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Practical Digital Preservation 2017 
Welcome! 

 

PDP Briefings 
• Protecting and Preserving Long-Term Digital Information January 24 
 - For IT Professionals & practitioners 
 
• The Governance of Long-Term Digital Information  May 23 
 - For Senior Managers & Budget Administrators 

 
PDP “Hot Topic” Webinars Tuesdays 2-3pm Eastern 
• Preserving and Protecting Audio-visual Files   April 11 
• Preserving Digitized State Government Records   May 9 
• Best Practices in Digital Preservation: International Perspective  June 13   

 
PDP Online Workshops - Digital Preservation 101: 
‘State Archives and Agencies Putting Digital Preservation into Action’ 
• Part 1: Practical Training in the Key Concepts   February 14 
• Part 2: Practical Training in the Key Concepts   February 28 
• Part 3: Case Studies     March 14 
 

 

Bonita Weddle 
New York State Archives 

Sign up today on the CoSA website – PERTTS Portal > Education -Training 



Today’s Presenters 

Bryan Collars 
South Carolina 

David Portman 
Preservica 

 

Vince Brooks 
Library of Virginia 

Allen Ramsey 
CT State Library 



Agenda 

• Welcome  
 
• Best Practices for Digitization Project Management 

 
• Concerning a brief overview of metadata in an electronic records 

transfer at the SCDAH 
 
• Virginia Digital Chancery Project 

 
• Working with Digitized Content: Technical Considerations 
 
• Q&A 

 





Best Practices for Digitization  
Project Management 

• 2011 - CoSA State Electronic Records Initiative (SERI) program 
focuses on challenges of electronic records management and 
preservation 

• SERI Tools and Resources subcommittee identified need for a 
guidance document providing best practices for digitization project 
management 

• Committee discussion centered on desire of many of state and local 
government agencies to go “paperless” but is that the best use of 
their resources? 

• Guidance document geared towards our audiences of state archives 
and records management programs but basic principals apply to the 
management of any state or local government agency digitization 
project 



Overview of the best practices 

• Four broad categories: 
– Pre-Project Planning 
– Project Preparation 
– Project Management 
– Post-Project 

 
• Each category includes strategies and best practices of 

successful digitization projects 
 



Pre-Project Planning 
 

• Pre-project planning is often documented in a Project 
Plan. 

• At the very basic foundation of any digitization project is 
its purpose. Why is this project being done and why is it 
being done now? 

• The foundation of your project will be built upon these 
three questions: 

– What do you have? 
– What are you trying to do? 
– Why are you doing it? 

 
 

 
 
 
 
 
 
 

 
 

 
 
 



Pre-Project Planning (cont) 
• Stakeholders 

• Identify 
• Acquire approvals (if necessary) 
• They can provide valuable input or insulate the project from 

changing institutional priorities or budgets, and thus their 
buy-in is essential. 

• Budget estimates 
• Costs 
• Grants 

 
 
 
 

 
 

 
 
 



Pre-Project Planning (cont) 

• Risks 
• Document 
• Mitigate 
 

• Specifications 
• Technical 
• Destination 
 

• Implementation 
• In-House 
• Outsource 

 



Project Planning 
• Prepare the records 

• Physical preparation 
• Arrangement 
• Description 
• Packaging and shipping 

• Staff 
• Project Manager 
• Additional in-house staff 
• Communication 

• Post Digitization Management 
• How will you manage the originals and the digital copies? 

 
 
 
 
 
 
 

 
 

 
 
 



Project Management 

• The day has come for the project to begin!  How do you 
actually manage this thing? 

• Leadership and Direction 
• Assign a single person or very small group as the project 

manager(s). 

• Workflow and Procedures 
• Communication 
• Description 
• Digitization Workflows 

• Quality Control and Quality Assurance 
 
 
 
 
 
 

 
 

 
 
 



Post-Project 

• Accounting 
• Time spent on project 
• Financial resources (i.e. new equipment, cost share) 

• Lessons Learned 
• Was the project successful? 
• What could be done better in future projects? 

• Finalize Documentation 
• Final report provides a full accounting for the entire project 

and is not just a last report. 
• Sustainability (Long Term Management) 
 
 
 
 
 

 
 

 
 
 



Coming Soon! 
Best Practices for Digitization  

Project Management 
 
 

 
 

 
 
 



Series of Best Practices and  
Guidance Documents 

 
Are there best practices or guidance documents that you 
would find the most helpful or necessary in your work? 
 
Let me know!  

 
 

Allen Ramsey 
allen.ramsey@ct.gov  
860-757-6512 

mailto:allen.ramsey@ct.gov


METAMESS 

CONCERNING  A  BRIEF  
OVERVIEW OF METADATA IN AN  

ELECTRONIC RECORDS TRANSFER 
AT THE SCDAH 

 

Bryan Collars 
Electronic Records and  

Imaging Supervisor 
 

South  Carolina  
Dept. of Archives and History  



METADATA MYTHCONCEPTIONS 

 
We all “knew” that when archival institutions 
started to receive electronic records the 
metadata  and the records themselves 
would be in an arrangement and order that 
would make them easily accessible, right? 
 
 
 
 
 
 
 

 
 

 
 
 



METADATA MYTHCONCEPTIONS 

WE WERE 
WRONG 

 
 
 
 
 
 

 
 

 
 
 



METADATA MYTHCONCEPTIONS 
 
 

Electronic records are messy, not in the 
manner in which paper records are messy, 
but rather in the manner in which they were 
stored by an individual, or an automated 
system or a proprietary software suite. 
 
 
 
 
 
 
 

 
 

 
 
 



METADATA MYTHCONCEPTIONS 

For Example 
 
 
 
 
 
 

 
 

 
 
 



METADATA MYTHCONCEPTIONS 
 

 
 
 

 
 

 
 
 



METADATA MYTHCONCEPTIONS 
 

 
 
 

 
 

 
 
 

 
<scdah:scdah xmlns:scdah="http://scdah.sc.gov/" 
 xmlns="http://scdah.sc.gov/" 
 xmlns:xsi="http://www.w3.org/2001/XMLSchema-instance" 
 xsi:schemaLocation="http://scdah.sc.gov/ 
http://scdah.sc.gov/metadataSchema.xsd"> 
<title>00000001_00000001_1.pdf</title> 
<identifier>1915-018179</identifier> 
<creator>Dept. of Health and Environmental Control. --Public 
Health Statistics and Information Services</creator> 
<dates> 
<created>1915-06-25</created> 
<available>2016-01-01</available> 
</dates> 
<description></description> 
<recordGroup> 
<recordGroupTitle>Dept. of Health and Environmental 
Control</recordGroupTitle> 
<recordGroupIdentifier>169</recordGroupIdentifier> 
</recordGroup> 
<series> 
<seriesTitle>Birth certificates</seriesTitle> 
<seriesIdentifier>S169123</seriesIdentifier> 
</series> 
 

 
 
 
<type>Text</type> 
<format>.pdf</format> 
<accession>2016-103</accession> 
<language>English</language> 
<subject>GEORGE L EDWARDS</subject> 
<subject>GEORGE EDWARDS</subject> 
<subject>BAMBERG</subject> 
<subject>ALMA RIVERS</subject> 
<subject>AFFIDAVIT</subject> 
<rights><rightsHolder>None</rightsHolder> 
<accessRights>Public Domain</accessRights> 
</rights> 
</scdah:scdah> 



DE-MISTIFYING THE METADATA 
 

 
 
 

 
 

 
 
 

In theory the process to convert the delimited text 
file into individual XML files should be rather  

straight forward.  However, reality is always a little  
more complicated than that though. 

 
In total there are 12+ individual processes necessary 

to make the as submitted metadata file into a 
useable XML file.  

 



DE-MISTIFYING THE METADATA 
 

 
 
 

 
 

 
 
 

What did we use? 
Excel 
Access 
Word 
Notepad 
Notepad ++ 
Gsplitter 
Bulk Rename Utility 
 



<scdah:scdah xmlns:scdah="http://scdah.sc.gov/" 
 xmlns="http://scdah.sc.gov/" 
 xmlns:xsi="http://www.w3.org/2001/XMLSchema-instance" 
 xsi:schemaLocation="http://scdah.sc.gov/ 

http://scdah.sc.gov/metadataSchema.xsd"> 
<title>00000001_00000001_1.pdf</title> 
<identifier>1915-018179</identifier> 
<creator>Dept. of Health and Environmental Control. --Public 

Health Statistics and Information Services</creator> 
<dates> 
<created>1915-06-25</created> 
<available>2016-01-01</available> 
</dates> 
<description></description> 
<recordGroup> 
<recordGroupTitle>Dept. of Health and Environmental 

Control</recordGroupTitle> 
<recordGroupIdentifier>169</recordGroupIdentifier> 
</recordGroup> 
<series> 
<seriesTitle>Birth certificates</seriesTitle> 
<seriesIdentifier>S169123</seriesIdentifier> 
</series> 
 

METADATA MASTERED 

+ 



METADATA MASTERED 

= One Happy 
Archivist 



LESSONS LEARNED  

• Metadata may be voluminous, and it’s best to work in 
discrete chunks 

 
• You will mess up.  Be prepared to start over again.  And 

again….. 
 

• Sometimes it’s the data, not the metadata 
 

• No matter how easy a transfer appears to be, it’ll get 
 complicated real fast 



   
 
 

Thank you!! 





Virginia Digital Chancery Project 

• 18th-early 20th century court papers from ~120 Virginia 
localities 

 
• Digitization began around 2000 (previously microfilmed) 

 
• Extensive genealogical, local, national, and social history 

content 
 
• Currently 70 localities digitized, totaling 10+ million 

images 
 



Problem: Image Consistency/Work Flows 

• Due to large volume of materials, contract initially awarded to two 
vendors 

 
• After a few localities scanned, inconsistency in image quality 

became apparent 
 
• Issues with proprietary software use, one obdurate vendor, and a 

high volume of re-work 
 

• Workflows and processes largely grew out of doing the actual work 
 

• This slowed down the project  
 
 
 
 
 
 

 
 

 
 
 



Solution: Image Consistency 

• All contracts were 1 year, renewed annually, up to 5 years 
  
• Let contracts lapse for the two inconsistent vendors 

 
• Used image data to justify sole-source 

 
• Very good working relationship with current vendor for last 8 years 
 
• Vendor works with other CHI, so they understand our objectives 
 
 
 
 
 

 
 

 
 
 



Lessons Learned: Work Flows 

• Some process documentation still lacking, but most worked 
out/written down 
 

• Many more professional sources to review and projects to mimic now 
 

• Lessons learned from the digital chancery project have informed 
other internal and external projects 
 

• Be flexible, but develop as many of your processes as you can 
before taking on the project 
 

• Time spent thinking before doing is time well-spent 
 
 
 
 
 
 
 

 
 

 
 
 



This solution worked because… 

Images 
• We documented the vendor image problems 
• We had a contractual “out” 
• We had administrative support for a sole-source contract 
• We found a consistent vendor who spoke our language 

 

Work Flows 
• Had to be flexible, recognize what we didn’t know or hadn’t 

thought of 
• We had good communication between most players in the 

project 
• Later federal grant applications forced us to delineate processes 

(to think about what we were doing)  
 
 
 
 
 
 

 
 

 
 
 



If you try this, you should… 

• Consult any and all best practices now available for similar projects 
 

• Speak with others who have taken on like projects, especially if they 
are completed (better post-mortem) 
 

• Select and convene the project team early and brainstorm not just 
the desired outcome but the processes 
 

• Proposed processes should be reevaluated at various stages such 
as after adding new team members/work areas, piloting a project, 
hiring vendors, etc.  

 
 
 
 
 
 

 
 

 
 
 





 
Digitization Project Output 

 
• Multiple versions of the same file  
    (e.g. a high-resolution TIFF and a low-resolution JPEG) 
 
• Simplify the preservation of digitized content - automatically bulk 

unpack and ingest the entire output 
 
• Combine related sets of output files into a single record with 

associated metadata 
 

Save time and effort when compared to manually ingesting 
 and preserving each file and file variant 

Benefits of this approach 



Joining Up Digitization & Preservation 

Populate snowball 
device and ship to AWS 

A 

B 

Direct Upload using 
Transfer Agent 

State 
Archive/Agency 

AWS Snowball 80TB  

Auto Optimized Ingest 
to preservation system 

Upload to cloud 



Delivering Value with Public Access 

• Transparency via Access 
 - Internal & external audiences 

 
• Controlled access with search capability 
 
 
 



Next Steps & Resources 
• CoSA/Preservica Practical Digital Preservation Program: 

https://www.statearchivists.org/pertts/education-training/cosa-
preservica-practical-digital-preservation/ 
 

• Preservica Resources Center 
      http://www.preservica.com/resources/ 
 
• Preservica Webinars 
       - Live Demo: May 11 @ 10am Eastern 
          Register at www.preservica.com 
 
• Upcoming Events 
 - CoSA: Boise, ID (10-13 July) 
 - NAGARA: Boise, ID (12-15 July) 
 - SAA: Portland, OR (23-29 July) 

 
 

 
 

 
 

 
 

https://www.statearchivists.org/pertts/education-training/cosa-preservica-practical-digital-preservation/
https://www.statearchivists.org/pertts/education-training/cosa-preservica-practical-digital-preservation/
http://www.preservica.com/resources/
http://www.preservica.com/


Questions? 
 



 

Thank You! 
 

www.preservica.com 
info@preservica.com 
@preservica 
@dPreservation 
 
www.statearchivists.org/ 
 
 
 

mailto:info@preservica.com
http://www.statearchivists.org/
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