
Art Biz
Organizing

Tools

Word Processing
Word, Pages, Google Docs >
Documents you reuse that need to
be formatted for printing: Contracts,
Proposals, Form letters

Email Software
MailChimp, Kit, Constant Contact

> Email list storage and
correspondence

Paper
Receipts, Daily tasks, Official mail,
Brainstorming, Journaling

Financial Software
Sales, Expenses, Income Projection

Knowledge Management
Software (KMS)

Notion, Evernote, OneNote, Coda >
Capture and organize projects, tasks,

ideas, notes, SOPs, forms, and
anything you want to remember

Digital Task List
Asana, Trello, Todoist > Projects,

Tasks

Artwork Archive
Inventory, Collectors, Art forms

Spreadsheets
Excel, Numbers, Google Sheets:
Collector info, Income projection,
Content calendar

Digital Calendar
Scheduled appointments, time blocking

Photo Organizer
Lightroom, Desktop, Photos >

Find images of your art quickly

Cloud Backup
Peace of mind because you know you
are securing your life’s work
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