Preservation &

Digitization

External vendor

Start Process T

Y

project scope

HOSC curator identifies

THOSC reformatting 1

Item count is completed

Identification of current intellectual control
Justification of project by curator

Use deadlines/timelines are identified
Use destination and preservation status is identified

THO-SC Project Digitization

Assess condition for digitization:

Descriptive and administrative
information available

C&A/ADA availability to address

insufficient intellectual control

¢ Preservation availability or .
¢ Funding for external vendor to address
conservation needs .

* Items are evaluated to identify materials
that must be sent out such as photographs.

External to THOSC: Based on assessments by
Preservation and Digitization dept.

Internal to THOSC: Contact Digitization Program
Manager to determine appropriate guidelines to
be followed by THOSC Reformatting
Coordinator

Internal to THOSC: THOSC
Reformatting Coordinator in
consultation with curators
External to THOSC:
Digitization Program
Manager

|

coordinator collaborates
with curator on proposaIJ

THOSC reformatting
coordinator creates an

items to be digitized

'tnventory/spreadsheet of

Pull slips will clearly
indicate purpose of
removal from collection.

may be needed.

Some preparation (such as

opening and weighting scrolls
for a time) prior to scanning

Establish file-naming
convention that will be
used

Identify materials that can

be scanned on flatbed and

those requiring camera

Y

Provide inventory for

check off on inventory

AN

Determine whether
additional intellectual
control is necessary

\

/

Conservation
will determine whether
conservation/preservation treatment is
necessary

Dbes the materlq|
require condition
gssessment outsidg

Yes

Digitization Program Manager
determine staffing and
equipment needs for digitization

14

\.

/ -

Determine timing of digitization

need/consideration of competing

digitization priorities

complete the project

¢ Adequate student assistance, and time to

* Agreement by Digitization Program
Manager that equipment and software are
adequate for project.

No .

student to locate and pull,

Pull slips will clearly indicate purpose of
removal from collection.

\/

Provide inventory for student

prepare appropriate
equipment for required
scanning process (ex.
Negatives)

to locate and pull, check off (
L on inventory

~

GAP:
Need more centralized tracking
for items pulled, purpose,

Estimates will be shared as necessary with:

Business Office
e Curator
* Requester

\

In-hduse projects by THOSC: Decision is baseﬂ
on assessments of original materials, resources |
required for digitization, financial resources
required, and time available.

4

(THOSC Reformatting Coordinator may
provide comparable costs for
reformatting estimates or identify sources

for estimate information

—

tracking

and current location.
Not all items have an item
record or barcode for

\ 4

Collaboration between
Preservation & Digitization
and outside vendor(s)

(Projects sent to Preservation & Digitization: The
project proposal and preliminary assessment report

Share file-naming W

convention that sho

v

used

uld beJ

Collaboration between Digitization
& Conservation Project
Coordinator, THOSC Assistant
Curator, and THOSC Reformatting
Coordinator

Determine where temporary
storage for access will be (ex.
Photographs will not be going in

and out of cold storage)

Y

The following steps are performed by
either THOSC in-house or
Preservation & Digitization

Determine

GAP:
Need more centralized tracking |coordinate
for items pulled, purpose,

timing for shipping to LTC an

contacting Digitization & Conservation
Project Coordinator to pick up materials;

with THOSC Assistant Curator
to facilitate process

and current location.

Not all items have an item
record or barcode for
tracking

Identify equipment to be
used, needed supports or
weights and appropriate

background.

The

Tracking of items: this is a changing area.

maintaining a spreadsheet but there may be

Reformatting Coordinator has been d

a move to Teams.

Pack materials (generally

one by Reformatting
Coordinator)

Check settings on scanner|

Identify the "permanent" storage
location for scans of
photographic material.

]

or camera.

Scan according to
established criteria for that
medium.

N
Ifa photo%ph, ins

and where the file i
/

Original and watermarked
versions to be saved on J: drive.

/

Ve

(&

Vv

Add watermark as needed

box/folder indicating that the item
has been scanned, its file name,

Deliver packages to mail
room on day of expected pick-
up by carrier.

are provi

ded for review with any required funding
information.

Projects requiring external vendor: The pro‘j{act proposal
and preliminary assessment report are provided to
Preservation & Digitization, and THOSC reformatting
coordinator and/or curator work with P&D.

Pack for LTC delivery or
shipment to vendor; THOSC
Assistant Curator to set-up
shipment to LTC

Digitization & Conservation Project Coordinator will coordinate whether

items may be sent to vendor directly from THO or sent to LTC to go out

with other OSUL materials. Packaging and shipping details will depend
on the vendor.

of invento

Pack materials, with copy

Coordinate with Dlgltlzatlon and
Conservation Project Coordinator
to plan packing and shipping of
materials to vendor

Completion of
condition report for
materials sent out fo
digitization

ry

/

r]%

Ensure that each item has
clear and complete identifying
information on an associated

label or streamer.

GAP:

Need more centralized tracking
for items pulled, purpose,

and current location.

Not all items have an item
record or barcode for

tracking

ert slip in GAP:

s stored.

Original and edited
versions to be saved
in the J: drive.

Perform quality revi

digital images by
comparison with originals

iew of

Edit images as needed
(Straighten/Crop)

Consult with parties involved according to intended use of scans:

Curator

Metadata Initiatives Librarian
Digitization Program Manager
Publishing & Repository Servic

es Librarian (KB)

Return to vendor, or correct

filename/metadata locally;

depending on complexity of
error(s

Tracking of items: this is a changing area.
The Reformatting Coordinator has been
maintaining a spreadsheet but there may be

a move to Teams.

examples: scanning of
newspapers or scrapbooks

Indicate embedded metadata
required in consultation with
Metadata Librarian and Digital
Preservation Librarian

Identify file types needed in
consultation with Metadata
Librarian and Digital
Preservation Librarian

Vendor produced files might go

This is a known weakness since
storage locations may change.

Look at quali
well a

identification/filename. Return to
vendor, if necessary.

ty of reproduction as
s appropriate

directly into K, if there is enough
storage space available and

Digitization Program Manager can
migrate them to K (IT, Dan?)

Check for accuracy of
embedded metadata

Perform quallty review of
digital files by comparison
wi

Load digital file‘s/into J; or
K: drive, depending on
sources and status of

ith original media )
project

Place a note in the collection along with the
original materials to indicate the
reformatted content and their location

Resolve errors as needed

Return originals to containers and

direct to student assistants for re-

shelving

[
Embed metadata in file
as needed

(" e+ In-house THOSC fi

to go into K: drive

Y

A
J

.

les may wait in

J: until project is advanced enough

* Digitization Program Manager may
place files directly in K: drive

Mon Oct 18 2021 14:31:43

containers and direct tow

Return originals to

Add any information not available
before digitization (e.g. if
reformatted magnetic media)

[

4

Curator notified Business
Office of funding source if

required

Pull slips will clearly
indicate purpose of
removal from collection.

1

Provide inventory for student
to locate and pull, check off

on inventory

'

Sharing file-naming

convention that vendor will

use for files created.

Specify any other post-production
processing that is desired, determined by
the storage (Storage host will dictate what
type of post processing will be required -

Olive, DC, etc.)

~

Check

condition of original

materials and confirm

again

st original condition
report

>

GAP:
Problem with bulk delivery
without Buckeye Box.

‘( Prepare metadata

student assistants for re-

shelving

spread

'L

sheet

Consult with Copyright on Coordinate with Metadata Initiatives librarian
aporopriate IE{)( r?ts and/or staff to plan ingest into DC,
pprop 9 OR deliver to other intended recipient (KB,
statements to include L S
external exhibits, publications, classes, etc.)

e

(Vendor ships items back to
University Libraries
(Coordinated by Digitization
& Conservation Project

_ Coordinator)

Verify presence in
containers and check off
returned materials against
spreadsheet

End Process








  

