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One of the most important 

things you can do to preserve 

your files is organize them 

early and often. 

1 

Every time you name a new 

file, consider whether your 

successor will be able 

understand what is in the file 

without having to open it. 

2 

When you name a file, give it a 

permanent name. Don’t name 

it “draft1.doc” and promise 

yourself that you will come 

back and rename it later. 

3 

Expect files to last no more 

than 3-5 years. Longer than 

that, and you should plan to 

update file formats and 

transfer to new hardware. 

 

4 

Save audio that needs to be 

kept for more than 3-5 years 

as WAVE or BWF. 

9 

CDs are good for access, but 

not for preservation. The 

average lifespan of a CD is just 

a few years. 

10 

Get to know your records 

retention schedule (if you 

don’t know about it, ask your 

supervisor).  It tells you about 

which records need to be 

retained and for how long. It’s 

very likely you are keeping 

records unnecessarily long. 

11 

Know which networks, servers, 

and computers at work are 

backed up and what aren’t. 

You may be surprised what 

you learn. 

12 

If you keep records in cloud 

storage, also keep local copies. 

Check the policies of the cloud 

storage service provider: do 

you have access to download 

your data for free? 

 

13 

Sometimes, it’s better to save 

records on paper or microfilm, 

especially if your office doesn’t 

feel confident in its ability to 

maintain computer files over 

the long-term. 

14 

Don’t let your email get out of 

control. Before you leave the 

office every day, make sure 

that your email inbox looks like 

the mailbox at your front door: 

empty. 

5 

Backing up a file isn’t the same 

as preserving it. You may have 

backed up the file, but will you 

have the software to access it 

several years down the line? 

 

 

6 

Save word processing 

documents that need to be 

kept for more than 3-5 years 

as PDF/A. 

7 

Save images that need to be 

kept for more than 3-5 years 

as TIFF or JPEG2000. 

8 

When working on drafts, include  

version number, your initials, and  

the date in the file name: 

air_quality_report_draft_v1_JD_20121010.docx 
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