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of the risks for loss of

information, and for appropriate
records includes protection of

the original physical form.



available - mamntaining the
authenticity and integrity of the
records.



*Digitize large, complete groups of records

A transition from stand-alone projects to
digitization being a core archival
activity.



efficient complement of approaches
and tools to achieve the long-term
preservation of and access to

records.




and defined workflows.

Need the same for digital
reformatting.



Need to develop comprehensive
worktlow tools for all aspects of
digitization and automate as much as

possible to gain efficiencies on a large
scale.




*Princip.
*Princip.
*Princip.
*Princip.
*Princip.
Princip]

e of integrity

e of protection
e of compliance
e of availability
e of retention

e of disposition

*Princip]

e of transparency



*An appropriate digitization approach must be selected,
documented and implemented

*Technical specifications aligned to the digitization
requirements must be selected, documented and
implemented

*Equipment and software aligned to the digitization
requirements must be implemented



*All digital objects created must be assigned
metadata to document digitizing processes and
to support ongoing business processes

*Quality assurance and quality control
procedures must be defined, documented and

implemented



digital objects and metadata must be documented
and implemented

*Preservation strategies and processes for digital
objects and metadata must be defined,
documented and implemented



*Preparation of originals for digitization

*Metadata collection and creation

*Digitizing

*Quality management

*Data collection and management

*Submission of digital resources to delivery systems and into a
repository environment

*Assessment and evaluation of efforts, with continual process
improvement



*Processes occurring prior to digitization
*Digital conversion
*Post-digitization work



Federal Agencies Digitization Guidelines
Initiative



the digital repository and
forward 1n time to include the
entire digitization process.



*Definition of approaches to digitization and
management of the process

*Creation of additional metadata to document
the originals, the digital objects, the process of
creating the digital objects, and any changes

to the digital objects



and to the institutional definitions for the
digital objects

*Ability to package digital objects and related
metadata for use 1n access systems and for
submission to digital repositories



J

including well
designed and robust IT
systems.




e Metadata (all types)

e Hardware and software

e Policies
oStaff




* Not always as easy or as inexpensive as
advertised.

* We have been sold on the promise of the
technology, but rarely acknowledge the
downsides.




multiple copies, etc., to
prevent catastrophic loss of
digital resources.




*Facilitate the long-term
management and preservation of
the digital resources.



e lile formats

e Approaches to digitizing
physical collections

* Etc.




e Administrative

e Technical
e Preservation

eBehavior / Structural




*Better to define consistent
approaches.

*Treat large batches of 1mages, or
other digital objects, in the same
way.



ower costs to maintain an

preserve digital
data/objects/records.




Digitization activities should be geared
towards integrating appropriate functionality
across all phases and activities of digitization
to ensure the relatively automated submission
of appropriate and high-quality digital
objects and related metadata to digital
repositories.



possible, to facilitate management,
access, and long-term preservation.




*Content management

*Document capture and management
*Digital asset management (DAM)
*Media asset management (MAM)
*Digital repository

*Digital preservation




*Digital storage

* Automated characterization of resources
*Organization

*Description

*Search

*Access




activities, up to and including
submission of digital objects and
metadata to the digital repository, will
serve the long-term goals of archives

best.



