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Managing Born Digital Archival Materials

Start Process Receive Born Digital
materials

Confirm provenance
(creator) and 

collection destination
(existing or new?)

Physical device with stored
media files
Digital files direct from
donor via email attachment 
Digital files from donor
through curators via Box or
email
Digital from donor through
Digital Preservation
Librarian via Box or email

GAP:
Not currently 
reviewing content

Not currently 
running forensics 
on anything

complete accession
record in Archivist

Toolkit

Check/fill in fields
designated for

recording info about
digital content 

Move to Box, record file
location in accession

record

Confirm carrier format;
house appropriately

ADA has a consistent
file storage location

Digital

Physical
Digital 

vs. 
Physical?

Note rights and access
conditions

Write and publish
preliminary inventory

slightly different from
descriptive record

Including any additional
information regarding

digital content

include rights and
access conditions

No digital forensics or
digital item "processing"

All description of physical 
is of the object (carrier) 
format (no description of 
file contents)

Small digital transfer id 
file count, formats & size 
(MBs/GBs); dates

Slightly modified 
from accession record

[Audio/visual materials 
and computer media 
may need a use copy 
produced before 
access is allowed.]  

Note: 
The remainder of this 
collection is available 
for patron research, 
but may be used only
in the [Thompson Library 
Special Collections/
Archives/Billy Ireland 
Cartoon Library & 
Museum] reading room.

Shelve and record
location

Keep track of the location
of the box

(Don't lose the box it's in)

Digital files' location
were recorded during

accessioning 
(Does not change)

Not performing digital
forensics 

Continues to lives in
Box

Not performing any
digital forensics or other

stabilization

End Process

Digital

Physical

Digital
vs.

Physical



  

