
ARCHIVE STRATEGY

[bookmark: _heading=h.8whwe83545xz]Inventory
A good first step is to better understand the current status of the digital materials you already have. A simple way to do this is to document some basic information about your digital assets in an inventory, including details like data size, content types (e.g. video, audio, text), file formats (e.g. PDF, WAV, MOV), and storage locations (e.g. external hard drive, Dropbox, Google Drive, iCloud). The goal here is not to document all the details about each individual file, but rather to create some high-level categories and summary information for your digital assets. 
Here are some questions to guide the inventory process:
· What kinds of digital assets are you creating? 
· Where are you storing these assets?
· What’s the data size of these assets? 

Use the Digital Asset Inventory template as a starting point, and customize it to fit your context and needs.
[bookmark: _heading=h.ziik88u9y1ht]Select
Developing a systematic approach to organizing and describing your materials is a fundamental step in creating the conditions that will allow for and facilitate continued access. 

Think about your work processes and the materials that result from those activities. 

· What types of materials do you regularly need to find and use during a project? 
· What types of materials do you find yourself needing after a project ends / completes?

Develop 5-8 categories for your digital assets:
	Category
	Example materials

	
	



The aim of creating a set of value levels is to provide a framework that can help with the routine tasks of organizing and categorizing materials that are produced during your regular workflows and processes. The language or labeling of a set of value levels should be meaningful and useful to you, but also reasonably easy to understand by others. 


Develop a set of value levels: 
	Value Level
	Description
	Example

	
	
	




After you have determined your basic categories and value levels, you can combine them into an overall selection framework. This can be used to guide the selection process to determine what assets should be moved to the archive and the end of a project or program.
	Category
	Example materials
	Value Level
	Duration




[bookmark: _heading=h.uucfwkwtkbas]Describe and Organize
[bookmark: _heading=h.72ac5cy3ylqt]Filenaming
How files are named and what formats they are saved in will have a significant impact on their continued access. Developing and consistently using a file naming convention will make it easier to find, open, and quickly understand the contents of files over the long term. 

Think about your work processes and outputs. If you have already documented your process and started to list the various outputs that are created and/or collected during different activities, review and reflect on this list and consider the following questions:

· What are the different types of digital materials that you are regularly creating yourself? 
· How are you currently naming your files? 
· What elements / aspects of these file names are useful? 
· What elements / aspects of these file names are not helpful? 

Draft 1-3 different approaches for a file naming system using a basic structure such as: 

[ date ]-[ content1 ]-[ content2 ]-[ version ]


[bookmark: _heading=h.a1czld2k9koa]File Formats
A key element that has a significant impact on the ability to access a digital file in the future is its file format. A file format “defines how information is encoded in a digital file”, providing instructions for how that information can be rendered and displayed by software applications. 
Determining what file formats digital assets will be saved in during the creation process is an important step in preparing those assets for future access and use.

File Format Preferences
	Content Type
	Preservation
	Access

	Text Document
	PDF
	PDF

	Still Image
	TIFF, PNG
	JPEG

	Audio
	WAV
	MP3

	Video
	MOV, MPEG2
	MPEG4

	Design / 3D (vector)
	SVG, DXF
	PDF

	Design / 3D (raster)
	TIFF
	PDF

	Email
	EML, MBOX
	EML, MBOX



[bookmark: _heading=h.8enz4jeiy8fx]Store and Maintain
Storage is a key part of the overall infrastructure needed to support long-term access to valuable digital materials.

At a basic level there are two categories for preservation storage, local and cloud. Depending on your needs and resources, one or both of these options may make sense. It’s likely some combination of the two will be a reasonable option.

Local (Onsite) - 
Local options include storage on devices such as external hard drives, NAS (Networked Attached Storage) devices, or some other kind of server environment with storage. 

External hard drives can be good initial options since they are relatively easy to set up and use, most people are already familiar with them and are reasonably affordable. But these devices have relatively limited life spans of about 5 years and are likely to fail near the end of this span, so they need to be regularly replaced to ensure content isn’t lost. Also, as your storage needs start to grow and you need to use multiple drives, then you’ll need to manually track what content is stored on different drives.

NAS devices are a good next step option for local storage. They typically include hardware where multiple individual drives are connected. This allows for RAID array setups, and also so that new drives can be added if older ones reach the end of their life spans. You can also configure multiple devices to automatically backup to local NAS devices. They tend to be more expensive than individual external hard drives, but can be a good option, especially if you need to store large volumes (multiple TBs) of data. 

Cloud (Offsite) - 
Using a cloud-based storage service is the simplest, most direct way to ensure that a copy, or copies, of your most valuable digital materials are stored in a different geographic location. 

There are numerous cloud storage services to choose from, but it’s important to consider some factors when making a choice on what service to use: 
· No cloud storage service will meet all your needs perfectly, so it’s useful to identify what your highest priority storage needs are and focus on those initially.
· It’s important to read the details of cloud storage service agreements because this is where issues like fees related to downloading data may be found.
· Determine ahead of time what it would take to get all of your data out of a cloud service if you had too. This will likely be time consuming, but it is highly likely you will need to move to a different service in the future, so understanding how this will work will help prepare for this scenario

	Copy Name
	Content Details
	Storage Option

	Primary 
	The initial versions of digital files created and stored on the primary computer. These files are likely being regularly updated and changed as part of ongoing projects / activities. 
	Laptop

	Preservation 1
	An initial copy of selected digital files that have been designated as archival / preservation and stored either locally or via cloud storage service
	External hard drive

	Preservation 2
	A secondary copy of selected digital files that have been designated as archival / preservation and stored either locally or via cloud storage service
	Cloud storage service





Create your own version of a storage strategy. 

· Where you are digital assets currently stored?
· Do you need to add / expand to maintain at least 3 copies of your preservation versions?

	Copy Name
	Content Details
	Storage Option

	
	
	




