TEXTS AND DOCUMENTS:

A GUIDE TO GOOD PRACTICE

Things to consider when creating texts and documents on ensuring their

g preservation. m

Avoid including links and dynamic content as links,
etc. may become invalid over time.

Ensure that non-
proprietary fonts and
UTF-8 encoding are
used.

If documents are
saved as PDF, make
sure they are saved
as PDF/A.

i

If the intention is to save the final version of
the document as PDF, make sure that the
original format (Word .docx, OpenOffice .odt,
etc.) is also saved separately.

In general, it is important to ensure that all
information in the document is complete and
understandable. Sources should be cited. etc.

Source: “Archaeology Data Service. (2023). Documents and digital texts: A guide to good practice. Zenodo.
https://doi.org/10.5281/zenodo.7746539”
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