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GMA A09/1/3/2/6
Photograph of two children, Glasgow, taken by Joan Eardley c.1963
Joan Eardley Archive, National Galleries of Scotland



Why should you catalogue your collection? 
To bring order to chaos!

GMA A35/1/3/180
Folder of photographs of the 

International Surrealist 
Exhibition, London, 1936
Roland Penrose Archive, 

National Galleries of 
Scotland



Why should you catalogue your collection? 

To help 
preserve your 
photographs!

To save time 
(in the long 
run)

GMA A35/1/3/186/5
May Day Demonstration, Hyde Park, London, 1938

Roland Penrose Archive, National Galleries of Scotland

GMA A35/1/3/378
André Breton and Jacqueline Lamba at the International Surrealist Exhibition, London, 1936
Roland Penrose Archive, National Galleries of Scotland



Why should you catalogue your collection? 
So you can share what you have.



Why should you catalogue your collection? 
So you can share what you have.

https://www.communityarchi
ves.org.uk/index.php

https://www.communityarchives.org.uk/index.php
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Using Excel to catalogue

If you don’t have archive software like CALM, 
use Excel:

• It’s usually included free on Windows
• Most people are familiar with it, or can 

easily pick it up
• It’s easy to input data into
• It’s searchable
• The data can be exported into CALM or 

other databases of archive collections later 
on GMA A63/15

Carton de seins de Marcel Duchamp, Galerie Maeght, Paris, 1947 
National Galleries of Scotland



Example of an Excel spreadsheet

R:\Archive & 
Library\VISITS\Scottish Council on 
Archive Caring for Photographs 
event Sep 2019\Template for 
cataloguing photographs.xlsx

GMA A33/2/02/1/01
Photograph album of the Dean Orphanage, c.1890s

National Galleries of Scotland

file://W2k12vm-file3/curatorialadmin$/Archive & Library/VISITS/Scottish Council on Archive Caring for Photographs event Sep 2019/Template for cataloguing photographs.xlsx


Cataloguing tips: 

• Be accurate! Check your spelling, and double check people’s names

• Give as much contextual information as possible, it’ll help when searching

• Try and give a description of the image (especially if there are lots of similar 
images) – e.g. ‘tower block with young boy in foreground and dog barking 
at left’

• Have a format cheatsheet nearby: https://www.nedcc.org/free-
resources/preservation-leaflets/5.-photographs/5.2-types-of-photographs

• Don’t use the term ‘miscellaneous’  - it’s not helpful!

https://www.nedcc.org/free-resources/preservation-leaflets/5.-photographs/5.2-types-of-photographs


How do you number the photograph?

Don’t use something that doesn’t come off (like pen). Use pencil to write on the back of 
the photo (not on the image itself). 

Depending on the paper, can use a normal pencil, or a chinagraph pencil:

Or, can write in pen on the enclosures if 
you don’t want to write on the photographs 
themselves:



Funding Avenues

National Archives’ Cataloguing Grants: 
https://www.nationalarchives.gov.uk/archives-sector/finding-
funding/archives-revealed/cataloguing-grants/

Digitisation funding:
https://blog.townswebarchiving.com/2018/02/sources-
funding-for-heritage-digitisation-projects

Crowdfunding
https://www.nationalarchives.gov.uk/archives-sector/finding-
funding/how-to-fundraise/4-different-types-of-
fundraising/crowdfunding/

Donors
https://www.nationalarchives.gov.uk/archives-sector/finding-
funding/how-to-fundraise/4-different-types-of-
fundraising/cultivating-new-donors/

GMA A09/1/3/4/3
Joan Eardley in her Glasgow studio sketching a boy (photo by Oscar Mazaroli) 

Joan Eardley Archive, National Galleries of Scotland

https://www.nationalarchives.gov.uk/archives-sector/finding-funding/archives-revealed/cataloguing-grants/
https://blog.townswebarchiving.com/2018/02/sources-funding-for-heritage-digitisation-projects
https://www.nationalarchives.gov.uk/archives-sector/finding-funding/how-to-fundraise/4-different-types-of-fundraising/crowdfunding/
https://www.nationalarchives.gov.uk/archives-sector/finding-funding/how-to-fundraise/4-different-types-of-fundraising/cultivating-new-donors/

