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Characters

Carefully choose and document all transcriptional and orthographic systems used in your project. 

Use Unicode unless absolutely impossible to do so. 

Document any special characters or deviation from standards. 

Don't forget to use suitable punctuation characters too!

Data/document structures

Before typing up data, model and understand the data structures you will need. 

Use explicit and robust ways of representing structure (e.g. XML, relational database, tables, delimited text). 

Use this simple test: ensure that all relevant information and structure remains if the data is saved as plain text.

If using Office (MS Office or Open Office), use strong and consistent techniques such as tables, delimiters, defined styles - and document all decisions/systems you use.

Filenames
Create, document, and consistently use a simple, memorable, transparent file naming system. 
Do not stuff a lot of information into filenames - put it in a metadata document instead.
Some files are interdependent (e.g. an audio and its transcription), some are part of the same set of materials, and others are independent of each other. Make a naming system that ensures this is clear in your file organisation and naming.
Definitely NOT in filenames:

· spaces 

· non-ASCII characters (i.e. anything not on an American keyboard)

· additional full stops (except the one before the file extension)

Definitely DO for filenames:

· describe the naming system

· give the correct extension

· make names meaningfully sortable where relevant

PREFERRED for filenames:

· use all lower case rather than upper and lower case 
All these filename guidelines also apply to folder names

Audio

Maximise the signal (what you want) and minimise the noise (everything you don't want).

Remember that your choice and handling of microphones is the greatest determinant of recording quality.

Choose microphone(s) and their arrangement to suit both the environment and the recording task.
Record and save at uncompressed standard resolution WAV files, e.g. 44.1 KHz 16 bit or 48 KHz 24 bit. 
Collect metadata while you can.

Think about recording for the end-product or the end-users.

10 things that annoy archivists
1. Receiving media that's unreadable

2. Any data that depends on software or fonts that we don't have

3. Audio or video without symbolic information (metadata/transcriptions)

4. Unselected video
5. Clipped audio (recorded too loud)

6. Spaces and non-standard characters in filenames

7. Nonstandard, undocumented characters or fonts in data

8. Results of "Save as XML" or "Save as HTML"
9. Office files that use typography and spacing instead of explicit structures

10. Cooked pineapple, e.g. in pizzas (hey, we're only human!)

