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Presentation Notes
Hello everyone, I am Kat Anderberg, the Metadata Cataloger here at the CMC, and today I’m going to talk you through planning a digitization project.


Agenda

* Why We Digitize * Digitization Guidelines
* What to Digitize * Storage

e Copyright, Public Domain, and * Digital Preservation 101
Othe.r Lega.l and Ethical * Resources and Questions
Considerations

* Digital Images 101

* Selecting Equipment

* Estimating Costs

* Creating Workflows
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We have a lot of information to go over today, and I’ll have lots of resources linked in my Resource slides at the end. Our agenda for today is:

-Why we digitize collections
-Deciding what to digitize
-Copyright, public domain, and other legal and ethical considerations
-Digital Images 101
-Selecting Equipment
-Estimating Costs
-Creating Workflows
-Digitization Guidelines
-Storage
-Digital Preservation 101
-Resources and Questions
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Why Digitize?

* Availability
* Accessibility
* Preservation

Teachers’ strike in Dupo, IL, September 1979
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So, why might we want to digitize a collection? There are many reasons why we might choose to digitize materials, but here are three of the most popular. We could digitize for availability, so that users don’t have to come into the library or archives to view materials. We could digitize for accessibility, so that users can zoom in on small details or easily search across and within documents—you don’t need to spend hours or days scanning through different files or books to find what you’re looking for when you can search keywords in an online repository or PDF. Digitized documents can also be accessed by users with print disabilities through screen reader technology. Or we could digitize for preservation. Digitization itself is not a preservation act, but it can be part of a preservation plan. Having digitized copies of materials reduces the need to handle physically fragile items: if someone is interested in only the content, as opposed to the material resource itself, a digital surrogate is an excellent substitute. Digitization also preserves the content of soon-to-be-obsolete and rapidly degrading media, such as VHS and cassette tapes.

Before starting a digitization project, it is important to clearly identify your purpose for digitization. Are you digitizing a collection of historic photographs to make them available online? Are you digitizing a collection of texts so that they can be searched more easily? Your purpose will help define other aspects of your digitization project: for example, if you are digitizing a collection of text documents so they can be searched and read by screen readers, the scanner you use wouldn’t need the same resolution and file formats as what one would need to digitize a collection of photographs with small details in them.



o
What to Digitize?

* Intellectual or cultural value of the collection to researchers
 Demand from current or potential users

* Historical or geographical area covered by the collection

* Has another institution digitized the same (or similar) materials?
* Physical condition of the collection

* |s the material suitable for digitization?

* Will preservation work need to be done prior to digitization?

* Bound volumes and large materials

e Copyright permission

(Selection Criteria from ISL Digital Imaging Program Best Practices, Rev. 2018)
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Defining the scope of your digitization project can be an intimidating step in the planning process, but it is necessary. As nice as it might be to digitize an entire collection of 10,000 photographs, that is a very large-scale project, and the time and resources necessary can be unattainable for smaller institutions.  The Illinois State Library Digital Imaging Program – Best Practices includes this list of considerations when determining what collections or materials to digitize.

-The intellectual or cultural value of the collection to researchers
-Demand from current or potential users
- The historical or geographical area covered by the collection
-Whether or not another institution digitized the same (or similar) materials
-The physical condition of the collection
-Whether the material is suitable for digitization
-If preservation work need to be done prior to digitization

They also note that bound volumes need to be able to be opened to at least a 90-degree angle to be scanned, and large materials (such as maps) may need to be significantly reduced in order to display online, which results in a lost of fine detail and spatial context.

You also must be aware of copyright! Any materials that are NOT in the public domain MUST have permission to digitize from the copyright holder.



B ___________
What to Digitize?

DIGITAL PROJECT PRIORITIZATION

Absolutely!

Value: Is there interest or value in these materials 1 2 3 4
for genealogists, educators, researchers, community
members, or other identified audiences?

Value: Do the materials contribute new voices or 1 2 3 4
perspectives to the historical record (for example,

materials document historically underrepresented

groups in our community)?

Information context: Is there enough information 1 2 3 4
available to add useful context (we know or can find
out names of people, locations, dates)?

Availability: Are the materials unique and not 1 2 3 4
already available online?

Legal/Ethical issues: Are the materialsin the public 1 2 3 4
domain (or we can get permission from the

copyright holder) and there are no privacy concerns

or other barriers to putting them online?

Condition: Are the materials in high-risk, 1 2 3 4
deteriorating formats, particularly audiovisual

recordings on media like audiocassettes, VHS tapes,

CDs, or DVDs? CATALOGING
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Another one of my favorite resources for helping determine which collections or materials to digitize is this Digital Project Prioritization matrix from the Digital Readiness Toolkit from Recollection Wisconsin. A total score of 18-24 points indicates a high priority for digitization, while a score of 12-17 points indicates medium priority, and 6-11 points indicates low priority. 


B ___________
Copyright and Public Domain

* Published in the US before 1930: in the public domain

* Published in the US 1930-1977 without a copyright notice: in the
public domain

* Published in the US 1978-1 March 1989 without a copyright notice
and without subsequent registration within 5 years: in the public
domain

* Published in the US 1930-1963 with copyright notice but copyright
was not renewed: in the public domain



Presenter Notes
Presentation Notes
Copyright and public domain can be confusing and overwhelming because copyright laws in the United States have changed so much over the years. For materials that were published or registered in the United States, any works published before 1930 are in the public domain, as well as any works published between 1930 and 1977 without a copyright notice. Works that were published without a copyright notice between 1978 and March 1, 1989, and were also not subsequently registered within five years of publication are in the public domain as well, as are materials that were published with a copyright notice between 1930 and 1963 but did not have their copyright renewed.


B ___________
Copyright and Public Domain

* Published abroad before 1930: in the public domain

* Published abroad 1930-1977 without compliance with US formalities
and are in the public domain in source country as of 1 January 1996:
in the public domain

* Unpublished works from authors who died before 1955: in the public
domain

* Unpublished anonymous works created before 1905: in the public
domain

* Unpublished works created before 1905 when the date of the
author’s death is unknown: in the public domain
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For works that were published abroad, again, anything published before 1930 is in the public domain. Works published between 1930 and 1977 and that were published without compliance with US formalities, such as copyright notice and renewal, and that are in the public domain in their source country as of January 1, 1996, are also in the public domain, aside from some special cases.  

If a work was never published or registered, if the author died before 1955, the work is in the public domain. If an unpublished work is anonymous, it is in the public domain if it was created before 1905. If a work was unpublished and not anonymous, but the date of the author’s death is unknown, it is in the public domain if it was created before 1905.


Copyright Permissions

* Works that are not in the public domain require copyright owner’s
permission to digitize

* Is the copyright owner findable?
* If the copyright owner is deceased, is their next of kin findable?
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Works that are not in the public domain generally require the copyright owner’s permission to digitize. There may be some fringe cases where permission is not required because digitization is a new approach to the work’s re-use, but this is a gray area and if something is not in the public domain and you do not have the permission of the copyright owner (for example, if you cannot locate the copyright owner to request permission), you should seek out legal counsel before proceeding. 

The copyright owner can grant you permission to digitize their works. If the creator of the work is deceased, their next of kin would now own the copyright. 



Other Legal and Ethical Considerations

* Privacy issues

* PPI

 Cultural sensitivity

* Personally identifiable information

* 100-year rule
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Copyright is not the only question to address when considering legal and ethical concerns about digitization. Some examples of other considerations include:

-Privacy issues if materials provide detailed records of people’s lives
-Some materials might include PPI, or personal protected information, such as social security numbers
-Do the materials depict or originate from a group who may have cultural concerns about how they are shared?
-Do the materials depict culturally sensitive content?
-Do the materials contain any personally identifiable information? This includes personal phone numbers, home addresses, personal e-mail addresses, financial information (like credit or debit card numbers and bank account information), place and date of birth, religion, medical and criminal history, employment information (such as performance ratings and disciplinary actions), mother’s maiden name, investigative files, certain photographs (such as graphic photographs that may impact privacy of the subject or surviving family members), fingerprints, iris scans, voice prints, taxpayer or employee ID numbers, and truncated social security numbers or service numbers in casualty lists.

Archives.gov has a useful flow chart for determining PII in records, and at what date certain information may not constitute an invasion of privacy, and I’ll have the download link for that in my Resource slides.

There is also a guideline called the 100 year rule, which tells us to assume that a person is alive until they are at least 100 years old if we have no other information about them, and we should redact personal information accordingly. 


Digital Images 101

* Resolution * File Formats
* Image Color * Compression
* Bitonal * File Naming
e Grayscale
. RGB Color Management

* OCR

* Bit Depth
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I am going to briefly go over some of the basics of digital images, because the type of digital images you intend to capture will have a significant impact on your digitization project and workflow. 




Resolution

2x2 inch print x 600 PPl = 1200x1200 pixels
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Diplomatic gift presented to Admiral Carlisle A. H. Trost
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RESOLUTION is measured by how many pixels there are in an inch of a scanned item—this is called pixels per inch, or PPI. Higher resolution means pixels are more finely spaced, and lower resolution means that pixels are more widely spaced. You may have some experience trying to enlarge a digital photograph or scanned item and it becomes blurry and pixelated. When a digital image is enlarged, the pixels themselves are stretched, and the fewer pixels per inch, the more quickly the individual pixels become large enough to see with the human eye, and the sooner the enlarged image will look pixelated.

Sometimes DPI, or dots per inch, is used interchangeably with PPI. DPI is technically used to refer to output formats, such as printed digital images, but digitization guidelines and hardware manufacturer’s documentation will sometimes use DPI to describe optical resolution.

The total number of pixels in an image is determined by the resolution and the physical dimensions of the original. For example, an 8x10 inch photo scanned at 300 PPI results in an image that is 2,400x3,000 pixels, and a 2x2 inch photo scanned at 600 PPI results in an image that is 1,200x1,200 pixels. The more pixels in your digital image, the larger the file size will be. 

You want to digitize your materials at a high enough resolution to meet your project’s needs, but you also want to digitize your materials at a low enough resolution that your file sizes do not become unmanageable. This can be a fine line to walk, but digitization standards and best practices can give you a lot of guidance. You can also do a “resolution test” where you scan an item at a few different resolutions to determine the smallest detail you want to capture in your digital image and compare the scans to find the resolution at which that detail is accurately captured.


Image Color and Bit Depth

e Bitonal * 1 bit (black and white)
e Grayscale * 8-bit grayscale
* RGB e 16-bit grayscale
e CMYK* * 8-bit color
* 24-bit color

e 48-hit color
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IMAGE COLOR is another factor that affects file size. There are a few different color options for digitizing images:

BITONAL is black and white and has just one bit per pixel. A bit is the smallest possible unit of data. Bitonal is a great option for high-contrast documents, such as printed text. Bitonal scans are the quickest of all the color options, and they result in the smallest file sizes.

GRAYSCALE is, as its name implies, shades of gray. It has multiple bits per pixel and is most often used to digitize black and white photographs. Scanning in grayscale takes a little bit longer than bitonal scanning, and the file sizes are larger.

RGB is color, and it has more bits per pixel than grayscale. Scanning in RGB takes longer than scanning in grayscale, and the file sizes are even larger.

Grayscale and RGB are the preferred modes for archival quality scanning.

You might also be aware of CMYK, which is short for Cyan-Magenta-Yellow-Black, and it’s another color model. CMYK is the standard color model for offset printing, as it expresses all colors using inks of the four basic colors. CMYK is primarily used for printing and is device-specific, so it should never be used for archival purposes.

BIT DEPTH is how many bits are in a single pixel. The more bits per pixel, the more distinct color tones can be represented by that pixel. This can also be referred to as “color depth.” For example, 16-bit grayscale can capture more shades of gray than 8-bit grayscale. 

As you increase the bits per pixel, number of shades that can be represented by each pixel increases exponentially. Because of this, increasing the bit depth also increases file size. As with resolution, digitization guidelines and best practices can help you determine the appropriate bit depth at which to digitize your materials. 


File Formats and Compression

* Lossless vs. Lossy Compression

e Common File Formats:
* TIFF
* JPEG
* PNG
* RAW
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There is no one correct file format for all applications. Once again, digitization standards and best practices can offer some guidance in determining what file formats are most appropriate for your project. 

One important factor in selecting file formats for your digitization project is COMPRESSION. Compression is the process of encoding data in a way that uses fewer bits than the original data. There are two types of compression: LOSSLESS and LOSSY. Lossless compression reduces file size by identifying and eliminating statistical redundancy, so no information is lost. Lossy compression reduces file size by removing unnecessary and less important information in the data, which means that some information may be lost. Lossy compression can lead to generation loss, which is when a file becomes lower and lower quality with each subsequent copy or conversion of the file—sort of the digital equivalent of photocopying a photocopy of a photocopy of a photocopy.

Lossless file types are larger than lossy file types, however lossless compression can be reversed, while lossy compression cannot. It’s a trade off, and both types of compression are frequently used. Reproductions of lossless files will be identical to the original, while reproductions of lossy files will be lower quality than the original. 

Some common file formats are:
TIFF: This is a lossless file format, and it is often used for archival quality master images.
JPEG: This is a lossy file format and is great option for digitized photographs, especially photographs put online. JPEG is a good option for your access, or user files. Access files need to be viewed and downloaded easily, so a smaller file size makes sense. 
PNG: PNG is another lossless file format, but it stores less data than TIFF and, unlike TIFF, cannot support multi-image files.
RAW: RAW files are the unprocessed data straight from a digital camera. These files are very large.

One thing to keep in mind are proprietary file formats, like Apple’s .HEIC. Many portals don’t accept proprietary formats, so it’s important when you’re selecting file formats that you’re choosing formats that are suitable for your project.


File Naming

* Unique
* Consistent

* Technical constrictions
* Leading zeros
* Lowercase letters and numerals 0-9
* Avoid punctuation EXCEPT for underscores and hyphens
 Limit to 32 characters, including file extension (three characters)
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Having a consistent file naming system helps with system compatibility and interoperability, and it can demonstrate your ownership of the digital item. When planning file names, think long-term and consider the number of files that you’ll be managing. It’s also important to keep human error in mind—if a staff member is adding file names manually, how easy or difficult will it be to make a mistake?

Your file names should be simple and straightforward. Each file should have a unique ID, and it’s helpful to use leading zeros for sorting. Limit the characters in your file names to lowercase letters and numerals 0-9 and avoid punctuation except for hyphens and underscores—this reduces the chances of errors and keeps the file names simple. It’s also good practice to keep your file names limited to 32 total characters, including the 3-character file extension. 

Most scanning software will allow you to specify a file naming convention, for example, indicating if your want to start at file number 1 or file number 101. You can also add leading zeros to the file name. There are also free tools like Bulk Rename Utility for Windows that can help with file renaming after scanning.  

There are many guidelines for creating file names. Three that I have linked in my Resource slides at the end include North Dakota State Library’s Digital Projects Toolkit, Wisconsin Historical Society’s Best Practices for Naming Electronic Records, as well as Chapter 9 of the Federal Agencies Digital Guidelines Initiative (FADGI) Technical Guidelines for Digitizing Cultural Heritage Materials.


Color Management

UNDEREXPOSURE

e Calibration
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Histogram illustrations from https://photographypro.com/histogram
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Color management can be difficult because every piece of hardware and software you use can introduce color bias. In order to ensure you are capturing the most accurate digital representations of your materials as possible, it’s a good idea to do your best to accurately compensate for color bias across your workflow. 

At the very least, you should calibrate the monitor that you will be viewing your images on. However, a more thorough color management system might include: 

SCANNER CALIBRATION: Your scanner may come with a maintenance sheet that you can use for this. You might also consider purchasing a color target, which is a small card with a range of colors on it that the scanner scans during the calibration process. Using a color target can help you get accurate colors in your digital images. Color targets can be expensive, however, so they’re not an appropriate option for every institution or project.

HISTOGRAMS: Histograms show a representation of the distribution of light in an image, from 0% brightness to 100% brightness. The taller the peak at a certain point, the more pixels of that brightness are in the image. Most of the pixels should be in the midtones range. If you have large spikes in the far right or the far left, this is referred to as “clipping,” and it means that part of the photograph you’re scanning is too under- or over-exposed for the scanner’s sensor to capture any detail in that region. You can view histograms of your digitized images in Adobe Photoshop. 


o
OCR (Optical Character Recognition)

* Necessary for accessibility
* Images of Text =/= Actual Text
* Higher quality scan = Higher quality OCR

* You can’t scan what isn’t there
* Faded text
* Printing errors
* Other damage
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OCR is the process of converting images of words and letters into machine-readable text for searching. OCR can also be used to generate an exact typed transcript of a digitized text document, which is required for Illinois Digital Archives. A document that consists of scanned images of text is inherently inaccessible because assistive technologies cannot manipulate images. WCAG standards expect “actual text” to be made available instead of just images of text.

You want to scan your materials at a high enough standard that the OCR process will result in a high level of accuracy. FADGI guidelines note that if you adhere to their 3-star rating imaging standard then you will likely be able to produce high quality OCR.

Unfortunately, the actual condition of the original materials can also affect your likelihood of producing good OCR. No matter how well you scan your materials, sometimes you just can’t make up for materials that are highly faded, have printing errors, or have other damage. These materials will require more processing time after digitization to complete and clean up the OCR or, if necessary, create the actual text manually.


Equipment: Factors to Consider

* Material types * Budget

* Size of materials * Physical space available
* Quantity * Project duration

* Condition * End use of materials

e Staff experience

e Number of staff
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So, we’ve decided what materials we’re digitizing; we’ve wrangled copyright, permissions, and other ethical issues; we’ve identified what file types are appropriate for our project; we’ve settled on a file naming system; and we have a grasp on bit depth, file compression, color management, and OCR. Now it’s time to look at what equipment we’re going to use to create our digital images.

FADGI recommends considering the following factors when determining what digitization equipment you will use: the types of materials you’ll be digitizing, the sizes of the original materials, the quantity of each type of materials, the condition of the materials, the level of experience your staff has with digitization, the number of staff you have available for the digitization project, your budget, the physical space you have available, the duration of the project, and the end use of your digitized materials.


Scanners—Flatbed vs. Sheet-Fed vs. Digital Camera

Flatbed Scanner

Sheet-Fed Scanner

Digital Camera

Pros

Affordable

Can digitize many different
types of materials

High resolution

Easy to use

Often come with templates
for slides, negatives, etc.

Faster

Often the resolution is as good
as flatbed scanners
Automation

Can digitize many different
types of materials, including 3-D
and oversized materials

Options for different lenses
Generally good image quality

Cons

Labor intensive
Slow

Cannot digitize 3-D
materials

Difficulty with larger
materials

Unsuitable for many types of
materials (fragile materials,
bound materials, 3-D materials)
More expensive than flatbed
scanners

Difficulty with larger materials

Higher quality models are
expensive
High learning curve
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Here are some of the pros and cons of three different options for scanners: flatbed scanners, sheet-fed scanners, and digital cameras. 

The pros for flatbed scanners are affordability, their ability to scan many different types of materials, high resolution, ease of use, and that many of them come with templates for digitizing slides, negatives, etc. The cons for flatbed scanners include that they are labor intensive, slow, they cannot digitize 3-D materials, and the difficulty with scanning materials that are larger than the scanning bed.

The pros for sheet-fed scanners are that they are faster than flatbed scanners, oftentimes the resolution is as good as flatbed scanners, and it’s very easy to incorporate automation into the workflow. The cons of sheet-fed scanners are their unsuitability for many types of items, such as fragile materials, bound materials, and 3-D objects. They are also more expensive than flatbed scanners and they also have difficulty with larger materials.

The pros for digital cameras are that they can digitize many different types of materials, including 3-D and oversized materials, there are options for different lenses, and the image quality is generally very good. The cons for digital cameras are that higher quality models are still expensive and there is a higher learning curve compared to flatbed and sheet-fed scanners.


Picking a Scanner

* Image quality
* Reliability

* Performance

* Functionality

* Cost
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When picking a scanner, some things to keep in mind are:

IMAGE QUALITY. Image quality is, as you might expect, related to resolution and color representation, but it is also about how accurately a scanner can replicate an image without inserting artifacts.

RELIABILITY. How often will the machine break and need repair, replacement parts, or general maintenance?

PERFORMANCE. How fast is the cycle time, or the time to create one scan? How long is the duty cycle, or how long the scanner is expected to be able to continuously run? 

FUNCTIONALITY. What exactly do you need the scanner to be able to do? Do you need to scan high volumes of materials? Do you need the scanner to produce edited images?

COST. How much does the scanner cost? How much will upkeep cost? How much will it cost to run? Are there additional software costs? How much training will your staff need to use the scanner?


Resolution Redux: Optical vs. Interpolated

Interpolated Scan
Resolution (max. dpi)

Optical Scan Resolution
(max. dpi)

DS640
Compact Mobile Document Scanner

= Ultra-compact and mobile
= Fast scan speeds of up to 16ppmi for both color and B&W
= Powerful software increases document efficiency

41 (179) Write a review Ask a guestion

g
- $30.00

Original Price

Instant Rebate From Brother
$104.99

Your Price

Up to 1200 x 1200 dpi

600 X 600

CMC
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We’re going to briefly rewind to resolution for a second. Some scanners are advertised with very high resolutions, but if you look closely, those resolutions are the INTERPOLATED resolution. Interpolated resolution uses an algorithm to “guess” what color and light values exist in the spaces that the scanner’s light sensors cannot see. Make sure to choose your scanner based on its OPTICAL resolution and not its INTERPOLATED resolution, as only scanners with adequate optical resolution will produce accurate scans.

The optical resolution of your equipment should exceed the maximum resolution necessary to capture the smallest necessary details in your materials. For example, a scanner with an optical resolution of 1200 PPI will be able to scan a 4x6 inch print at 600 PPI but would be insufficient for scanning a 2x2 inch slide at 2000 PPI.

As an example, here is the Brother DS640 scanner, which has a maximum interpolated resolution of 1200 DPI, as opposed to an optical resolution of 600 DPI.

Brother DS-640 | Compact Mobile Document Scanner – Brother 


o
Who’s Going to Do All This?

DIY Vendor
Pros * Direct control  They own the equipment!
* You own the equipment! * You can send materials in batches

* You can scan material in batches

Cons e Costs money (staff time) e Costs money (dollars)
* You own the equipment! And are * Fragile items—do you trust the vendor to
therefore responsible for maintaining it handle them appropriately?
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Here we have some pros and cons of doing digitization yourself or outsourcing it to a vendor. Doing it yourself gives you the most control over the project—you directly control the equipment, workflow, and what gets digitized when. You also own the equipment, so you get to control every aspect of its use. You can also decide between scanning everything in one marathon or splitting the project up into batches. Cons of the DIY route are that it costs money in the form of staff time, and on the next slide I’ll share a tool that can help you estimate how that translates to actual dollars. Another con is that you own the equipment! Therefore, if something goes wrong with the equipment or if a piece breaks, you’re going to be the one who has to figure out how to fix or replace it.

Going with a vendor is also an option. Pros are that they own the equipment, and they have systems in place so that if something goes wrong with the equipment they can often resolve and repair those quickly. Similarly to doing it yourself, you can also choose to digitize materials in batches, which can help spread out the cost. Cons for using a vendor is that it costs actual dollars that you have to pay them, and that some of the materials you’ll be digitizing may be fragile and/or irreplaceable, and you have to decide if you trust the materials to make it to the vendor and to be handled and digitized and make it back to you safely and in no more pieces than it was before you sent it.


B ___________
How Much is This Going to Cost?

Number of scans @

6000

Staffing

Librarian Salaried ™

50000 0

= Remove Staif

Library Assistant

20 [ 0 ]
CATALOGING

f i GMG MAINTENANCE CENTER
+ Add Slaif Statewide Cataloging Support

Hourly v
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This is the Digitization Cost Calculator from Digitization Dashboard, which I have linked in my Resource slides for you all. It allows you to enter information about the size of your project and your project staff and returns an estimate of how much time it will take them—and how much that time ultimately costs. 

Here I’ve entered a project of 6000 total scans, with two staff people dedicated to the project: a Librarian who is salaried at $50,000 per year, and a Library Assistant with an hourly wage of $20 per hour.


B ___________
How Much is This Going to Cost?

ki Capture Device

Capture Device @

Flatbed scanner (i.e., an Epson 11000XL) v

Performed By

Librarian v

¢~ Preparation of Original Materials
Quality Control

B Post Processing

<> Descriptive Metadata Creation
= Post Preparation

20 Other
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Then there is a big page with a whole bunch of different processes that might need to be performed as part of the digitization workflow. I’ve identified here that the project will use a flatbed scanner and the scanning will be performed by the Librarian.

Some of the other processes that you can enter here are the review of original materials, removal of fasteners, material sorting, rights review, quality control, digital image alignment and rotation, color correction, cropping, creation of descriptive metadata, and there’s even an option at the very bottom to describe additional work that isn’t addressed elsewhere in the form. 


B ___________
How Much is This Going to Cost?

Digitization Estimates Digitization Estimates

Number of scans: 6,000 scans
Total Estimated Time: NaN hours
Total Estimated Cost: $0.00

Staffing

Librarian salaried $50000 0%

Number of scans: 6,000 scans
Total Estimated Time: MaN hours
Total Estimated Cost: $0.00

Staffing

Librarian salaried $50000 0%

Library Assistant hourly $20 0% Library Assistant hourly $20 0%

% Performed Time (in % Time (in
Task Sub-Task Materials By minutes) Cost Task Sub-Task Materials ~ Performed By ~minutes) Cost
Image Flatbed scanner (i.e., an Epson Librarian 11392.00 $4,556.80 Mmage SEIbEl SEE LA e Bl BRI S LT LRl $3,759.36
Caplure 11000XL) Capture 11000XL) Assistant
Total: NaN $0.00 Total: NaN $0.00
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Here are the side-by-side estimates for having the Librarian and the Library Assistant each doing 100% of the scanning. These estimates show the very base cost of creating the scans—no pre- or post-processing is included, only the time it takes to physically scan the materials. The calculator returns both a time estimate as well as the dollar cost estimate—creating 6000 scans on a flatbed scanner would take about 190 hours, and having the Librarian doing the scanning would cost over $4,500 while having the Library Assistant do the scanning would cost over $3,700.


How Much is This Going to Cost?

Digitization Estimates

MNumber of scans: 5,000 scans
Total Estimated Time: 6740.27 hours

Total Estimated Cost: 5122 061.98

Staffing

Librarian salaried $50000 0%

Library Assistant hourly $20 0%

Task

Image
Capture
Preparation of

Materials

Preparation of
Materials

Preparation of
Materials

Preparation of
Materials

Sub-Task

Flatbed scanner

(i.e., an Epson
11000XL)

Condition
Review

Fastener
Removal

Rights Review

Sort Materials
Into ltems

Y%
Materials

100%

20%

100%

50%

Performed
By

Library

Assistant

Librarian

Library

Assistant

Librarian

Library
Assistant

Time (in
minutes)

11392.00

729.75

524.36

233.40

933.24

Cost

$3,759.36

$291.90

5173.04

$93.36

5307.97

Post
Processing

Post
Processing

Post
Processing

Post
Processing

Post
Preparation

Quality
Control

Descriptive
Metadata

Alignment

Clean Up

Color Correction

Cropping

Desorting

Level 1

Level 1

20%

20%

20%

20%

0%

100%

75%

Library
Assistant

Library
Assistant

Library

Assistant

Librarian

Librarian

Total:

3594.72

0.00

1152.13

714.20

0.00

1887.72

386494.38

404415.91

3117.06

$0.00

5380.20

$230.69

30.00

$755.09

$115,948.31

$122,061.98
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Now let’s briefly look at a more involved estimate. The total time for this project, still with 6000 scans but now with several pre- and post-processing tasks accounted for, is about 6,740 hours, and the total cost in dollars is a bit over $122,000. Unfortunately, the calculator doesn’t return a total time and cost estimate per staff member, but you could go through the estimates line by line and calculate those pretty easily.



B
Go With the (Work)Flow

* Selecting materials * Post processing

* Evaluation their condition * Quality control review
» Cataloging e Archiving

* Creating metadata * Publishing

* Scheduling production
* Digitization prep

* Digitization



Presenter Notes
Presentation Notes
The FADGI guidelines has a good outline of the steps in a digitization workflow, and they also include some sample workflows. The main steps, as listed by FADGI, are:

-Selecting materials
-Evaluating the condition of the materials
-Cataloging the originals, if necessary
-Creating metadata
-Scheduling production
-Digitization prep, which includes removing staples and other fasteners and bindings, flattening bent or creased documents, and preparing your file naming scheme.
-Digitization—set yourself up for success. Start with a sample batch and experiment to see what works for you and your project goals.
-Post processing
-Quality control review
-Archiving
-Publishing


Go With the (Work)Flow

* Key elements of a digitization workflow
* Create a primary file (archival file)
* Name the file according to your naming scheme
e Conduct quality control review
* Create an access copy/user file
 Move primary file to stable storage

* Questions to ask yourself
 Who is responsible for what?
* Where are the files stored?
* What challenges might you face, and how will you solve them?
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Here is a sample digitization workflow from Chapter 3 of the Digital Readiness Toolkit. You may choose to do some of these steps as a batch—for example, you might make all of your access files at once. This chapter also includes some questions to ask yourself, though I’ve only listed three of them here. They also include links to a few sample workflows that you can look at and borrow from. 

One thing you might do is try digitizing a sample batch and build your workflow off what you learn from that. The important thing is to document your workflow once it’s established. 


Quality Control

* Size * Focus

e Resolution * Dust

* Color mode * Details

* Bit depth * Cropping

* Orientation

e Pixelation



Presenter Notes
Presentation Notes
Here are some things you can look at as part of your image quality control.

-Is the image the correct size and resolution?
-Are the file name and format correct?
-Have you used the correct color mode and bit depth?
-Is the image skewed, off center, rotated or backwards?
-Is the image pixelated or out of focus?
-Is there a lot of dust or other unwanted materials on the image? We’ll never be able to completely eliminate dust, but we can try to reduce it as much as possible.
-Are any details lost in the highlights or shadows?
-Was the entire image scanned? Did anything get accidentally cropped off?

Per FADGI, you should review at least 10 images or 10% of your batch for potential quality issues.


3.8 Prints and Photographs

Performance Level:

1-Star

2-Star

3-Star

4-Star

Master File Format

TIFF, JPEG 2000

TIFF, JPEG 2000

TIFF, JPEG 2000

TIFF, JPEG 2000

are Pixels Per
Inch/ppi minus
Reproduction Scale

(200 ppi — 3%)

(250ppi — 2.5%)

(400 ppi — 2%)

Access File Formats All All All All
Resolution

(Sampling

Frequency) (Units = 194ppi = 243 75ppi = 392ppi = 594 ppi*

(600 ppi — 1%)

Color

Color

Accuracy)
Bit Depth 8 8 8or16 16
Color Space Gray Gamma 2.2, | Gray Gamma 2.2, Adobe RGB Adobe RGB
SRGB, SRGB, (1998), (1998),
Adobe RGB Adobe RGB FLaf il .
(1998), (1998), ECIRGB v2 ECIRGB_v2
ProPhoto, ProPhoto,
ECIRGB_v2 ECIRGB_v2
Color Mode Grayscale or Grayscale or Color Color

CMC

B ___________
Stay In the (Guide)Lines—FADGI
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There are several different digitization guidelines out there that you can use to help you determine the specs of your digital images. Here is an excerpt from FADGI’s guidelines for prints and photographs, and it lists out appropriate master file formats, access file formats, resolution, bit depth, color space, and color mode for all four of their performance levels, with 4-star being the highest quality.

1-star imaging is appropriate for applications where the intent is to provide a reference to the original OR if there is simply no ability to scan to a higher level. FADGI recognizes that there are many reasons why scanning to a higher standard is not possible, and one-star conformance is an excellent starting point for anyone who wishes to begin standardized imaging but may not have the necessary support, resources, or experience to scan to a higher rating.

2-star imaging is the minimally acceptable rating for most professional digitization activity. It is appropriate for applications where you cannot reach three-star conformance OR in situations when three-star conformance isn’t necessary for the intended use of the digital image.

3-star imaging produces a very good professional image that is appropriate for most uses. You might remember that FADGI recommends at least 3-star imaging to return a high-quality OCR result.

4-star imaging is the best imaging practical today, and 4-star conformance represents the current state of the art in digital imaging. Generally, four-star conformance is an appropriate goal for small scope projects, where such compliance may be more achievable.


ILLINOIS DIGITAL ARCHIVES

GENERAL GUIDELINES FOR IMAGES

MEDIA SCAN FORMAT MASTER IMAGE ACCESS IMAGE
JPEG
TIFF Medium quality compression
- . Uncompressed Resolution:
Printed text 8-bit grayscale Resolution: 150 ppi (grayscale)
300 ppi Resize images fo 1024 pixels across long
dimension
JPEG
. TIFF Medium quality compression
H " 8-bit grayscale Uncompressed Resolution:
andwritten text or Resolution: 150 ppi
24-bit color esolution. ppi )
300 ppi Resize images o 1024 pixels across long
dimension
JPEG
- TIFF Medium quality compression
8-bit grayscale Uncompressed Resolution:
B/W photo or R Al -
24-bit color esolution: 150 ppi _
300 ppi Resize images to 1024 pixels across long
dimension
JPEG
TIFF Medium quality compression
Caolor photo L
Color slide BAW slide 24-bit color Hcompressed ?5605[;;;'0”'
Map lllustration etc. 300 ppi Resize images fo 1024 pixels across long
dimension
JPEG
TIFF Medium quality compression
] ) Uncompressed Resolution:
3-D artifact 24-bit color Resolution- 150 ppi
300 ppi Resize images fo 1024 pixels across long
dimension
TIFF JPEG
8-bit grayscale Medium quality compression
Newspapers or gggglrlr:g;;sed Resolution:
24-bit color 300 ppi 150 ppi

As a general rule, do not resize the image

Stay In the (Guide)Lines—IDA
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Here is an excerpt from Illinois Digital Archives’ General Guidelines for Images. It specifies IDA’s desired scan format, master file format, and access file format for multiple media types.


Stay In the (Guide)Lines—Digital Readiness Toolkit

Content
Type

Booksor
other texts
withno
images

Booksor
other texts
withimages

Manuscripts,
letters,
diaries

Slides, film
and
negatives
smaller than
45"

Resolution
(PPI)

Min: 300
|deal: 500

Min: 300
|deal: 400

Min: 300
|deal: 500

Min: 1200
|deal: 3000

BEWaor
Grayscale

Min:
Grayscale
Ideal:
Caolor

Color

Min:
Grayscale
Ideal:
Color

Bit Depth

1 (bitonal) or 8

Min: &
Ideal: 24

Min: 8
Ideal: 24

Min: 16
|deal: 24

File

Format/Extension

Min: PDF/A
Ideal: TIFF

TIFF

TIFF

TIFF

Details

Optional
Character
Resolution
(OCR)
applications
work best on
documents
scanned at
400 DPl or
higher. Access
files: PDF/A,

Optional
Character
Resolution
(OCR)
applications
work best on
documents
scanned at
400 DPl or
higher, Access
files: PDF/A,

Airm for 3000-
4000 pixels on
the longest
edge of the
digital file.

Airn for 3000-
4000 pixels on
the longest
edge of the
digital file.

Photos and
prints
smaller than
&' x10”

Photos,

posters, and
maps larger
than §"x10"

Audio

Video
(transferred
from analog
source)

Min: 400
|deal: 400

Min: 300
|deal: 500

26 kHz

T20x486
e

Min:
Grayscale
Ideal:
Color

Min:
Grayscale
Ideal:
Color

Min: 16
Ideal: 24

Min: &
Ideal: 24

Sample rate:
{recormmended)
24-bit, 96kHz,
{minimurm) 24-
bit, 48kHz

3-10
uncompressed
Sample rate:
{recormmended)
24-hit, 48kHz,
{minimurn} 16-
bit, 48kHz

TIFF

TIFF

Broadcast wave
(BWEF), wav or .aif

MoV or .avi
(Quicktime)
MV [Matroska)

CMC

Airn for 3000-
4000 pixels on
the longest
edge of the
digital file.

Airmn for 3000-
4000 pixels on
the longest
edge of the
digital file.

Access files:
320 Kbps
sampling rate.
File format:
mp3

Codec: LPCM

Access files:
1.5 Mbps
sampling rate.
File format:
mp4 h.264
Codec:
Uncompressed
ded-48
(motion
picture film)
Uncompressed
4:2:2 (video)
Prores 4444
Codec (audio):
PCM
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Finally, here is an excerpt from the Digital Readiness Toolkit’s guidelines. They list different media types and appropriate resolution—with minimum and ideal resolutions—color mode, bit depth, file formats, and some additional details, such as required OCR or recommended image size.


B ___________
Where Are All These Files Going to Live?

* Local Storage
* Hard drives
* Servers
* Network Drives

* Storage Partners

» Trusted organizations that work together by storing files for each other
* There is usually a service agreement

* Vendors
* Cloud Storage

GMG CATALOGING
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Before you actually begin digitizing, you need to figure out where your files are actually going to live. Digitized materials, especially archival files, take up a lot of space. You can store them locally, on hard drives, network drives, and local servers, or you can partner with a trusted organization to store off-site copies of each other’s materials. Or you could contract with a vendor for cloud storage.

Cloud storage is a great option for having one copy of your files in a different location than the others. Audiovisual Preservation Solutions published a guide of nine things to consider when assessing cloud storage. Their considerations are: defining requirements, vendor assessment, storage hardware management, data management, reporting and metadata, performance, security, disaster recovery, and end of service. The whole guide is linked in my Resource slides, and it comes with questions to ask when thinking about each of the nine considerations.


B ___________
How Much Storage Will You Need?

* 6,000 files x 50 MB x 3 copies = 900,000 MB (900 GB)
* 6,000 files x 50 MB x 2 copies = 600,000 MB (600 GB)

* 6,000 files x 15 MB x 3 copies = 270,000 MB (270 GB)
* 6,000 files x 15 MB x 2 copies = 180,000 MB (180 GB)



Presenter Notes
Presentation Notes
You can estimate how much storage space you will need by multiplying your total number of files by an average file size and the number of copies you plan on keeping. You can use the scans from your test batch to estimate your average file size.

It’s wise to add 5-10% of additional storage for additional files and metadata that you intend to store with the digital images.


Digital Preservation 101

* Obsolete software

* Obsolete hardware

* Accidental deletion or saving over the original
* Viruses

* Physical and natural disasters

* File corruption

* Protect your investment!!
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Once you have your digital images, you’ll need to enact a proactive preservation plan. There is nothing worse than spending hundreds of hours and thousands of dollars creating digital images only to stick them on a drive somewhere and find out a few years down the line that they’ve become corrupted. Digitization is not, by itself, a preservation action. Digital files are, in many ways, more fragile than physical materials. Once, at a former job, I received a drive full of old oral history transcripts that had been typed up in the late 90s and left on the drive, and every single file was corrupted and unusable—hundreds of transcripts, thousands of hours of work, now all needing to be redone. Having and following a digital preservation plan can prevent that from happening.

Some reasons to have a digital preservation plan:
-Obsolete software—as with my oral history transcripts, files created with an earlier version of a proprietary program like Microsoft Word cannot be opened in the current version of Word.
-Obsolete hardware and media—when’s the last time any of us used a floppy disc? When’s the last time any of us used a computer with a built-in disc drive?
-Accidental deletion or saving over the original
-Viruses
-Physical and natural disasters—What happens if your server room floods, or a blimp crashes into your offsite storage? Your disaster planning should include your digital materials, and I’ve included some disaster planning resources in my Resource slides.
-File corruption
-Protect your investment!!


Digital Preservation 101

* Fixity checks
* Media migration

* Format migration
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Some steps that you can incorporate into your preservation plan include:

FIXITY CHECKING, which is making sure that files have not changed over time or become corrupted. 

MEDIA MIGRATION, which is moving files from one media type to another, such as moving files from an older hard drive to a new one.

FORMAT MIGRATION, which is changing a file format from an older or less stable format to a newer or more stable or standard format. 

Be sure to document your policies and procedures for your digital preservation plan. For example, how should specific tools be used? How frequently should files be transferred, and what workflow should be followed? What should be done with old media once the files have been transferred? When should you migrate file formats?


Digital Preservation 101

e 3-2-1 Rule
* Have 3 copies of your files
» Stored on at least 2 different types of media
* At least 1 copy stored off-site

* Where are your files located?
e Who has access to them?

* Inventory

GMG CATALOGING
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One rule of thumb is the 3-2-1 Rule, which calls for having at least three copies of your files, kept on at least 2 different types of media, with at least one copy stored off-site. Not everyone has the resources to follow the 3-2-1 rule or to even just maintain 3 copies of their files, so have at least 2 copies in 2 different places. 

You should also understand where your files are physically located. Are they on an onsite server? A cloud server? Where are the cloud servers located? Are your archival and access files in different places? Who has access to all your files? Are they on a network drive where anyone can access them, or are they protected and only accessible by digital project staff and IT?

It’s extremely helpful to have an inventory of your digital collections, and to keep it updated. Your inventory can include storage locations and the age of media, who has access to what files/media, total number of files and total size of the collection, and information about file formats. There is more information about creating an inventory linked in my Resource slides.


Digital Preservation 101 —Checksums

* Document e Document AND Monitor
* HashMyFiles e MD5 Summer
e DROID e Exact File

e Data Accessioner e Corz
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I mentioned fixity checking as a common preservation action, and checksums are a great way to make sure nothing in your files has changed. A checksum is an algorithm run on a file that produces a long alphanumeric string that is unique to that file—also sometimes referred to as a digital footprint. There are multiple algorithms you can use to create checksums, such as MD5, SHA-1, SHA-256, and SHA-512. If even one bit in a file changes, the checksum will be completely different. You can calculate checksums when you receive digital files, as part of your post-processing phase of your digitization project, or sometime after quality control. Once a checksum is established, you can recheck them in the future, such as before and after every transfer, or on a regular schedule. At a former job, we re-checked all our checksums every December until we contracted with a digital storage company that would do it for us.

There are several different checksum tools available. Some only document checksums, like HashMyFiles, DROID, and Data Accessioner, while others will document and monitor your checksums, like MD5 Summer, Exact File, and Corz.


Levels of Digital Preservation

Functional Area
Level 1 (Know your content)

Lewvel 2 (Protect your content)

Leval 3 (Monitor your content)

Laveal 4 (Sustain your contant)
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CMC

Have two complete copies in separate Have three complete copies with at | Hawve at least one copy in a Hawe at least three copies in
locations least one copy in a separate geographic locaticn with a different | geographic locations, each with a
geographic location disaster threat than the other copies | different disaster threat
Document all storage media where
content is stored Document storage and storage Hawve at least one copy on a Maximize storage diversification to
Storage media indicating the resources and | different storage media type avoid single peints of failure
Put content into stable storage dependencies they require to
function Track the obsolescence of storage Have a plan and execute actions to
and media address obsolescence of storage
hardware, software, and media
Werify integrity information if it has been | Verify integrity information when Verify integrity information of Verify integrity information in
provided with the content mowing or copying content content at fixed intervals responze to specific events or
activities
Generate integrity informaticn if not Use write-blockers when working Document integrity information
provided with the content with original media verification processes and Replace or repair corrupted content
Integrity outcomes as necessary
Virus check all content; isolate content Back up integrity information and
for quarantine as needed store copy in a separate location Perform audit of integrity
from the content information on demand
Determine the human and software Document the human and software | Maintain logs and identify the Perform periodic review of
agents that should be authorized to agents authorized to read, write, human and software agents that actions/access logs
Control read, write, move, and delete content move, and delete content and apply | performed actions on content
these
Create inwventory of content, also Store enough metadata to know Determine what metadata Record preservation actions
documenting current storage locations what the content is (this might standards to apply associated with content and when
include some combination of those actions occur
Backup inventory and store at least one | administrative, technical, Find and fill gaps in your metadata
Metadata copy separately from content descriptive, preservation, and to meet those standards Implement metadata standards
structural) chosen
Document file formats and other Verify file formats and other Monitor for obsolescence, and Perform migrations, normalizations,
essential content characteristics essential content characteristics changes in technologies on which emulation, and similar activities that
including how and when these were content is dependent ensure content can be accessed
Content identified Build relationships with content
creators to encourage sustainable
file choices
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I have just a couple more resources I want to share with you quickly. The National Digital Stewardship Alliance has four Levels of Digital Preservation, which are a helpful resource for understanding, protecting, monitoring, and sustaining your digital materials. 


Digital Readiness Levels

Focus Area Bronze Silver Gold
%gﬂ%iﬁ;gﬂng Putting it into practice Refining and sustaining Share Review zoals and Make items and Implement techniques to
options for providing associated descriptive support accessibility of
Plan and Set goals for digital work  ldentify and prioritize Adopt adigital collection {a:chcc;ﬁ): ; 23;2?5”: :;;Loc;r”:rt;rnanrzv ailable for gﬂlgitc?p ;ﬁ:‘fr:gf Elhu:rzgg
Prioritize that fit the potential digital projects.  development policy or platformorsystemthat  repurposing other blat practices
organization's mission Make a digital project revise existing policy to meats identified neads. " .
and policies. Adopt a plan that includes roles, include digitized and born
digital mission . activities, required digital content. Store and Create and maintain a Store at least two, Planfor future storage
statement or revise resources and partners. Maintain collection-level preferably three, copies needs. Use software tools
existing mission inventory of digital of each primary file and to check file integrity.
SFE'FE"”E"t to include content. related metadata, with
digital work. one copy stored off-site.
Obtain Create and use Evaluate copyright status  Assign standardized g;?g;: m:gﬁzrﬁg
Permissions  permission forms and of content. ldentify items  rights statements or rezular schedule
donor agreements that  with access restrictions or - Creative Commons i
include specific COnCerns, '".':I”"j Ing !'CE"SEE for collection Evaluate Identify primary users Collect data and stories Use collected data and
ang@ag& for the use ':'.f Privacy. Eth“:.al-‘ or. Items. Ado pta tal_cedown and ways to engage about how digital content  stories to inform future
digitized and born digital cultural considerations. policy and, if applicable, a them with dizital ic stored collection development
content or modify staternent on harmful content. g ) outreach. and P '
existing forms. content. pr crgrramrhin & Share
Digitize Determine standards Using identified lJse a quality control k?: :gﬁgﬁgg Itt g' bDIE ng
and procedures to be standards, undertake checklist to review Eommunit',r around disital
used to digitize physical  digitization or born- content and confirm it work. g
materials or process digital processing work meets identified
born digital content. either in-house orwithan standards.
appropriate vendor or
partner.
Describe Adopt a consistent Using identified Develop a data dictionary
naming conventionfor  standards, create basic and use controlled B SO ARCNG ER
digital files. Determine descriptive metadatafor  wvocabularies to Statewide Cataloging Support
standardstobeusedto  terms. standardize metadata.

describe digital content.
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Presentation Notes
Finally, the Digital Readiness Toolkit from Recollection Wisconsin includes Digital Readiness Levels, which are a structured roadmap for organizations to plan and sustainably grow their digital initiatives. They have three levels, or focus areas, to help you prepare for and grow your digital projects.


Resources

* Home - Digitizing Collections - LibGuides at Atla

* Home - Creating Digital Collections - LibGuides at University of Texas at
Austin

* |SL Digital Imaging Program Best Practices, Rev. 2018
* Digital Project Planning Worksheet — Digital Readiness Toolkit

e Copyright Term and the Public Domain - Copyright Services - LibGuides at
Cornell University

RightsStatements.org

Rights Statement Selection Tool (PA Digital)

Pll considerations in screening archival records (archives.gov)
Bulk Rename Utility (for Windows)

GMG CATALOGING
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And here I have all the resources I used and mentioned, as well as a few extras that I think may be useful as you’re thinking about and planning your digitization projects


https://atla.libguides.com/digitizing-collections/home
https://atla.libguides.com/digitizing-collections/home
https://atla.libguides.com/digitizing-collections/home
https://atla.libguides.com/digitizing-collections/home
https://atla.libguides.com/digitizing-collections/home
https://atla.libguides.com/digitizing-collections/home
https://atla.libguides.com/digitizing-collections/home
https://atla.libguides.com/digitizing-collections/home
https://guides.lib.utexas.edu/creating-digital-collections/home
https://guides.lib.utexas.edu/creating-digital-collections/home
https://guides.lib.utexas.edu/creating-digital-collections/home
https://guides.lib.utexas.edu/creating-digital-collections/home
https://guides.lib.utexas.edu/creating-digital-collections/home
https://guides.lib.utexas.edu/creating-digital-collections/home
https://guides.lib.utexas.edu/creating-digital-collections/home
https://guides.lib.utexas.edu/creating-digital-collections/home
https://www.ilsos.gov/content/dam/departments/library/grants/pdfs/ida-best-practices.pdf
https://www.ilsos.gov/content/dam/departments/library/grants/pdfs/ida-best-practices.pdf
https://www.ilsos.gov/content/dam/departments/library/grants/pdfs/ida-best-practices.pdf
https://pressbooks.pub/drtoolkit/chapter/digital-project-planning-worksheet/
https://pressbooks.pub/drtoolkit/chapter/digital-project-planning-worksheet/
https://pressbooks.pub/drtoolkit/chapter/digital-project-planning-worksheet/
https://pressbooks.pub/drtoolkit/chapter/digital-project-planning-worksheet/
https://guides.library.cornell.edu/copyright/publicdomain
https://guides.library.cornell.edu/copyright/publicdomain
https://guides.library.cornell.edu/copyright/publicdomain
https://guides.library.cornell.edu/copyright/publicdomain
https://guides.library.cornell.edu/copyright/publicdomain
https://guides.library.cornell.edu/copyright/publicdomain
https://guides.library.cornell.edu/copyright/publicdomain
https://guides.library.cornell.edu/copyright/publicdomain
https://guides.library.cornell.edu/copyright/publicdomain
https://rightsstatements.org/en/
https://rightsstatements.org/en/
https://padigital.org/wp-content/uploads/2018/10/Rights-Statement-Selection-Tool_Galson.pdf
https://padigital.org/wp-content/uploads/2018/10/Rights-Statement-Selection-Tool_Galson.pdf
https://www.archives.gov/files/Before-Screening-Records.pdf
https://www.archives.gov/files/Before-Screening-Records.pdf
https://www.bulkrenameutility.co.uk/
https://www.bulkrenameutility.co.uk/

Resources

* File Naming - Digital Projects Toolkit - LibGuides at North Dakota State
Library

e Best Practices for Naming Electronic Records | Wisconsin Historical Society

e Guidelines: Technical Guidelines for Digitizing Cultural Heritage Materials -
Federal Agencies Digital Guidelines Initiative

e Guidelines for Digitizing Archival Materials for Electronic Access | National
Archives

e External Digitization Standards | Society of American Archivists

 Focus Area 3: Digitize — Digital Readiness Toolkit

e Recommended Formats Statement - Resources (Preservation, Libragy of
Congress) R



https://library-nd.libguides.com/digitalprojectstoolkit/file-naming
https://library-nd.libguides.com/digitalprojectstoolkit/file-naming
https://library-nd.libguides.com/digitalprojectstoolkit/file-naming
https://library-nd.libguides.com/digitalprojectstoolkit/file-naming
https://library-nd.libguides.com/digitalprojectstoolkit/file-naming
https://library-nd.libguides.com/digitalprojectstoolkit/file-naming
https://library-nd.libguides.com/digitalprojectstoolkit/file-naming
https://library-nd.libguides.com/digitalprojectstoolkit/file-naming
https://www.wisconsinhistory.org/Records/Article/CS15485
https://www.wisconsinhistory.org/Records/Article/CS15485
https://www.digitizationguidelines.gov/guidelines/digitize-technical.html
https://www.digitizationguidelines.gov/guidelines/digitize-technical.html
https://www.digitizationguidelines.gov/guidelines/digitize-technical.html
https://www.digitizationguidelines.gov/guidelines/digitize-technical.html
https://www.digitizationguidelines.gov/guidelines/digitize-technical.html
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Resources

e Recommended file formats - eCommons: Cornell's Digital Repository -
LibGuides at Cornell University

e Best Practices for the Selection of Electronic File Formats | Wisconsin
Historical Society

 Histogram: Discover How To Take Better Photos By Exposing To The Right
* |SA Golden Thread Object — Level Target 1x | DT Heritage

e PDF7: Performing OCR on a scanned PDF document to provide actual text
Techniques for WCAG 2.0

e Digitization Dashboard

e Feet On The Ground: A Practical Approach To The Cloud Nine Thing
Consider When Assessing Cloud Storage
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Resources

* Plan Ahead for Disasters | Ready.gov

e Planning Guides | FEMA.gov

e Emergency Management (Preservation, Library of Congress)

* Disaster Response and Recovery | National Archives

 Focus Area 6: Store and Maintain — Digital Readiness Toolkit

 Appendix C: Audiovisual Collection Inventory and Instructions — Digital Readiness
Toolkit

e Digital Preservation Inventory Template for Museums - Canada.ca

e Digitization - Preservation - LibGuides at American Library Association
* What is Fixity, and When Should | be Checking It? (NDSA, 2014)

cMc CATALOGING
MAINTENANCE CENTER
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Resources

 HashMyFiles: Calculate MD5/SHA1/CRC32 hash of files

e Download DROID: file format identification tool - The National
Archives

* DataAccessioner

* MD5summer

* Corz

e ExactFile | Making sure that what you hash is what you get.
 Levels of Digital Preservation

* Digital Readiness Levels — Digital Readiness Toolkit
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ON THE CALL TODAY
Questions? Contact the CMC: cmc@illinoisheartland.org

Barbera Scoby Dr. Pamela Thomas Mary Cornell Eric McKinney Kat Anderberg
CMC Cataloger Bibliographic Grant CMC Cataloger CMC Cataloging Metadata Cataloger
Manager Trainer
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Statewide Cataloging Support

Ryan Rafferty Katie Roberts Andrea Giosta
Special Project Cataloger Special Project Cataloger Special Project Cataloger



Presenter Notes
Presentation Notes
And finally we have a few minutes left for any questions! On the call today along with myself we have Barb Scoby, Dr. Pam Thomas, Mary Cornell, Eric McKinney, Ryan Rafferty, Katie Roberts, and Andrea Giosta.

mailto:cmc@illinoisheartland.org
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