Coordinator intakes 1

Start Process >{roposal form submittej

Preservation & Digitization - Classic Digitization

( Digital Preservation W

by Project Owner

Consult with Project W
LOwner for any missingJ{

materials or information

(Consult with Project Owne?}

A
>

»{ Leads and Coordinator
L review form J

[

( All information is then

A
L

information they have
L gathered/ask questions

to review pre-project
about project J

Conservation team
performs any treatments
to items before they can

be digitized

Document treatments in
MARC record

Coordinator tracks
inventory

Iltems returned to
coordinator for return

Wed Sep 01 2021 18:55:19

Treatment completed

Project Owners and partnell

are informed that items ar
ready for digitization

Assign location for Department Coordinator
secgre storage of Coordinator reviews pages items to be pulled
materials whilg the <€ inventory list against and sent to LTC for
. Y what was sent to us digitization and preservation
await work :
work to begin

Different types, condition and

sizes of materials, may require

multiple setups, availability of
digitization equipment

Digitization lead must
sign off on specs and
process

|
N

«| Digitization testing an

)

Completion of 1

'L setup(s)

( Assess results of
« | testing and determine

J

decline the project

Jennifer) and they make
the decision to accept oj

given to ADs (Karla and}

Project

\ 4

Scope document is reviewed}
i

by all project partners and

Accepted?

Y

ﬁ)epartment coordinator

project proposer and then
signed by all partners

[

)

'L specs and process

steps )

F)igitization sends itemﬂ
to conservation for |

treatments or re- <
housing J

Project closure checklist
(all steps of project completed
& deliverables fulfilled)

creates project scope
L document

Post-process:

(Digitization Head reviewsw

'L Digitize materials }

Contingent upon available disc
space on network drive.
Clear indication of images
storage

Communicate with
Metadata Initiatives that|

further treatment or re- |
housing

Coordinator sends
(email) survey out to all
stakeholders

\

N

Post project evaluation
survey

images are ready on |
network drive

oV
Uploading of images to
L appropriate working

i
)

)[mages taken and performsJ

Coordinator compiles
information from ADs into
report if project is not
selected to move forward or
is deferred

No

any post processing to the
images if needed

Clear, agreed-upon
policies within the
Libraries

space

)

Formal project closure
meeting with all
stakeholders

%ualty check of image%i

Conversion of images
to output format

Add any new practices that
were thought of or came up
during the project to

Digitization best practices

Coordinator compiles

final project report

End Process






