Digitization on a shoestring: The Basics of scanning for small libraries
Selection

It’s good to start small if this is your first digitization project. Choose a manageable group of items to scan as a pilot project. You will undoubtedly learn things that will improve later digitization efforts.  100 items or less is a good starting point. Carefully choose the items to digitize with consideration to:

· Graphical interest (is it a good image?)

·  Research appeal (popular topic among users)

·  Historical importance (is it rare?) 

· Uniqueness (are there other comparable examples on the web already?)

· Copyright (do you have permission to digitize?)

In-house or Vendor?

If you have a suitable scanner, try to scan items in-house. This makes it easier to correct errors, it is more cost-effective and you have the confidence that it was done correctly. Vendors are wonderful for large scale projects with proper oversight and project management.

Metadata

Schema: The goal here is consistency, not complexity. At the bare minimum you probably want each item to have a title, description and some subject headings. Best practices call for more fields. Look to Simple Dublin Core as a standard.

Controlled Vocabularies: Use controlled vocabularies whenever possible, but shy away from developing your own taxonomy unless they already exist. Use standards like Library of Congress Subject Headings or the Art & Architecture Thesaurus to increase interoperability.
User-generated: You may want to incorporate the ability for users to add value to the items in your collection by enabling comments and tagging. These require very little oversight and can be helpful and insightful.

File-Naming: Each digital image rendered by the scanner should be given its own unique identifier. The purpose of this number is to associate the image with the original, and also its cataloging information. 

Digitization Standards

When scanning you will need to generate three images for each item:  a master, an access image, and a thumbnail.  Note that some access systems generate thumbnails automatically. Specifications are as follows:
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Master Access Thumbnail
File Format | TIFF JPEG JPEG
BitDepth | 1 bit bitonal & bit grayscale 8 bit grayscale
810 16 bit grayscale 24 bit color 24 bit color
48 bit color
Spatial ‘AdJust scan resoluion o | 150 — 200 PPT AL PRI
Resolution | produce a minimum pixel
measurement across the
fong dimension of 6,000
lines for 1 bit fles and
4,000 lines for 8 to 16 bit
files
Spatial 4000 10 6000 pixels across | 600 pixels across the | 150 to 200 pixels
Dimensions | the long dimension long dimension across the long

dimension
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Master Access Thumbnail
File Format | TIFF JPEG JPEG
BitDepth | 16 bit grayscale 8 bit grayscale 8 bit grayscale
48 bit color 24 bt color 24 vit color
Spatial 70010 800 PRI 75010 200 PPT 122 PPl
Resolution
Spatial 4000 0 8000 pixels 600 pixels across the | 150 0 200 pixels
Dimensions | across the long long dimension across the long
dimension, depending on dimension
size of original, excluding
mounts and borders
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Master Access Thumbnail
File Format | TIFF JPEG JPEG
BitDepth | 16 bit grayscale & bit grayscale 8 bit grayscale
48 bit color 24 bt color 24 vit color
Spatial 600 1o 800 PPI 15010 200 PPI 122 PPI
Resolution
Spatial 6000 {0 8000 pixels 600 pixels across the | 150 0 200 pixels
Dimensions | across the long long dimension across the long
dimension, excluding dimension
mounts and borders





Access Systems
There are both proprietary and open source options. Each system takes staff expertise to install, customize and maintain.  Very rarely does “one size fit all” so anticipate having to spend time setting up and customizing the system to suit your needs.  Options include:
· Omeka
· Wordpress
· Drupal
· CONTENTdm*

· DSpace
· Fedora
· Greenstone
*Costs $$, others are free and open source

Promotional Plan
A digitization project should be followed up by a promotional push directed at your patrons and constituents. Print brochures, web site features, listserv announcements, and press releases are all good ways to accomplish this.

Preservation

Archival TIFs should be stored in two or more locations if possible. It is best to keep copies on CD or drive off site in addition to copies held locally. Never edit, color-correct or otherwise adjust your master images.

You should establish a plan to periodically (every 5-10 years) revisit the master images, check them for viability and if necessary, reformat them to a newer, lossless standard should one develop widespread acceptance.

************************************************************************************

What Equipment/software do I need?

Flatbed Scanner: Flat objects such as photographs, manuscripts, other documents

Personal Computer

Scanner software (usually comes w/scanner)
Image Editing (e.g. Photoshop, The GIMP)

Blank CDs and/or hard drives for storing images

For more in-depth information on standards and best practices, see CDP’s Digital Imaging Best Practices, version 2 (PDF)

