 CHO II SELECTION TEAM

MINUTES -  APRIL 23, 2003

Present: Nancy Finlay (CHS), Kathy Foulke (Mystic Seaport), Terri Goldich (UConn), , Nancy Milnor (CHS), Kristin Eshelman (UConn), Paul O’Pecko (Mystic Seaport), Dave Semperger (Boston Photo Imaging), Mary Anne Stets (Mystic Seaport), Amy Trout (NHC), Ken Wiggin (CSL) 

1. Digitization Process:

Dave Semperger provided a description of the digitization process for CHO II artifacts, and the roles of BPI and the partner institutions in accomplishing this phase of the project. Summarizing the role of BPI and the partners as presented by Dave and in response to questions from the group:

· BPI will do direct digital capture (no film), RGB color; files will be 18 MB TIFF, with 37 per CD-ROM disk. Images will be 300 dpi at 8 x 10.

· They plan on beginning at CSL around May 1, then will go to NHC, then UConn, with CHS and Mystic Seaport last

· Oversize items will be done last, probably using Mystic Seaport facilities

· Digitization should be completed by July, reshoots included
· They anticipate working three days/week, probably consecutively

· Handling of material to be digitized will be worked out between the BPI staff and project partners on arrival at each institution. BPI uses a copystand and has equipment that should cover most requirements for satisfactory digital capture and proper care of material. (For example, they have a vacuum easel.)

· Number of items captured per day should be 400+, depending on the material. 

· Images will not be named specifically. The file names will simply be sequence numbers 1-37 for each disk, in the order in which they are captured

· Space needs: prefer a room with no windows, lights that can be turned off a library table or equivalent, a table for staging items, and table for computer [3 tables total] 

· Dave will be in contact with each institution individually to discuss the contractual arrangements, with the dollar amount dependent on the number and size of items. Quality control will be part of the agreement. Payment schedule is 1/3 before start, 1/3 at capture, 1/3 at disk delivery

· Turnaround time from arrival at each institution to delivery of disks is estimated conservatively at four weeks, followed by any needed additional site visits for reshoots.

· Not part of the pricing, but options available from BPI:

· Conversion of TIFF images to .jpg/ image cropping can be done by BPI for an additional cost of $1.00/$1.50 per image. 

· Delivery of the files on DVD 

· Delivery of a second set of disks (for disaster recovery or other purposes) 

· Partner institution responsibilities: the following tasks associated with digitization need to be done by each institution:

· Organizing of artifacts by size in groups of 37 prior to start of digitization for an expeditious process (minimizing amount of refocusing)

· Logging of artifacts in digitization sequence (can be done prior to digitization in a database such as Access or by hand) so that the image file/artifact match is made

· Conversion of TIFF files to .jpg, and cropping of images (but can contract with BPI to have them do at $1.00/$1.50)

· Naming of image files

· Retain artifacts in lots until any needed reshoots are completed

· On delivery of disks from BPI, check for quality so that any needed reshoots can be accomplished in a timely way

· Questions:

· Can UConn’s 11 x 17 newspapers (218 pages) be done within the non-oversize (>11 x 14) framework?                                                            Dave will check on this and get back to Terri.

· Do institution staff need to stay with BPI staff during the process?        Dave said not necessarily, though someone should be available if questions arise. Several people involved in CHO I suggested that it’s a good idea to have a staff member present. Each institution can work this out with BPI staff when they arrive onsite. 

· Is it necessary that each disk have 37 image files?                                  Not essential, but desirable. Try to organize lots so that multipart items aren’t split up among multiple disks. Having a few disks that are a little short is OK.

· If institutions stay with CD-ROM disks for the contracted delivery, can BPI deliver the optional (additional cost) second set of disks in DVD? Dave will check on this and get back to Paul.

· What about oversize items (UConn newspaper centerfold) that are part of a non-oversize multipart artifact? 

Cannot be done in sequence with the other, non-oversize pages. Will have to handled within the logging process as a separate piece, and care taken during the non-oversize digitization process so that those pages are not duplicated.

We agreed that answers to these questions need to be shared with the whole group. Posting to the listserv seems like the best way of distributing the information (see listserv topic #3 below). 

2. Selected items/budget:

Mary Anne reviewed the numbers of artifacts for each institution and the dollar amount to be budgeted. An equal five-way division of the monies budgeted for digitization equals approximately $9,700. She had calculated the initial digitization costs for three of the partners:

· New Haven Colony: 

1,500 items - $5,250

· Connecticut State Library: 
2,500 items - $8,750

· UConn



1,500 items    $5,250


In addition, the images must be converted and cropped. For these three institutions, contracting with Boston Photo Imaging for these services makes sense. For NHC and UConn, the additional $2,250 (each) will be allocated from the CHO II digitization monies. Ken said that CSL will pay the $3,750 for conversion and cropping on its own. CHS and Mystic Seaport will negotiate about the distribution of the remaining digitization money. 

3. Selection Listserv

Not everyone is receiving messages posted to the Selection listserv, although everyone present at the meeting has signed on. We agreed that it is important to use the listserv as a communication tool. Paul will send a test message to all the CHO listservs. Everyone receiving the messages should respond to Paul so that he can identify what’s not working and ask the Mystic Seaport IS/IS staff to troubleshoot.

4. Audio files

Paul talked to the Wethersfield company that CSL uses for digitization of audio. They suggested that clips rather than entire pieces be digitized and made available. These files will be .wav. Kristin said UConn wants to do entire oral histories, and has RealMedia software. She asked about encoding the data so that other file types can be delivered. We would need additional software for this. Though there is no money budgeted for software, we may be able to use some of the Web design funds for this. 

5. Digitization Specifications and Process

Rudy Witthus had sent everyone the url for the Ohio Memory Project, which has much in common with CHO. Their agreed-upon digitization specifications and procedures and helpful definitions are documented on several pages linked from http://www.ohiomemory.org/om/technicalinfo.html. We decided it would be helpful for us to do the same regarding the standards and procedures we have agreed to for CHO so that partners will have ready access to that information. Kathy will ask Rudy and Heidi about posting this to the CHO Web site, and volunteered to compile the information for posting.  

Questions from 12/3 meeting still to be resolved:

· What constitutes a Connecticut artifact?

· Cutoff date for artifacts

We agreed that anything with a demonstrable Connecticut connection is acceptable, and that the Connecticut place that reflects that connection will be what is entered for the GeoLocator (ex.: for a Connecticut-built vessel, the town/city where built). Date is not an concern, but items with any copyright issues should be deselected.

Questions previously referred to the Technical Committee still to be resolved:

· How will we be handling the page-turning of multi-part items such as newspapers? 

· Will we be using MrSID (zoom capability)?

Kathy will ask Heidi and Rudy to put this on the agenda of the next Technical Committee meeting (5/7) for resolution. Paul explained how Mystic Seaport uses Cold Fusion as a tool for enabling page turning. This approach may be a viable work-around for CHO II. 

Other: Mystic Seaport team will visit NHC, date to be coordinated with Amy. 

Next Meeting:

None scheduled. We will communicate via the listserv. 

