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Retention and Storage of Digital Photographs and Images 

Digital photographs are taken for many different purposes, using varying resolutions 
depending on requirements.  For example, photographs that have been created to be 
published generally require a higher resolution than images taken to show something 
at a point in time (e.g. evidence of an event) which will not need to be printed or 
published as part of their use. 

Agencies can produce numerous digital photographs which may need to be retained 
for varying periods of time.  In some instances, there could be multiple photographs 
associated with one file (e.g. a site inspection).  It may not be convenient or cost 
effective to print large numbers of photographs and place them all on a hard copy file.  
Agencies may find it more appropriate to store digital photographs that have a short-
term retention requirement, i.e. 7 years or less, on digital storage media. 

Digital photographs with retention requirements over 7 years are to be retained in a 
controlled and accessible electronic environment. They should be accompanied with 
relevant intellectual controls, including links to any parent files, to provide access and 
context to the digital photographs.  In some instances, it may be necessary to print and 
file these types of digital photographs on hard-copy files. 

Below are three alternatives for the storage of short-term digital photographs only on 
digital media, including CD and DVDs, magnetic tape and migration to inactive 
secondary server storage. 

For retention purposes CDs, DVDs or tapes, where possible, should only contain 
photographs or images that have the same retention period.  This will ensure records 
are not retained for longer than necessary.  Where different retention periods apply to 
the same medium it should be retained for the longest retention period. The relevant 
functional Records Disposal Schedule will apply to these records in whichever format 
they are managed. 

Copy to CD or DVD for storage 

For the copying of digital photographs or images onto CD or DVD, the following 
criteria need to be met: 

 The quality of the CDs or DVDs are ‘gold’ archival quality discs. 



 The discs should be stored in an appropriate environment and kept safe from 
damage, see the Territory Records Standard for Records Management No. 6: 
Digital Records and the Territory Records Standard for Records Management 
No. 7: Physical Storage of Records located on the TRO website. 

 The discs are maintained in a way that the images remain accessible over time. 

 Two copies of each disc should be produced, one as a backup and duplicating 
master and the other as a reference copy for user access when and if required.  
The reference copy disc can be of a lesser quality than the master. 

CD and DVD media are considered unstable and therefore are not suitable for 
retaining records long-term, i.e. longer than 7 years.  This instability also requires 
discs to be duplicated after reasonably short periods to avoid loss due to CD and DVD 
"rot" or other degradation or damage.  This option requires each disc to have its 
contents indexed and references created to corresponding files for accurate and easy 
access to the images. 

Copy to magnetic tape for storage 

Magnetic tape requires certain handling and maintenance.  For the copying of digital 
photographs or images the following criteria need to be met: 

 The quality of the tapes are of archival quality. 

 Magnetic tapes usually require "exercising", i.e. running from end to end and 
back on a computer, approximately every six months. 

 The tapes should be stored in an appropriate environment and kept safe from 
damage, see the Territory Records Standard for Records Management No. 6: 
Digital Records and the Territory Records Standard for Records Management 
No. 7: Physical Storage of Records located on the TRO website. 

 The tapes are maintained in a way that the images remain accessible over time. 

 Two copies of each tape should be produced, one as a backup and duplicating 
master and the other as a reference copy for user access when and if required.  
The reference copy tape can be of a lesser quality than the master. 

Magnetic tape can become unstable and should be tested regularly with duplication or 
migration carried out if the tape is showing any sign of degradation.  This option 
requires each tape to have its contents indexed and references created to 
corresponding files for accurate and easy access to the images. 

Migrate the inactive images from the active production server 
space to a near-line secondary server storage area 

The option of migrating photographs and images from the active production server to 
a near-line secondary server is preferred, as this retains the images in an accessible 
format while giving the same protection as a live database provides for active images.  
This option requires photographs and images to be indexed and references created to 
corresponding files for accurate and easy access to the images. 
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