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• Why create and maintain a Personal Digital archive?

• Define a few concepts 

• 3 Step Digital Archiving

• Physically storing digital stuff

• Preserving your online digital stuff (social media, websites, email)
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Neglect is not 
benign for digital
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Why archive your 
digital files?



Threats to Digital Files

• Digital hardware failures

• Lost login information

• Digital storage service failures 

oService's storage technology can fail

oDigital Storage businesses can fail

oUser export options change

• File formats can become inaccessible
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A few concepts

• Digitized or Born Digital?

• Proprietary or Open Source?

• File formats

• Metadata

• Digital Storage
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BORN DIGITAL
Content created digitally.  This 

material has always been digital

Examples:

Office files: word documents, 

spreadsheets, PowerPoint slides 

Social media, web content

Email

DIGITIZED
Content was not created digitally, 

but was transformed into a digital 

file through digitization (scanning, 

imaging)

Examples:

Scanned photograph or text 

document

Digital surrogate of a cassette tape
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PROPRIETARY
Technology (usually software) 

that is privately owned and 

controlled under licensing 

terms that restrict users' rights 

to modify, distribute, or access 

the technology and its 

underlying source code.

Example: Microsoft Office

OPEN SOURCE
This software's source code is 

freely available to anyone, 

allowing users to view, modify, 

and distribute the code under 

specific license terms.

Example: LibreOffice 
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File Format

The structure of a file that 

defines how data is stored, 

organized, and interpreted by 

software applications

File formats can be open 

source or proprietary

Examples:

• Microsoft Word (.docx)

• GIF, JPEG, and PNG

• Portable Document Format 

(.pdf)

o PDF-A for Archival Use

o PDF-UA for Universal 

Accessibility
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Digital Storage

Removable Media – floppy 

disks, CDs/DVDs, external 

hard drives

Server - a computer or system 

that provides resources, data, 

services, or programs to other 

computers over a network

Local storage – files saved on 

your computer

Cloud storage – files saved on 

someone else's server
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Metadata
Data that provides 

information about 

other data
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3 Step Digital Archiving

• Select

• Organize

• Maintain
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Select

• Decide what digital files you want to save

oLevel of current and future use

oUniqueness 

oPersonal value

• Identify what kind of files you want to save
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Store

• Identify where files are currently stored 

• Create back-up copies

o Recommend at least two different storage mediums/locations.            

For example: Box Drive and an external hard drive

o Consider 3 copies for your most important files 
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Manage

• Folder and file names

oBulk Rename Utility – free download for personal use

• Schedule annual storage check

• Schedule hardware refresh every 5-7 years
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To the Handout!

How do I create ?
(aka what devices 
and services do I 
use to create … )

Where do these 
files and/or 
information “live”?

What are the file 
types/formats for 
these?

Do I want these 
files in my 
permanent 
personal digital 
archive?
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Physical Storage – Floppy Disks

• Store away from magnetic fields such as speakers, televisions and PCs.

• Store boxed discs upright on shelves or within boxes on shelves.

• Label the boxes rather than the disks.

• Avoid adhesive labels as the adhesive can migrate and damage the magnetic 

media.
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Physical Storage – CDs and DVDs

• Store discs vertically in jewel cases, preferably polypropylene.

• If you need to label discs, use a water-based permanent marker on 

the clear inner hub.

• Avoid applying adhesive labels.
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Physical Storage – Solid State Media
(USB sticks, memory cards, etc)

Flash drives, pen drives, compact flash and SD cards are solid state 

with no moveable parts. The inner workings are primarily a printed 

circuit board soldered into place.

• Always replace the cap on USB sticks.

• Store in a cool, dry place
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Online Content – Social Media

• If the website supports exports

oRun a test export to see how what content is exported and how 

it's organized

oSchedule reminders to regularly export content

• If exporting is not possible, consider preserving content pre-upload 
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Online 
Content
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Access archived web 

pages by searching the 

Wayback Machine

Use "Save Page Now" to 

self-serve web archiving 

via the Wayback Machine

web.archive.org



Email
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• Parts of an email

oHeader

oBody text

oAttachments

oWeb content

• Where is your email stored?



Library Resources

Coming soon!
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Resources
• State Library of North Carolina – Personal Digital Archiving Workshop Handout

+ https://statelibrary.ncdcr.gov/digital-information-management/personal-digital-archiving#Tab-

WorkshopsTools-468

• Library of Congress Guidance

• Personal Digital Archiving: https://www.digitalpreservation.gov/personalarchiving/

• Email archiving: https://www.digitalpreservation.gov/personalarchiving/documents/archive_email.pdf

• File Formats: https://www.loc.gov/preservation/resources/rfs/

• The Internet Archive: web.archive.org

Community Archiving Resources

• Caring for Taonga Digital Collections from National Library of New Zealand

• https://natlib.govt.nz/files/collectioncare/caring-for-taonga-digital-collections.pdf

• Digital Preservation for Community Archives: Just One Thing from Digital Preservation Coalition

+ https://www.dpconline.org/docman/digital-preservation/community-archives-digital-preservation-toolkit/3382-

digital-preservation-just-one-thing/file 
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Thank you!
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