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1) Digitizing

· Very successful. The digitizing process is proceeding faster than we have storage space.

· Quality and efficiency can be improved with additional equipment: mixer at each workstation, sound card, CD-R, etc.

· Best practices/standards issues.  Example: Is it necessary to sample voices at 44.1K?  (may help address storage issue below).

2) File Management

· Digitization desperately needs storage space. A large part of the digitization process is occupied with file management (including the queue). The two servers, AV1 and AV2 are useful only as holding spaces for files that are being worked on. All digitized files are now stored either on local drives or as CD-ROM.

· "Archive" CDs are being burned in order to free up space on the computers. The files are then erased from the hard drive, leaving the CD as the only digitized copy of the file.

· This process raises the following issues:

a) For identification purposes, files are stored on the CDs in VVL number sequence.  However, items are often digitized out of VVL number order making it difficult to group them on to CDs.  (This is due to the requests and the priority system that was set up for files on spinning disc rather than physical objects.)

b) CD is not the storage medium promised in the grant application. It was meant to be more of a backup system or to provide for local archiving and use copies. 

c) Because we can not (yet) record directly to CD, making them has become an extra step, which consumes time (10 minutes per CD). 

d) The computer can't be used while a CD is burning.

· Solutions to this problem:

a) Stop digitizing. 

b) Get more storage space. (Ten times the current amount would help, but ultimately a very large share will be needed.)

c) Stop digitizing requests and/or waiting for ambiguous copyrights.  d) Bake tapes so they can be processed.

e) Get a second CD-R and a student to help organize files and burn.



f) Modify how the process is driven.

3) Storage/Preservation

· Should we start baking tapes? Do we need to research more?

· There are 26 sticky shed tapes awaiting processing. 

4) Segmentation 

· What kind of segmentation should we do and what are the reasons for doing it?  What is the benefit/cost trade off?

a) By voice (not practical for all items of the collection) 

b) By approximate time

c) No segmentation 

d) Emergency segmentation (only unwieldy three-hour files)

e) By "Natural breaks"

· More research or user tests may help.

5) Other issues:

· File naming.  (systems has requested we eliminate spaces with delimiters in the VVL file names.  Rename VVL 00245 or VVL-00245 as VVL00245).

· Cataloging issues.

a) Process for handling Magic record mistakes/errors. 

b) Process for handling missing records.

c) Process for suppressing records.

· Process for handling "status unknown" items.  Many times the information desired is simply not available: dates, provenance, etc.

· Processing of pre-queue items.

a) Most of these items have fewer notes and were never copyright categorized per the status list in current use.  They will need an updated copyright review.  Detailed notes could be obtained at the segmentation level. 
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