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Start Process Request for digitization Determine if BICLM has
the item(s)

Requester submits form
through

cartoon@osu.edu
Hi-Res

Lo-Res

Hi vs Lo
Resolution?

Determine Usage: Personal
research, reference use,
website
Determine Rights: No proper
permissions, not in public
domain

Determine Usage:
Publication or other
required Hi-Res
Determine Rights: Proper
permissions and/or public
domain

Yes

No

Determine
 if Hi-Res scan

exists?

No

Yes

Determine if a scan
already 

exists in Digital
Collections?

Digitization Manager
provides project quote

Public Services Manager
(or Digitization Manager)
provides project quote

Only Lo-Res scan can
be provided

Research items'
location

Retrieve items (request
from off-site depository

and delivered)

Items numbered if
necessary 

No

Yes
Condition suitable

for digitization?

Consult Preservation &
Digitization

Yes

No

Unique to BICLM,
no substitute?

Send to
Conservation

Will not digitize

files(s) placed on K-
drive for ingest by

Metadata Initiatives into
DC

Physical preparation Determine placement
on priority queue

Send invoice via emailReceive payment

No - Lo-Res

Yes - Hi-Res

Log payment in invoice
log

Public Services Manager
or students scan items on
the MFD or using Adobe

PDF
Digitization Manager or
students scan items on

the BetterLight

Metadata spreadsheets
completed and placed

on K-drive

Need spreadsheet
template from

Metadata Initiatives 

File(s) delivered to
requestor via email File(s) delivered to requestor

via Box 
or "We Transfer" Third party

Transfer Service

Return physical items to
original location

GAP:
If scans were 
ingested more 
quickly into DC, 
may not need 
Box/OneDrive

If original art, convert
Hi-Res to Lo-Res and
place in Past-Perfect

record 

Delete files after
requester confirms

receipt  

"We Transfer" auto deletes
(expiration time)

Metadata
Initiatives ingest
files into Digital

Collections 

End Process

Preservation &
Digitization

Hi-Res Workflow

Metadata
Initiatives 

If permission can't be
obtained

Digitization Manager
provides project quote

Send invoice via email
to the requesterReceive payment

Files are delivered via
box or 3rd party "We

Transfer"

Refer requester to
Digital Collections

Files must be
preserved?

Communicate
alternative options with

requester

Items returned from
Conservation

GAP:
Currently Patron 
requested Hi-Res 
scans are not being 
ingested into DC

Log payment in invoice
log



    

