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Foreword 

ISO (the International Organization for Standardization) is a worldwide federation of national standards bodies 
(ISO member bodies). The work of preparing International Standards is normally carried out through ISO 
technical committees. Each member body interested in a subject for which a technical committee has been 
established has the right to be represented on that committee. International organizations, governmental and 
non-governmental, in liaison with ISO, also take part in the work. ISO collaborates closely with the 
International Electrotechnical Commission (IEC) on all matters of electrotechnical standardization. 

International Standards are drafted in accordance with the rules given in the ISO/IEC Directives, Part 2. 

The main task of technical committees is to prepare International Standards. Draft International Standards 
adopted by the technical committees are circulated to the member bodies for voting. Publication as an 
International Standard requires approval by at least 75 % of the member bodies casting a vote. 

In exceptional circumstances, when a technical committee has collected data of a different kind from that 
which is normally published as an International Standard (“state of the art”, for example), it may decide by a 
simple majority vote of its participating members to publish a Technical Report. A Technical Report is entirely 
informative in nature and does not have to be reviewed until the data it provides are considered to be no 
longer valid or useful. 

Attention is drawn to the possibility that some of the elements of this document may be the subject of patent 
rights. ISO shall not be held responsible for identifying any or all such patent rights. 

ISO/TR 13028 was prepared by Technical Committee ISO/TC 46, Information and documentation, 
Subcommittee SC 11, Archives/records management. 

This Technical Report was based on Archives New Zealand's Recordkeeping Standard S6: Digitisation 
Standard, published in January 2006. 
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Introduction 

With the shift to managing records in digital systems, many organizations are digitizing paper and/or other 
non-digital records. To manage themselves effectively, organizations need to create full and accurate records 
of their activities and maintain these records over time for subsequent reference. These considerations are 
valid regardless of the records' storage media. 

Digitization is the process of converting hard-copy, or other non-digital, records into a digital format, such as 
taking digital photographs of non-digital source records or imaging non-digital source records (also known as 
scanning). 

When converting records into digital objects, they are commonly: 

a) captured as static pictures (raster image) represented by pixels; 

b) processed by optical character recognition technology which converts the pixels into digital 
representations which are searchable, editable and manipulable; or 

c) captured into both formats. 

Digitization can broadly be categorized into two types: 

⎯ business-process digitization: ongoing, routine digitization as part of daily business processes; 

⎯ digitization projects: project-based bulk digitization of legacy records. 

 

s
ai
nf

o
r
ma
c
io

 n
aw

il
i.
 s

r
u
l
i 

t
eq
s
t
is

 s
an
ax

av
ad

 S
ei
Zi
ne
T
 s

t
an
d
ar

t
i.


	1 Scope
	2 Normative references
	3 Terms and definitions
	4 Benefits and risks of digitization
	4.1 Benefits of digitization
	4.2 Risks of digitization

	5 Preliminary considerations
	5.1 Digitization project viability assessment
	5.2 Master copies and derivatives

	6 Best practice guidelines
	6.1 General
	6.2 Planning processes
	6.2.1 Project documentation
	6.2.2 Selection of a digitization approach
	6.2.2.1 General
	6.2.2.2 In-house or outsourced digitization
	6.2.2.3 Batch process digitization or on-demand digitizing
	6.2.2.4 Centralized or decentralized digitization

	6.2.3 Selection of technical specifications
	6.2.4 Equipment and software 
	6.2.5 Enhancement techniques
	6.2.5.1 General
	6.2.5.2 Image enhancement
	6.2.5.3 Annotation management
	6.2.5.4 Image quality
	6.2.5.5 Storage media


	6.3 Digitization process management
	6.3.1 General
	6.3.2 Digitized records management
	6.3.3 Non-digital source record preparation
	6.3.4 Metadata
	6.3.4.1 General
	6.3.4.2 Image-level metadata
	6.3.4.3 Business-process digitization metadata considerations
	6.3.4.4 Digitization projects metadata considerations

	6.3.5 Quality control 
	6.3.5.1 General
	6.3.5.2 Reviewing quality control checking


	6.4 Management systems
	6.4.1 Strategies
	6.4.1.1 General
	6.4.1.2 Long-term management systems
	6.4.1.3 Short-term storage strategies

	6.4.2 Back-up procedures

	6.5 Records disposition
	6.5.1 General
	6.5.2 Disposition of non-digital source records
	6.5.3 Disposition of records incorporated into business information systems
	6.5.4 Management of non-digital source records
	6.5.4.1 General
	6.5.4.2 Day boxing

	6.5.5 Digitized records obsolescence



