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• Project planning
• Metadata
• Resources

Part 2: bit.ly/shoestring2
Tomorrow! Friday, June 12, 2020 @ 10AM
• Imaging
• QC & post-processing
• Digital preservation
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Project Planning
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PikPng: https://www.pikpng.com/pngvi/hbTixR_good-cheap-fast-venn-diagram-good-cheap-fast-clipart/

https://www.pikpng.com/pngvi/hbTixR_good-cheap-fast-venn-diagram-good-cheap-fast-clipart/
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Mapto – Own work, Public Domain, https://commons.wikimedia.org/w/index.php?curid=2690261

https://commons.wikimedia.org/w/index.php?curid=2690261
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Project goals & expectations

BuzzFeed (2019). 19 Pinterest Cake Fails That Are Just Begging to be Laughed At.

https://www.buzzfeed.com/ishabassi/hilarious-pinterest-cake-fails
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What’s your bandwidth?
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What do we talk about when we talk 
about digitization?
The process of transforming analog material into binary 
electronic (digital) form, especially for storage and use in 
a computer. 

Moses, Richard Pierce (2005). A Glossary of Archival and Records Terminology. The Society of American Archivists.

http://files.archivists.org/pubs/free/SAA-Glossary-2005.pdf
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Selection & 
Planning

Ingest & 
Preservation

QC & Post-
Processing

Metadata 
Creation

Preparation & 
Imaging
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➔ Proposal
➔ Charter or MOU
➔ Plans & Scheduling

Digital Library Federation Digitization Cost Calculator
https://dashboard.diglib.org

➔ Kick-Off Meeting
➔ Retrospectives & Evaluation
➔ Sunsetting

Digital Library Federation Project Managers Toolkit 
https://wiki.diglib.org/DLF_Project_Managers_Toolkit

https://dashboard.diglib.org/
https://wiki.diglib.org/DLF_Project_Managers_Toolkit
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Ways to share the work

• Cross-departmental collaboration

• Collaboration with other institutions

• Volunteers

• Paid interns or practicum students

• Grants

• Vendors
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Benefits & costs of keeping it in-house

• Learning

• Define requirements 
incrementally

• Maintain quality

• Security & handling

• GLAM requirements

• Organizational 
investment

• Ramp-up

• No set price tag

• Limited resources

• Range of experience

Benefits Costs
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Working with vendors

• Come prepared with details and a budget

• Don’t be afraid to ask for a discount

• Shop around

• Determine a deadline

• Provide your own hard drive

• Ask about shipping
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When to work with a vendor

• If you lack the equipment to safely image or convert 
your materials

• If you lack the in-house expertise to operate the 
equipment you have

• If your materials require special handling or 
professional conservation treatment
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Try a project pilot

• Know your project goals and scope

• Select a discrete, contained project or transition point

• Work with project stakeholders to develop your plan

• Execute the work

• Report back and ask for feedback

• Assess and share summary
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Be prepared for stops, starts, and 
setbacks
• In-house projects are subject to competing demands on 

time and money in a way that outsourced projects are not

• Document every step along the project lifecycle so you 
can pick-up where you left off

• Small is beautiful: better to successfully complete a small 
project than leave an ambitious project to languish
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Metadata
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Metadata is time-consuming but crucial

Primary purposes are to enhance:
1. Discoverability

2. Interoperability

DLG uses Qualified Dublin Core (+ some local)
DPLA uses the Metadata Application Profile (MAP)
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DLG Metadata

● Title
● Creator
● Contributor**
● Subject
● Description
● URL or filename*
● Standardized Rights Statement

● Extent
● Language
● Coverage (Temporal)
● Publisher of Original Item

● Local Identifier
● Bibliographic Citation
● Local Rights Statement

Required Strongly Suggested

Optional

● Rights Holder**
● Date of Original**
● Coverage (Spatial)
● Type
● Medium
● Format
● Original Collection
● Holding Institution

*Required if hosted at holding institution
**Required if available
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https://dlg.usg.edu/record/ccgal_usdapc_gch-scs-02-060-01

Collection

Title

Creator

Date of Original

Subject

Location

Medium

Type

Format

Description

Metadata URL

Digital Object URL

Language

Rights Holder

Original Collection

Holding Institution

Rights

https://dlg.usg.edu/record/ccgal_usdapc_gch-scs-02-060-01
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Template -- bit.ly/dlgAdminMeta
Guidelines -- bit.ly/dlgAdminMeta2
HomePLACE form -- bit.ly/ScanDayMetadata
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Free things to take advantage of

DLG

50GB hosting / archival storage 
for GALILEO members
20GB hosting / archival storage 
for non-GALILEO members
Subgrant program (up to $7500 
in DLG services)
Consultations & trainings

HomePLACE

Equipment loaner kits for public 
libraries & partners
Project funding for PLs & 
partners
Intern placement & scholarships 
for PLs
Consultations & trainings
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Let’s Review!
Project management triangle of constraints
Setting goals and expectations
Determining your bandwidth
Digital project management
The digitization process
Tips for small shops
Metadata
Free tools and resources
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Resources
Beard, Isaiah (2018), “Digitization on a Dime: Part 1: Standards and Baseline Considerations.” New Jersey Library Association 
Conference.

D’Ambrosio, Terrance (2016), “Digitization Equipment Options for Any Budget.” Sustainable Heritage Network

Digital Library Federation (2020), Digitization Cost Calculator

Digital Library Federation (2020), Project Managers Toolkit

Digital Library of Georgia (2020), Documentation Site

Hrubes, Annamarie Klose (2018), “Digitization on a Dime: Part 2: Employing Best Practices While on a Budget.” New Jersey Library 
Association Conference.

Landis, Cliff (2019), “Getting Your Needs Met: Evaluating Library Technologies and Library Vendors.” Digital Library of Georgia.

Northeast Document Conservation Center, “Reformatting: 6.7 Outsourcing and Vendor Relations.”

Stratton, Brittany, Martin, Wendy, and Lamphear, Anna (2017), “Imaging in Context: Introduction to Still Image Digitization for Smaller 
Institutions.” Connecting to Collections Care.

Wick, Harrison and Skirvin, Rebecca, “Managing Digital Archival Material on a Shoestring Budget.” Midwest Archives Conference.

https://repository.wpunj.edu/handle/20.500.12164/86
https://sustainableheritagenetwork.org/digital-heritage/digitization-equipment-options-any-budget
https://dashboard.diglib.org
https://wiki.diglib.org/DLF_Project_Managers_Toolkit
https://sites.google.com/view/dlg-docs
https://repository.wpunj.edu/handle/20.500.12164/86
https://drive.google.com/file/d/1GJdiXP4yip4ia_AbtnakcH6-5wkNuBYd/view
https://www.nedcc.org/free-resources/preservation-leaflets/6.-reformatting/6.7-outsourcing-and-vendor-relations
https://www.connectingtocollections.org/imaging-in-context/
https://www.midwestarchives.org/ccboard/27362969_266cc3f460b9b08276d96168c5890cde.pdf
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Connect with us
Angela Stanley

Director, Georgia HomePLACE
astanley@georgialibraries.org

(470) 304-0690

Atlanta Journal writer Willard Neal researching 
Halloween masks for a story, 1949
at https://dlg.usg.edu/record/gsu_ajc_9681

mailto:astanley@georgialibraries.org
https://dlg.usg.edu/record/gsu_ajc_9681
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