10 Things You Can Do To Care for Your Film, Video, and Audiotape
1.  Keep all materials in some sort of enclosure.  Hard, non-acidic, plastic cases are preferred, but if nothing else is available, any plastic bag or box will help protect the materials from water, dust, dirt, and other contaminants that may damage the media.  

2.  Label all film video, and audio materials AND their containers.  Put the same information on both.  Minimum information to include on labels: title, date, total running time, and a unique identifier.  If possible, create an inventory of all your materials; include the identifier, title, date, total running time, and the format of the carrier (e.g. Betacam SP, Mini DV).  Make multiple copies of the inventory and store them in different places.  

3.  Strive for proper climate control.  To avoid deterioration, film should be kept in cold storage (> 4°C) with very low relative humidity (> 40% RH).  Video and audiotape should be kept in cool storage (11°C) with low relative humidity (> 50% RH).  However, it is often difficult and expensive to achieve these conditions.  Do your best to keep your materials in a cool, dry place.  Avoid storage in areas where temperature and humidity have high fluctuations.

If you have film materials (such as 16mm), and cannot put them in cold storage, rewind film every 1-2 years to circulate air and avoid/control vinegar syndrome.  You may also use a desiccant (such as silica gel) inside the sealed film can to help keep the relative humidity lower. This must be periodically replaced once the desiccant becomes saturated, and should be disposed of as a hazardous material.

4.  Do not store your materials in a basement, directly below a roof, or on the floor.  Avoid endangering materials in case of roof leaks or basement floods.  These rooms tend to fluctuate in temperature and humidity, which cause magnetic tape to contract and expand and will cause long-term damage.  If materials are on a low shelf, make sure it is at least a few inches off the floor.

5.  Activate the erase lockout/record protect option on tapes.  Avoid accidentally recording over or erasing a tape during playback or transfer.  

6.  Keep tapes rewound.  This will keep the pack evenly distributed.  In addition, if the exposed part of the tape is exposed to water, dust, or other contaminants, it is best that the leader receive any damage, and not important images.

7.  Make sure you have a good, even wind for film and open reel audio (e.g. ¼”) and videotapes (e.g. 1”), and secure the edge with paper tape.  Put leader on film materials, and label the leader with title, date and identifier.  If new leader is not available, use clean scrap film.

8.  Keep any paper materials separate from video, audio, or film materials.  Do not keep paper inside of cassette containers or film cans.   Paper holds moisture and can become acidic, causing damage to the media.  

9.  Store tapes vertically (spine up), and films horizontally (flat on the shelf).  This will keep the pack or wind evenly distributed, which will prevent bending, warping, and other damage.  Also, the container will better protect the media inside from falling water.

10.  Create backup copies of your materials whenever possible.  Store duplicate materials in separate places.  In the case of a disaster, you will be less likely to lose all your materials if they are duplicated and stored separately.  For film and video makers, consider exchanging your backups with a colleague.  
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