Music and Dance Library: Paper-Based Digitization

Start process

Revised: Wednesday,

Request digitization
(donor, researcher, library

staff)

February 24,

2021

Already
digitized or
online?

Yes

4

completeness

Evaluate condition and

Evaluate rights/;
whether public domain J

)

Provide access to
requestor (HathiTrust,
IMSLP, etc)

End process

Consult with Digital
Preservation

A

Consult with Copyright

Services

s

Send links to items in
Digital Collections to
requestor

Provide printed copy to
requestor

~N

s

Add handles to other
relevant databases

A
>

(
.

Scan using established
settings and formats
(TIFF/PDF)

A

Consult with Preservation

& Digitization

Y

S
Create/copy MARC record

(if desired and doesn't
exist)

N
Consult with Bibliographic |
Initiiatives b

J

~

Consult with Metadata

Y

S~
— 2/

Ve

Create metadata in Digital

Initiatives if batch <
ingesting

Collections

€

Private

Public
or private?

Public

Y

— =

.

Upload digital files to
Digital Collections

—

Y

Set file/data
visibility/access
(public/private/institution

)

=




