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About: With the myriad file formats to choose from, which is the
best for creating digital content?
To maintain consistency of data produced within the company,
the following cheat sheet should be consulted in order for digital
content to remain viable and accessible into the future.
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TEXT
Good Choice:
Alternatives:

PDF or PDF/A
.TXT
.HTML
.RTF
.DOC

STILL IMAGE
TIFF
.JPEG
.PNG
.JPEG-2000

Good Choice:
Alternatives:

MOVING IMAGE (VIDEO)
Good Choice:
Alternatives:

MPEG-4 (.mp4)
.JPEG-2000
.MOV

CRITERIA TO CONSIDER:
Ubiquity – Is the file format widely used?
Support – Is there help available for file format?
Disclosure – Is there good technical documentation about
the file format?
Documentation Quality – Is the documentation on the file
format thorough and easily understood?
Stability – Is the file format constantly changing?
Ease of Identification and Validation – Can the file format be
accurately identified?
Intellectual Property Rights – Does the technology relied
upon by the file format have restrictive patents or intellectual property?
Metadata Support – Can metadata be added to the file?
Complexity – Does the format have the necessary features
without being over-specified?
Interoperability – Can the file be processed among various
systems?
Viability – Does the format allow for detection of file
corruption?
Re-Usability – Can the format be processed for future uses?

NOTE:
AUDIO
Good Choice:
Alternatives:

WAV
.FLAC
.MPEG-1

Using proprietary file formats is best avoided for the long-term
usage of files. Unless the formats are widely used (e.g. PDF, .doc,
.xls), you might have difficulty accessing the files in the future. If it
is possible to convert to one of the recommended file formats, do it.

TIPS:
If a newer version is available, update the file format to
new standards to prevent obsolescence.

DATASET
Good Choice:
Alternatives:

CSV
.TAB
.XLS

If quality is a concern, avoid formats that use compression
algorithms that reduce the audio or image quality.
Strive to use open file formats whenever possible, especially
for long-term use.

References: Brown, A. (2008) Digital preservation guidance note 1: Selecting file formats for long-term preservation. UK: The National Archives.
Retrieved from http://www. nationalarchives. gov. uk/documents/selecting-file-formats. pdf.
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About: With the myriad storage media to choose from, which is
the best for storing digital content?
To maintain consistency of data produced within the company,
the following cheat sheet should be consulted in order for digital
content to remain viable and accessible into the future.

Common Storage Media
CD-R
DVD-R
Linear Tape
Open (LTO)
Hard Disk
Drive
Flash Memory
Stick and Card
SHARING CONTENT:
If you want to share your content, use a flash drive for
one-to-one interaction, and a cloud-base solution when
sharing content with multiple people (Google Drive,
Microsoft OneDrive, or DropBox).
However, do not depend on cloud-based storage for
long-term storage. Why?
Proprietary software to access files.
You have less control over the storage.
You remotely access your content, so if there is a
technical error you may not have access to your
content.

CRITERIA TO CONSIDER:
Longevity – What is the lifespan of the storage
media?
Capacity – How much storage space is available?
Viability – Is the storage media prone to data
corruption?
Obsolescence – How quickly will the storage technology be outdated?
Cost – Is the storage media expensive?
Susceptibility – Is the storage media physically
durable?

NOTE:
While email is wonderful for communicating, it is
best to avoid using it for storing content or sharing it
when better alternatives exist. The main issue is the
file is static and any changes must be re-emailed,
thus introducing a new problem of tracking the latest
version of the file. Solutions like Google Drive are
better at sharing content among multiple people.

TIPS:
Periodically backup your files.
Use cloud-based technology for immediate
sharing of files, but maintain a local backup of
your content for long-term use.
Avoid spreading content to multiple storage
media if possible.
Use an external hard drive if you need to store
large amounts of content for long periods of
time.
Maintain centraility when storing content, rather
than spreading out the content on multiple
storage devices.

References: Brown, A. (2008) Digital preservation guidance note 2: Selecting storage media for long-term preservation. UK: The National Archives.
Retrieved from http://www. nationalarchives. gov. uk/documents/selecting-file-formats. pdf.

