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Digital Preservation
Steps

Digital
Preservation
Paper is easily
damaged by
water, misplaced or
discarded. Favorite
Web sites vanish
overnight or you
forget to save the
URL. Songs and
games, once played,
are often forgotten.
What can you do
to help preserve
materials you need
for future reference,
to ensure you will
have them when
needed?
NOTE: Information
for many of these
steps can be found
at the Library of
Congress
(digitalpreservation.gov).

1. Why start an archive?
Why do you need to archive digital materials? Digital ﬁles are fragile. They can easily be
lost or damaged. Some reasons for archiving your ﬁles might include:
• Family heritage
• Cultural heritage
• Organizational heritage
• Event documentation
• Service project documentation
• Training materials
What other reasons would you want to archive materials?
2. Starting a personal digital archive.
The main reason to start a digital archive is to not lose things you may need in the future.
These items might be personal such as family photos and video, support ﬁles for volunteer
work or even professional documentation. Determine the type of archive you are starting.
Then, think about what you need to store. Is it physical items you need to digitize? Digital
items that you need maintain a copy of? List everything you need in your archive.
3. Creating an organization system.
You need to organize your digital materials in a way that makes sense to you. You could
do it chronologically (by date), by event, by subject, etc. In addition to folders, you can
use ﬁlenames to help organizing by using years, speciﬁc dates, etc. Look at what you’re
archiving and determine what will work best for you. When you’ve decided your archival
organization, create a document explaining the organization and keep it with your archive.
4. Storage media.
Storage media changes frequently. The CDs you used a few years ago have migrated
to DVDs. External hard drives are available. Each storage method has pros and cons.
For example, CDs are cheap and easily created . . . but they last an average of 2-5 years.
Review the ways you could archive your materials. Decide which will work best for you.
Remember, you need to have at least two solutions in case one fails. Don’t forget to
address off-site storage solutions.
5. Online storage.
Online storage sounds like an opportune possibility. However, archiving sites may allow
others to peruse your materials. Some make your materials their own. Make sure you read
the ﬁne print on what you’re agreeing to before uploading your digital ﬁles. Compare
prices, size limitations and longevity as well.

6. Our changing world.
As technology advances, the ways we store materials will change. The ﬁle formats of today
may not work tomorrow. Digital ﬁles require active management to make sure they are
still accessible as change occurs. How are you going to keep your archive updated? One
possibility is to work with open formats (formats that are not proprietary to one piece of
software or hardware). What other technology exists to help you archive and maintain
your ﬁles? Create a schedule to check your data ﬁles and / or to update the ﬁles themselves to newer formats to make sure they continue to be accessible.
7. Sharing materials.
While you may be happy to send your photos to Aunt Martha, there are people you don’t
want to have your photos. This goes for anything you create yourself. Copyright has been
the way we protected ourselves. If you created it, you owned it. Today, Creative Commons
allows us to give away some of our rights. We can allow others to enjoy and share our
work without our permission. Review the current copyright laws. Also review the choices
you can make via Creative Commons. What works best for you?

Preservation items
8. Photos and visual media.
Photos and other visual items are probably the items you want to archive the most. They
are personal and unique. JPG is the most common format today for images. Before you
start, create a list of all the photos you wish to archive, including some ideas to help with
your archive.
• Ask other family members to keep copies of photos on hard drives
• Digitize / print photos you only have one copy of
• Create non-digital avenues of distribution
• Create physical items like scrapbooks
Discuss ways you can archive and retrieve your visual media quickly.
9. Podcasts, videos and home movies.
Video and audio take enormous amounts of space to archive. Leaving it on the master
tape may sound like a great idea, but what happens if your player no longer works? There
are many digital formats for these applications. Research formats and their popularity to
ﬁnd out what formats would work best for your archiving strategy.
10. Web pages.
Per the Library of Congress, it is estimated that the life span of most Web sites is 44-100
days. If you see something you want to keep, your best bet is to get it immediately. Check
out some pages you have bookmarked or made favorites. Are they still pertinent? Find a
Web page you want to keep and save it to your hard drive. Be aware of the following:
• Make sure graphics are included
• Make sure you can access it after you save it
• Verify that the Web page elements are on your copy
Feel free to check out archives from the Library of Congress on Hurricane Katrina, 9-11
or another event to see how they are archiving our history.
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11. E-mail.
Some e-mail programs save all of the header information as well as the e-mail message,
making ﬁnding the information within the digital ﬁle hard to ﬁnd. Printing emails is a
physical storage nightmare. Depending on the information, you may want to save the
emails themselves into appropriate folders or even create a database to store information
from within the emails themselves.
For example, you can create a text document containing poems to read at your
scouting ceremonies by taking the information you need out of emails and then discarding
the emails themselves. You’ll have the information, collected in one location, without
having to sort through numerous emails later.
Explore ways you can keep e-mail information long term.
12. Making it digital.
Scanning, photographing or resetting words can all be ways to create digital text. Look
at your physical materials that you would like to digitize. What about items that are not
so easily digitized like songs sung at camp or your thoughts about how the world is
changing?
Examine your skills at digitizing materials. How are your typing, photographing, scanning,
audio and video skills? Can you edit these ﬁles to make them better? Explore how to
create digital ﬁles and if you have the hardware, software and knowledge to do this
yourself. If not, ﬁnd others who can do the work for you. You may be able to trade off
some of the digitizing cost instead of paying for it.
NOTE: When editing items, such as photos, make sure you keep the original intact. You
may damage the ﬁle during editing and need to start over. Always do a “save as” before
working on images. Do not edit the original.
13. Keeping it printable.
Sometimes you need to print out what you have saved. Try printing a photo from your
cell phone to see what lack of pixels can do to your prints. For professional reproductions,
scanning continuous tone (photos) is best done at 300 ppi and text (documents) at
800 ppi. Saving ﬁles at this size take up incredible amounts of room. OCR programs
allow you to create text documents out of scans, but you need to make sure there were
no errors in the conversion. Examine digital ﬁles you have. Are there any you need to
replace because they don’t print well? How do you anticipate printing your ﬁles in the
future? Do you need the resolution of professional reproductions or can you go with a
lower resolution (ppi)?
14. Portable document format — PDF.
Adobe Acrobat is no longer the only program you can use to create PDFs. Check out
planetpdf.com for more possibilities. PDF ﬁles are also multi-platform. You can save a PDF
on your computer and send it not only to Windows, Apple and Linux machines, but many
phones also have applications to view PDFs.
Instead of saving scanned documents as individual pages, you can combine them into a
single PDF. Part of the PDF format is compressing your graphics into a smaller PDF ﬁle.
You can also print Web pages to PDF so you don’t have to worry about missed graphics.
Look into the possibility of PDFs for archiving possibilities.
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15. What else might you preserve?
To this point, we’ve examined photos, printed documents, scrapbook pages, video
and audio. Do you have three-dimensional items you’d like to preserve?
For example, my oldest daughter had special blanket and special pillow that went
everywhere with her. For a scrapbook page, I scanned both items. To scan these items,
you might want to invest in a dark cloth and acrylic frame. The frame will allow
three-dimensional items not to be ﬂattened and the dark cloth will simulate the
scanner lid.
What other non-traditional items might you digitize and include in your archive?

Sites to Explore
digitalpreservation.gov
digitalpreservation.gov/you
easydigitalpreservation.wordpress.com
en.wikipedia.org/wiki/Computer_data_storage
digitalpreservationstrategies.blogspot.com
www.rense.com/general52/themythofthe100year.htm
www.planets-project.eu
blogs.ukoln.ac.uk/jisc-bgdp/2010/08/23/preserving-digital-lives
www.copyright.gov
creativecommons.org
planetpdf.com
www.scantips.com/basics04.html
www.wikihow.com/Scan-Documents

Check out larajla’s Enrichment Project
to start your own adventure.
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