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Process for Developing a Digitization Project
1.
2.
3.
4.
5.

Define goals and scope of the collection
Evaluate and select source material
Clear permission to use the source material
Define project objectives and preliminary milestones
Determine technical specifications
A. Metadata
B. Search and display
C. File formats
D. Content Management System
6. Develop workflows
7. Determine preliminary procedures based on workflows; begin project
documentation
8. Determine what resources you need (hardware, software, staff)
9. Decide if you will outsource
10. Develop budget
11. Identify and acquire necessary resources
12. Finalize milestones
13. Finish project documentation
14. Hire and train staff, if necessary
15. Execute the project
A. Create the content and metadata
B. Add content and metadata to CMS
16. Evaluate the project
17. Evaluate the collection
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Sample Evidence-Based Budgeting
Collection: Audio recordings of a local author who has gained national acclaim. She has granted
your library permission to digitize these readings and make them freely available on the web. In
total, the collection contains about 20 hours of readings, comprised of about 110 different short
stories or excerpts from longer works (1 reading per tape).

Estimated times for digitization tasks
Task

Estimated time
required
15 minutes
20 minutes

Retrieving and preparing each tape
Converting audio tape to WAV and naming the file according to
documented procedures
Converting each WAV file to mp3 format for the web and copying it to
the designated archive directory
Creating descriptive metadata for each sound file
Adding administrative metadata to the CMS, copying the master WAV
file to the archive drive, and adding the mp3 file into the CMS

10 minutes
20 minutes
10 minutes

Total estimated hours for digitization staff
Task

Retrieving and preparing each tape (Conversion
Technician)
Converting from audio tape to WAV and naming
the file according to documented procedures
(Conversion Technician)
Converting each WAV file to mp3 format for the
web and copying it to the designated archive
directory (Conversion Technician)
Creating descriptive metadata for each sound
file (Metadata Specialist)
Adding administrative metadata to the CMS,
copying the master WAV file to the archive drive,
and adding the mp3 file into the CMS (Metadata
Specialist)

Estimated time
required to
complete the
project
15 minutes/tape
20 minutes/tape

Total time required to
complete the project

.25 hours/tape x 110 tapes
= 27.5 hours
.33 hours/tape x 110 tapes
= 36.3 hours

10 minutes/tape

.17 hours/tape x 110 tapes
= 18.7 hours

20 minutes/tape

.33 hours/tape x 110 tapes
= 36.3 hours
.17 hours/tape x 110 tapes
= 18.7 hours

10 minutes/tape

Total estimated hours for other staff
Type
Web developer, who has to modify some of the CMS
web templates for publication of these files. This activity
does not include any other activity. (Position 3)
Administration, including project development,
documentation, staff training and supervision, and
quality control (Position 4)

Estimated time
required
10 hours

50% of all staff
time including the
web developer

Estimated cost
$40/hour, no
benefits
$32/hour, plus
12% benefits

