
develop a 
rationale
for your digitization 
process

address the minimum 
requirements in the 
Digitizing 
Government 
Information 
Standard

ensure that records 
management 
requirements 
are being met 

select a 
digitization 
approach

whether the records 
will be digitized 
before or after being 
used for work 
processes

technical 
specifications

who does whatprepare
source records

determine metadata 
requirements

apply consistent & 
predictable naming 
conventions

assess quality

ensure that 
digitized records 
are securely 
transferred 

retain digitized copies in an appropriate 
recordkeeping system in accor-
dance with the appropriate information 
schedule

SUCCESS!

when the 
digitization 
will occur

verify that the 
digital copy 
matches the 
source record

verify that the 
digital output 
matches the quantity 
of the source 
records

digitize

how the source 
records will be 
managed or if they 
will be destroyed

manage original 
records after 
digitization 

How to Digitize Your Records: 
Ongoing Business Process Digitization


