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Standarder far varlden att fungera

SIS (Swedish Standards Institute) &r en fristaende ideell férening med medlemmar fran bade privat och offentlig
sektor. Vi &r en del av det europeiska och globala ndtverk som utarbetar internationella standarder. Standarder &r
dokumenterad kunskap utvecklad av framstaende aktérer inom industri, ndringsliv och samhélle och befrdmjar
handel éver grénser, bidrar till att processer och produkter blir sékrare samt effektiviserar din verksamhet.

Delta och paverka

Som medlem i SIS har du mgjlighet att paverka framtida standarder inom ditt omrade
pa nationell, europeisk och global niva. Du far samtidigt tillgang till tidig information om
utvecklingen inom din bransch.

Ta del av det fardiga arbetet

Vi erbjuder vara kunder allt som rér standarder och deras tillampning. Hos oss kan du kdpa
alla publikationer du behdver — allt fran enskilda standarder, tekniska rapporter och standard-
paket till handbdcker och onlinetjanster. Genom var webbtjénst e-nav far du tillgang till
ett [attnavigerat bibliotek dar alla standarder som ar aktuella for ditt féretag finns tillgangliga.
Standarder och handbdcker ar kallor till kunskap. Vi saljer dem.

Utveckla din kompetens och lyckas battre i ditt arbete

Hos SIS kan du ga dppna eller féretagsinterna utbildningar kring innehall och tillampning
av standarder. Genom var narhet till den internationella utvecklingen och ISO far du ratt
kunskap i ratt tid, direkt fran kallan. Med var kunskap om standarders méjligheter hjalper
vi vara kunder att skapa verklig nytta och Id6nsamhet i sina verksamheter.

Ve

Vill du veta mer om SIS eller hur standarder kan effektivisera din verksamhet ar
du vidlkommen in pa www.sis.se eller ta kontakt med oss pa tel 08-555 523 00.

Standards make the world go round

SIS (Swedish Standards Institute) is an independent non-profit organisation with members from both the private

and public sectors. We are part of the European and global network that draws up international standards. Standards
consist of documented knowledge developed by prominent actors within the industry, business world and society.
They promote cross-border trade, they help to make processes and products safer and they streamline your
organisation.

Take part and have influence

As a member of SIS you will have the possibility to participate in standardization activities
on national, European and global level. The membership in SIS will give you the opportunity
to influence future standards and gain access to early stage information about developments
within your field.

Get to know the finished work

We offer our customers everything in connection with standards and their application. You
can purchase all the publications you need from us - everything from individual standards,
technical reports and standard packages through to manuals and online services. Our web
service e-nav gives you access to an easy-to-navigate library where all standards that are
relevant to your company are available. Standards and manuals are sources of knowledge.
We sell them.

@@

Increase understanding and improve perception

With SIS you can undergo either shared or in-house training in the content and application
of standards. Thanks to our proximity to international development and ISO you receive

the right knowledge at the right time, direct from the source. With our knowledge about the
potential of standards, we assist our customers in creating tangible benefit and profitability
in their organisations.

If you want to know more about SIS, or how standards can streamline your
organisation, please visit www.sis.se or contact us on phone +46 (0)8-555 523 00
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Den internationella standarden ISO 13008:2012 galler som svensk standard. Detta dokument innehaller den
officiella engelska versionen av ISO 13008:2012.

The International Standard ISO 13008:2012 has the status of a Swedish Standard. This document contains
the official version of ISO 13008:2012.

© Copyright/Upphovsratten till denna produkt tillhér SIS, Swedish Standards Institute, Stockholm, Sverige. Anvand-
ningen av denna produkt regleras av slutanvandarlicensen som aterfinns i denna produkt, se standardens sista sidor.

© Copyright SIS, Swedish Standards Institute, Stockholm, Sweden. All rights reserved. The use of this product is
governed by the end-user licence for this product. You will find the licence in the end of this document.

Upplysningar om sakinnehallet i standarden ldmnas av SIS, Swedish Standards Institute, telefon 08-555 520 00.
Standarder kan bestéllas hos SIS Férlag AB som &ven ldmnar allménna upplysningar om svensk och utléndsk standard.

Information about the content of the standard is available from the Swedish Standards Institute (SIS),
telephone +46 8 555 520 00. Standards may be ordered from SIS Fdrlag AB, who can also provide general
information about Swedish and foreign standards.

Denna standard ar framtagen av kommittén for Ledningssystem for verksamhetsinformation, SIS/TK 546.

Har du synpunkter pa innehéllet i den har standarden, vill du delta i ett kommande revideringsarbete eller
vara med och ta fram andra standarder inom omradet? Ga in pa www.sis.se - dar hittar du mer information.
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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.

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

ISO 13008 was prepared by Technical Committee ISO/TC 46, Information and documentation, Subcommittee
SC 11, Archives/records management.



This preview is downloaded from www.sis.se. Buy the entire standard via https://www.sis.se/std-86731

SS-ISO 13008:2012 (E)

Introduction

This International Standard provides guidance for the conversion of records from one format to another and
the migration of records from one hardware or software configuration to another. It contains applicable records
management requirements, the organizational and business framework for conducting the conversion and
migration process, technology planning issues, and monitoring/controls for the process. It also identifies
the steps, components and particular methodologies for each of these processes, covering such topics as
workflow, testing, version control and validation.

The development of this International Standard was derived from Reference [13].

With the rapid pace of technological change, many records in digital form will, at some point, need to be
converted from one format to another, or migrated from one system to another to ensure their continued
accessibility and processability.

This is not to suggest that conversion and migration are the only approaches to preserving digital records.
Other methods, such as emulation, do exist or are under development. Conversion and migration are, however,
two of the more prevalent methods of digital preservation at this time. While this International Standard does
not address digital preservation per se, the conversion and migration processes can have an impact on a digital
preservation strategy. How an organization chooses to set up the conversion and migration processes (which
format to employ, the level of control needed, and so on) largely influences its view of the record. At the time of
the development of this International Standard, no single preferred preservation method had been identified.
However, institutions recognize the benefit of standardized procedures; many test beds and task forces have
been established to explore and research conversion, migration, emulation and refreshment, among other
preservation procedures, to determine what should work best.

Conversion and migration represent separate approaches to preserving digital records. It is important to
implement them in a managed way to prevent any degradation or loss in the authenticity, reliability, integrity and
usability of the records, thus ensuring an “authoritative record” as described in ISO 15489-1:2001, 7.2.2t0 7.2.5.
This International Standard outlines the program components, planning issues, recordkeeping requirements and
procedures for performing the conversion and migration of digital records so as to preserve their authenticity,
reliability, integrity and usability so that they continue to act as evidence of business transactions.

From the outset, note that it is not necessary to adopt all of the procedures recommended in this International
Standard to ensure that records management requirements are met. The decision regarding which procedures
to adopt depends on such factors as the type of conversion or migration to be performed and the level of risk
the organization is willing to accept. In addition, organizations would be well advised to incorporate future
planning for further conversion and/or migration of records among requirements for managing enterprise
electronic recordkeeping systems.

Before starting a conversion or migration project, individuals designated as “key” to the process need to be
aware of records management requirements. The term “recordkeeping criteria/requirements” in records and
information management means an adherence to a set of principles that relate to record integrity, authenticity,
reliability and usability. Adherence to these principles ensures that record content, context and structure
are maintained and that a given record’s standing as evidence of business activity is not compromised. The
principles apply regardless of how long the record is retained.

This International Standard does not specifically address conversions and migrations as a routine, ongoing
business-as-usual work.
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Information and documentation — Digital records conversion
and migration process

1 Scope

This International Standard specifies the planning issues, requirements and procedures for the conversion
and/or migration of digital records (which includes digital objects plus metadata) in order to preserve the
authenticity, reliability, integrity and usability of such records as evidence of business transactions. These
digital records can be active or residing in a repository.

These procedures do not comprehensively cover:
— backup systems;

— preservation of digital records;

— functionality of trusted digital repositories;

— the process of converting analogue formats to digital formats and vice versa.

2 Normative references

The following referenced documents are indispensable for the application of this document. For dated
references, only the edition cited applies. For undated references, the latest edition of the referenced document
(including any amendments) applies.

ISO 15489-1, Information and documentation — Records management — Part 1: General

ISO 23081-2, Information and documentation — Managing metadata for records — Part 2: Conceptual and
implementation issues

3 Terms and definitions
For the purposes of this document, the terms and definitions given in ISO 15489-1 and the following apply.

31
access
right, opportunity, means of finding, using, or retrieving information

[ISO 15489-1:2001, definition 3.1]

3.2
attribute
characteristic of an object or entity

NOTE Adapted from ISO/IEC 11179-3:2003.

3.3

authenticity

record that can be proven to be what it purports to be, to have been created or sent by the person purported to
have created or sent it, and to have been created or sent at the time purported

NOTE This term is further described in ISO 15489-1:2001, 7.2.2.
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34
content
subject information of a document

[IEC 82045-1:2001, definition 3.2.2]

3.5
conversion
(record) process of changing records from one format to another while maintaining the characteristics of the records

3.6
data cleansing
process of reviewing and correcting data to ensure data are in a standardized format

NOTE Correction may be carried out for incompleteness, incorrect formatting, obsolescence, duplication, etc. It is
often done prior to merging data sets or converting data from one system/database to another.

3.7

data object

discrete data, considered as a unit, representing an instance of a data structure that is known or assumed to
be known

[ISO/IEC 2382-17:1999, definition 17.01.11]

3.8

emulation

use of a data processing system to imitate another data processing system, so that the imitating system
accepts the same data, executes the same programs, and achieves the same results as the imitated system

NOTE Adapted from ISO/IEC 2382-1:1993.

3.9

encryption

(reversible) transformation of data by a cryptographic algorithm to produce ciphertext, i.e. to hide the information
content of the data

NOTE Adapted from ISO/IEC 18033-1:2005.

3.10

file format

encoding of a file type that can be rendered or interpreted in a consistent, expected and meaningful way through
the intervention of a particular piece of software or hardware which has been designed to handle that format

NOTE A file may (or may not) be a container containing zero or more files of various formats. File formats may
be defined by a specification, or by a reference software system. Many file formats exist in forms with minor variations
and many also in more than one version. Typing of file formats should be interpreted generously rather than strictly, but
sufficiently precisely to distinguish versions where such distinctions have significant interpretive consequences.

[PRONOM]

3N
integrity
quality of being complete and unaltered

NOTE This term is further described in ISO 15489-1:2001, 7.2.4.

312
metadata
(records) data describing context, content, and structure of records and their management through time

[ISO 15489-1:2001, definition 3.12]
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migration

(records) process of moving records, including their existing characteristics, from one hardware or software
configuration to another without changing the format

314
originating
initial manifestation of something

315

preservation

processes and operations involved in ensuring the technical and intellectual survival of authentic records
through time

[ISO 15489-1:2001, definition 3.14]

3.16

preservation metadata

metadata that supports the viability, renderability, understandability, authenticity and identity of digital objects
in a preservation context

[PREMIS Data Dictionary for Preservation Metadata, version 2.0, March 2008]

317

record

information created, received, and maintained as evidence and/or as an asset by an organization or person, in
pursuance of legal obligations or in the transaction of business, regardless of medium, form or format

NOTE Adapted from ISO 15489-1:2001.

3.18

refreshment

data migration where the media is replaced with equivalent media such that all storage hardware and software
functionality is unchanged

NOTE Adapted from ISO 14721:2003.

319

reliability

measure of the completeness and accuracy of the representation of transactions and activities, or of the facts
to which they attest

NOTE This term is further described in ISO 15489-1:2001, 7.2.3.

3.20

replication

digital migration where there is no change to the packaging information, the content information, and the
preservation description information

NOTE The bits used to represent these information objects are preserved in the transfer to the same or new
media instance.

NOTE Adapted from ISO 14721:2003.

3.21
usability
(records) property of being able to be located, retrieved, presented and interpreted

NOTE This term is further described in ISO 15489-1:2001, 7.2.5.



