
 

15 TIPS  
FOR 
MANAGING 
YOUR  
ELECTRONIC  
RECORDS 
ELECTRONIC 
RECORDS DAY  
10.10.2012 
 

Focus on your most important 

files. These files may include: 

resumes, school papers, 

financial spreadsheets, letters, 

maps, and family histories. 

1 

Open your important files at 

least once a year to check that 

they haven’t developed errors. 

2 

Create multiple copies of files 

and manage them in different 

places: hard drive, secondary 

computer, the cloud. Don’t just 

back up files to one place. 

3 

Avoid emailing files to yourself 

as a way to back them up. 
4 

Save important images as TIFF 

or JPEG2000. Use JPEG only to 

make copies; it uses “lossy” 

compression, meaning that 

every time you open and save 

the file, information is lost. 

9 

Save important audio as WAVE 

or BWF. 
10 

If you keep files in cloud 

storage, also keep a local copy 

of important files. 

 

11 

At least every 3 – 5 years you 

will need to copy and 

migrate/convert your files to 

new media.  Storage media 

have limited life spans, and 

hardware and software 

changes can keep you from 

accessing files stored on media 

that hasn’t deteriorated. 

12 

When you name a file, give it a 

permanent name the first 

time. Don’t name it 

“draft1.doc” and promise 

yourself that you will come 

back and rename it later. 

13 

Choose high quality hardware. 

CDs are good for access, but 

not for preservation. The 

average lifespan of a CD is just 

a few years. 

14 

Organize your files by giving 

individual documents 

descriptive file names.  

Creating a directory/folder 

structure on your computer 

will help you organize your 

files.  Write a brief description 

of the directory structure and 

the documents for future 

reference. 

5 

When you update to a new 

version of software—Office 

2010 to Office 2013, for 

instance—open your 

important files and resave 

them. This updates the file 

format version. 

6 

Even better, save important 

files in a format that is more 

likely to last a long time. 

7 

Save important word 

processing documents as 

PDF/A. 

8 
To ensure that your images 

last for decades, order prints 

from a lab that will place them 

on an archival medium.   
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