
[Date] 

[Client Name] 

[Client Address] 

[City, State, Zip Code]  

Subject: Advisory Regarding the Preservation of Architectural Blueprints 

Dear [Client Name], 

Following the successful completion of [Project Name/Address], we are writing to provide 

guidance on the long-term preservation and storage of your architectural blueprints and technical 

documentation. 

These documents serve as the official record of your property's structure and utility systems. To 

ensure their longevity and accessibility for future maintenance or renovations, we recommend 

the following protocols: 

• Physical Storage: Keep paper copies in a cool, dry, and dark environment to prevent 

yellowing, moisture damage, or ink fading. Store them flat in acid-free folders or hanging 

in specialized blueprint racks. 

• Digital Redundancy: Maintain multiple backups of the digital files (PDF/CAD) 

provided to you. We recommend saving copies on a secure local drive and a password-

protected cloud service. 

• Access Control: Ensure that your facility manager or designated representative knows 

the location of these files, as they are critical for emergency repairs and local building 

code compliance. 

Please note that while our firm maintains an archive of these records for a period of [Number] 

years, the primary responsibility for the security of these documents now rests with the property 

owner. 

If you require additional copies or have questions regarding the technical specifications within 

your set, please do not hesitate to contact our office. 

Sincerely, 

[Your Name/Signature] 

[Your Title] 

[Firm Name]  


