Boston Photo Imaging (BPI) Digitization Process for the CHO Partners

· 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.

· It is desirable, but not essential that each disk have 37 image files per disk. Try to arrange lots to allow this, if possible.

· 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, and institution staff involvement in the digitization process 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 (also possible to have second, backup disk 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). If an oversize image is part of a non-oversize multipart artifact, it will have to be handled as a separate piece and logged/presented for digitization so that there is no duplication.

· 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

