
Topics in Born Digital 

Archiving 

Digital Stewardship Curriculum



Thoughts on Digital Files

● Working with donors

● Collections, Digitization, and Digital 

Preservation Policies

● Today
○Converting Formats

○Write Blockers

○Email Archiving



Converting Formats

● Following standards for digitization/digital 

preservation, updating

https://www.loc.gov/preservation/digital/formats/

● Found files on computer, born digital 

● Transferred files from flash drives, hard drives, 

floppy disks, CD-ROMs, etc.

● Also called “Normalizing”

https://www.loc.gov/preservation/digital/formats/




Documents

● PDF/A format

● Most document files

● Embed metadata, fonts

● Instructions in binder 

PDF/A



Normalizing Files

● Previously discussed
○Digital Preservation - File Access 

○Digitization Workflows

● Know what your standards are

● Know how to convert 
○Creation software - MS Word, MS Powerpoint, 

Adobe Acrobat, Audacity, Photoshop or GIMP

○Conversion software, especially for a/v

○Browser extensions, apps (be careful!)



Write Blockers

● Authenticity 

● Hardware - need appropriate connectors

● Software - more variables, more complicated

● Transfer data from a drive without

accidentally changing the drive contents.

● Can only read and copy, can’t delete or modify







Quarantining New Transfers

● Risk of viruses on storage media - especially 

flash drives

● Non-networked computer



Quarantining New Transfers, cont.

● Run virus checks using an antivirus software
○Avast

○AVG

○Windows Defender (built in to Windows)

○Malwarebytes (for Windows and Mac)

● Mount media, run AV scan 



Email Archiving

● Simple

○ Saving individual emails 

○ PDF, text, html, rtf, .eml

○ Convert to PDF/A

● Complex

○ Saving an entire email account

○ .mbox, .pst 

○ ePADD 



ePADD

● Open source software

● 4 layers or steps
○Appraisal Module

○Processing Module

○Discovery Module

○Delivery Module

● From Stanford 

University Libraries













Discussion

● Read the scenario on your handout

● Think about: 
○What steps could you do now?

○What would you ideally like to do?

● Consider both planning/policy changes and 

day-to-day steps

● Discuss for 20 minutes, use whiteboard, be 

ready to share


