’t ask for your
passwords. Keep them private and only for
your use.

* Don’t let anyone unauthorized access your
sensitive information.

* Safely dispose of old computers. Check if your
local recycling center offers e-cycling or find a
business that does.

* Install antivirus and security software on your
computer to keep your documents and internet

browsing safe. _ .
Anisa Stewart, Jewelry Artist

* Regularly update your operating system and
software for added protection.
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Order the Studio Safety Wall Order the Business Insurance
Poster (2’ x 3’) or download free at Guide or download free at

www.cerfplus.org www.cerfplus.org

Visit the Studio Protector website: www.studioprotector.org
for more information, details, and resources that
are outlined in this guide.
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