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Introduction

As you have been cliscovering, a ciigitization Project IS notjust a scanning, Project.
As | wrote in November 1996 for lnicormationWeekJ a ciigitization Project includes
the « basic processes - creation, storage, management ... interlocking Pieces
cach of whose coniciguration im[:)acts the requirements of the others.” For a
successful sustainable Prcﬂect, you need to Pian each Piece: its goals, mission,

sta nclarcis anci PT'OCCC!UY'CS.

Welcome to a step-by-step manual for managing a digitization project. | am
p-by-step gng a dig P

organizing it as if it were Part of an old fashion correspondence course.

This Serial (course) will be organize& bg the Phases of a ciigitization Project:
Planning, im[:)iementing and using, Each section will then deal with the three major
components, as referenced above, of a ciigitization Project at that Pi‘iase. To
uPciate the terms think of creation as digitization, storage as access (over a

networi<, web etc), and management as incluciing retrieval.

Thus, Section | — Planning your Digital Collection - will not onlg discuss the
imPortance of Planning but how to establish goals and standards for your
cligitization, access and management comPonents and how the standards for the
different components influence each other. This section will also include a list of
sources for technical standards and benchmarks that others have aireadg

ClCVClOPCd.

Section Il — lmplementing the Plan - will cover critical Patn clesign, task
ciescriptions, c]ualitg controlJ and Possible workflow strategies for merging the

three comPonents.

Section Il — Using the Collection - will concentrate on the management and
access comPonents and evaluating tne success 01C your Project. It wi” inciucle

methods for Publishing, Promoting and evaluating your ciigital collection.



Each chapter is clesignecl as a Icsson, including work exercises based on a
fictitious Prcject — The Postcard Collection, which will be described more Fu”y
within. You may, of course, also substitute your own Project when doing the

exercises.

This manual is being electronica”g Publishcc] in serial format, a chaPter at a time,
as an Acrobat file. At the complction of the Publication process, you will have a
complete manual that addresses the major issues that one might exPect when
implementing a digitization Prcﬂect, from setting selection criteria to cstablishing
an effective workflow to Project evaluation orjust those parts that you wish to

have. The different cha[:)ters will be available at www.DIG-mar.com for a small fee

To take further advantage of the electronic Format, you may submit your
exercises for feedback if you desire. Send them and any comments to DIGman @

DIG-mar.com.

Images are information. Here is /76/ID in managfng them.
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Section | - P/anning you D{gfta/ Collection

Part1 lmPor'tancc of clcﬁning and sctting your goals
Making Your Road MaP

Know you destination before you start.

The keg to managinga Project is to have a good Prcject Plan or road map. Sucha
Plan helps you make decisions more egcctivelg as the Project progresses. It also
helps you get back on track if you have a detour. As with any road map, you
need to know your destination before you can map your way to it; ther@core, the
best Placc to start a Plan is at the end—the Project goal. What is the purpose of
this Project?

For those of you who have a Project in mind, take a few minutes to write down a

simple goal statement.
pieg

In our fictitious Project, the Prcject manager Kalie Sco[:)e works for a Historical
Societg that has received a collection of 100 Postcarcls from a Patron. This
collection is com[:)osecl of Pictorial and holiclag Postcards that the Patron’s
granclmother received in 1907 from around the USA. Her su[:)ervisor has decided
it is an ideal Prcject to begin the cligitizing Pro‘:.ject. After reviewing, this collection
to decide what cligitizing it could offer her other patrons, Kalie came up with the

Fo”owing goal statement.

This Projcct will Provia’e an ins{ght into the manner of

communications at t/76 turn of thc Ccntury.

Starting from this broad goal, we will now Iag out the map of how to get there.
First, we must be sure we know if we are going to Washington, lowa or the state of
Washington. In other worclsJ we must define our goal in terms that are more
sPechCic. For example in order to Provide an “insight into the manner of
communications”, we will need to define “insight” and “manner of
communications”. Do we mean the images used on Postcarcls or the messages

hanclwritten on them? Do we care about the Postmark dates? IF Postcarcls are



