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Introduction

The MSU Library continues producing resources for the DLI-II grant and has already made significant progress in some areas including the digitization of Vincent Voice Library materials for the NGSW.  As the project expands, and with recent developments in cataloging tools and XML/EAD finding aids, a review of the digitization process is warranted.  The purpose of this report is to respond by providing an outline of other possible digitization processes.  The goal is to determine the most efficient use of grant resources while providing effective methods and research for implementation of the on-line collections.  Although there has been a viable digitization process in use for many months, it will only be referred to in relationship to what is outlined and proposed here.  The intent of this report is to propose modifications or alternatives for that process.  

Process Outline

There are two key issues that may determine this process.  They are division of labor and driving philosophy.  The later is based on two differing philosophical approaches to the process: a controlled rate of comprehensive collection building versus a controlled rate of comprehensive tape recovery and preservation.  If the emphasis were on tape recovery and preservation, collection headings would be created as a secondary response to the linear recovery of items off of the tapes.  Those general groupings with associated metadata would only grow in response to what is encountered on the tapes.  There may be a rapid proliferation of collection headings, but adding to items within these collections may occur more slowly.  If the emphasis is placed on controlling how/what collection groupings are created and worked on, items would be added to a specific area more rapidly and the growth of collection headings itself would be more slowly controlled.  However, tape and machine handling would increase with frequent loading and winding of tapes.  In addition, many other desirable items would be temporarily skipped in order to acquire the target items for a designated collection. 

The other key issue is division of labor.  This deals with what sort of personnel does what and when.  On the one hand, collection specialists could be employed to handle most of the work from item searches and tracking through digitization and formation of the EAD record.  Another approach would allow job specialists to be responsible for separate stages of the process; i.e. one person handles item identification and searches along with queue dB tracking and management.  Another person handles the actual loading and digitization of items and the collection of any new metadata.  A final stage would involve someone who would synthesize all metadata into the EAD template to create searchable records for the items.        

The proposed workflow could follow a couple of different scenarios with the possibility of CD-R production becoming a separate process handled by VVL staff. 

Scenario I: Controlled collection building method

A.) Item identification and preparation:

· Collection team(s) must meet regularly to determine collection headings and 

prioritize items in order to establish the workflow.

· Someone must conduct searches, identify items for capture, enter them in queue, 

assign copyright and priority status.  This can be a time consuming activity.  

(Several people or one person?  Maybe the same person doing digitization.)

· Queue may need modifications to reflect changes in this process, 

i.e. add a “Collection Heading” field or table.

B.) Digitization

1. Specialist identifies items in the queue for digitization based on "Collection Headings" field and priority status.

2. Tape is retrieved and loaded.  Target item is cued and briefly previewed.

3. Items with preservation problems, sticky shed, etc. are noted in queue and referred to VVL staff for processing. 

4. Next available VVL call number in sequence is assigned to that item.

5. Item is digitized as per digitization procedural manual.

6. Specialist collects metadata from any existing records and combines it with new information obtained from careful listening.

7. Working within EAD template, item-level information is entered in correct locations.  General heading data could already have been "prepped" or entered.  

8. Any item-level linguistic and acoustic information is added.

9. Spelling, accuracy or other issues that can't be resolved at this level are noted in queue for cataloging group or referred back to team/committee.

10. Very large items may need to be broken down into smaller segments that can also be referenced in the same record.

11. Items for web could be left on servers and grouped into folders by collection heading name.  Others are moved to CD-R.

12. The queue is routinely updated to track progress.

13. Tape is also labeled with progress slip to identify what item/s were recovered.

14. Tape is returned to shelf or referred to VVL staff for capture of remaining qualified items and completion of processing using older notes template.

15. These remaining items are also given a status in the queue that identifies them as a group in need of collection heading assignments.

16. VVL staff could be responsible for moving/storing all items onto CD-R.

Scenario II: Comprehensive tape capture method

A) Item identification and preparation

· Collection team(s) may meet to determine collection headings and 

establish priorities to prime the workflow.

· Someone must conduct searches for all qualified items on a given tape, identify items for capture, enter them in queue, assign copyright and priority status.  This can be time consuming.  (Several people or one person?)

· Based on existing records, someone could also assign collection headings to all qualified items on the tape ahead of time (or during the capture stage).  It may help to add a “Collection Heading” field or table to the queue.

B.) Digitization

1. Student worker or specialist identifies items in the queue for capture based primarily upon priority status.  Items are prioritized based on target collections so one or more bands of a tape may be given high priority status.

2. Tape is retrieved and loaded.  First qualified item is cued and briefly previewed.

3. Steps 3 through 14 of Scenario I are carried out for each qualified band of the tape with a few possible modifications.

a.) Digitization staff could have less collection specialization and more training with use of the EAD template.  

b.) Depending on level of expertise, some steps may need to be carried out by other Library staff.  Steps 6 - 9 could be assigned to other specialists.  Division of labor may be a greater necessity under this scenario.

4. Tape is returned to shelf.

5. VVL staff could be responsible for moving/storing all items on CD-R.

Other Issues

· Each specialist may require a separate workstation.  Otherwise, workstations within a “tech-center” could be reserved for specific times.  In either case, there are equipment expenses to consider including additional analog equipment.  Configuration of all workstations would have to be standardized for consistency and ease of use.

· Staffing costs may vary depending on the approach used: a few collection specialists or staff/students trained as job specialists.  How difficult will hiring qualified people be?  What technical skills or background requirements are most important? 

· Accurate transcribing is not possible with these scenarios.  A second listening is required to enable any start and stop transcribing.

· If the note template is no longer used, what information is saved with wav file on the CD? (if any)  Magic record, EAD, header information, etc.

· Collection teams/committees could meet regularly to determine primary collection headings and workflow priorities.  Is this one or several groups?  What is the make-up?  (Hired specialists, VVL staff, NGSW representative, Librarians.)  Should collection headings be assigned to all individual items in advance by this group or at a later stage as items are encountered on the tapes?

Some Conclusions

Scenario I suggests a two-pronged approach to capturing all qualified items on a tape.  With more of the grant resources focused exclusively on capturing the “gems” of the collection, follow-up processing of each tape could be completed by VVL staff.  This may help to ease over-handling of tapes and allows for more methodical digitization and tracking of all qualified items.  The sound files or associated metadata can easily be retrieved and reviewed as needed by specialists for the future creation of EAD records.

Some division of labor may be necessary, as it may be unrealistic to expect one person to have all the essential skills to handle everything in the process.  This may be especially true for the second scenario.  If one "collection specialist" did handle all stages of the process, the amount of time required to complete any given item will likely increase and overall digitization would proceed more slowly.  This is not necessarily a negative.  On the other hand, a few of the tasks could be shared or divided up.  The same person could handle all steps of the digitization process as defined in the accompanying scenarios stage B, but some of the stage A and EAD record building tasks could be referred to others.  With any approach, there should be good oversight and tracking of workflow throughout the process.  VVL staff can continue to assist with some aspects of this.  In order to focus more grant resources on the development of on-line collections, there may be some additional operations that could be absorbed by the VVL: capturing balance of tapes, CD-R production, preservation, Magic maintenance, record suppression, etc.

Aside from the labor issues, a key issue remains regarding which philosophy should drive the process: A controlled rate of collection building or a controlled rate of comprehensive tape recovery.   Using Franklin D. Roosevelt as an example:
· A large collection like FDR that may include upwards of 150 items will take longer to complete if all other qualified items on the tapes are captured (estimated at almost 6 months for a part time worker)

· Capturing only the desired items will allow for faster accumulation of a desired collection this size (less than 2 months for a part time worker)

· We will be skipping many items that may be desirable and will someday also need recovery.  Some of these items may not fit well into collection headings.

· Increased tape and machine handling raises preservation and maintenance issues.

· Capturing everything else (copyright safe) on the tape tends to circumvent collection specialization and will slow down the rate of collection building.  However, as has been the case, rate of digitization would actually go faster.
In the end, a few different approaches will probably work satisfactorily.  What finally determines the process are value judgments concerning what issues and outcomes are most important. 
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