TSLAC Digitization Guidelines


File Naming 
General Best Practices:
· Only use lowercase letters and numerals 0 through 9. Avoid capital letters.
· Do not use special characters such as \ / : * ? “ < > | [ ] {  } $ % &. A period in a file name other than the period before an extension can break automatic software scanning for file names and data.
· Do not use spaces. Instead use an underscore “_”. Spaces may show up as characters on the web.
· Keep file names below 30 characters and avoid filenames that include more than 4 sequences separated by an underscore. For example, XXXXXXXX_XXXXXX_XXXXXXXX is preferred over XXXXXXX_XXX_XXX_XXXX_XXXX_XX. 
· If dates are ever presented in a filename, it should be presented in the YYYY-MM-DD format.
· Accession Number + Box Number + Folder [if known] + Item Number|Side or Page|Master Status
Create a Unique Identifier:
The unique identifier should be some form of string that conforms to a formal identification system. At TSLAC, an accession number is a unique number granted to a collection of records at the time of ingest into the archive. This number may have originally been written with slashes, hyphens, and other characters. For file naming, this number should be one continuous string without any special characters. For example, accession number 2003/138 should become 2003138 in the filename. The accession number is often listed with the box number [i.e. 2003/138-2]; the filename should be 2003138_02 or 2003138_002 depending on how many boxes there are in the collection. Always use leading zeroes to match the number of digits needed to represent all numbers in the accession. A folder sequence may be the third sequence; otherwise item number will be the third sequence and the folder sequence skipped. This string of accession number + box number [+ folder number] + item number creates a unique identifier for the item. This filename should logically lead back to the item. An identifier should exist for each physical item. Additional data may be in the file name and is outlined below per format.
Text:
Side pertains to the front or back of the object. For single items, letters “a” and “b” should be used instead of “front” and “back” respectively. Texts may contain multiple pages, or only be one sheet. For this file naming standard, there is the option to list “a” or “b” for front and back respectively of a single sheet, or list the page number of the text. 
 Master status denotes whether this digital file is a preservation master or an access copy. A preservation master should be noted with the “pm” suffix, while an access copy should be noted with an “ac”. For more information on master versus access copy, see the TSLAC Digitization Format Policy below.
Text example: 1950032_004_008p12ac.jpg
	Accession Number
	_
	Box Number
	_
	Item Number
	Side or Page
	Master Status

	1950032
	_
	004
	_
	010
	p12
	access



Photographs:
Accession Number + Box Number + Folder [if known] + Item Number|Side|Master Status
The final filename for a photographic item found in a box with no particular folder number assigned would appear like this:
2003138_002_015apm.tiff
	Accession Number
	_
	Box Number
	_
	Item Number
	Side
	Master Status

	2003138
	_
	002
	_
	015
	a
	pm



If there were a folder number, such as a folder labeled E2 in box 2 of accession 1983112, we would add the folder number in front of the item number, adding at least one leading zero based on the amount of folders within one box.
1983112_002_E02_001bpm.tiff
	Accession Number
	_
	Box Number
	_
	Folder Number
	_
	Item Number
	Side
	Master Status

	1983112
	_
	002
	_
	E02
	_
	001
	b
	pm


Sound Recordings
Accession Number + Box Number + Item Number|Side or Program|Master Status
Sound recordings may come on various formats. Most formats have two sides, usually marked as “A” and “B”. Some open reel tapes can contain up to 4 “sides” or programs. For this file naming standard, there is the option to list “a”, “b”, “c”, or “d” for the side or program of the media. 
1950032_004_002cac.mp3
	Accession Number
	_
	Box Number
	_
	Item Number
	Side or Program
	Master Status

	1950032
	_
	004
	_
	002
	c
	access



Moving Images
Accession Number + Box Number + Item Number|Episode or Program|Master Status
Moving Images may come on various formats including videocassettes, open reel video, or motion picture film. Some moving image content may be spread across multiple tapes for the sake of storage limitations of the technology of the time. One intellectual unit may span over multiple tapes. For this file naming standard, there is the option to list “a”, “b”, “c”, “d”, and so forth for the episode or program of the media. The item number should remain the same over the course of the media for the same program that is split up over the tapes or film.
1950032_004_013epm.mov
	Accession Number
	_
	Box Number
	_
	Item Number
	Episode or Program
	Master Status

	1950032
	_
	004
	_
	013
	e
	pm



TSLAC Digitization Format Policy
Digitization requires adherence to guidelines provided below. These guidelines provide a consistent quality and meet or exceed standards for the digitization of materials. The source material defined in the list below comes from the ALA publication “Minimum Digitization Capture Recommendations” (1). There are two sets of standards listed - the minimum standards as set by the ALA in the mentioned publication, and the TSLAC best practices standards. The TSLAC best practices standards meet or exceed the minimum ALA standard. This will provide additional detail and quality and reduce future need to re-digitize artifacts.
Digital file formats for the many forms of source materials represented in the table below were selected based on publications from the ALA, FADGI, NARA, and New York University (2, 3, and 4 respectively.) Some important format notes follow.
Still Images: Uncompressed TIFF files should be used for the preservation master. Access copies for still images may vary from JPEG to PDF. PDF should be used for typewritten and text heavy items. While PDF may be used for photo images, JPEG is best for access copies of those materials. PDF files are generally larger in filesize than a JPEG of the same image.
Audio: Broadcast Wave (BWF, Wav) is a form of Wave file supported by professional recording software. Few open-source or inexpensive programs are compatible and may throw away the BWF metadata if used to open and save a file. For instance, Audacity is a free audio recording and editing program but will strip out BWF metadata if used on a BWF file. Please note that a BWF file has the .wav extension so it is not necessarily easy to tell what is BWF or just a Wave (Wav) file. In situation where BWF is not supported, Wave is superior to any other format for the preservation file. Access copies shall be MP3 derivatives of the Wave or BWF preservation files.
Video: Video that is uncompressed 10 bit 4:2:2 YUV will provide the highest quality preservation file. However, this produces a very large file. Depending on the lines of resolution in the video frame, the range can be from 94GB per hour to over 800GB per hour for some HD content. Planning for storage of video files will need to be initiated well before digitization. Intermediate copies may be made, but were not listed in the table below. These could be produced to generate access copies after the large and unwieldy long-term preservation masters are put in deep storage. Access copies created in mp4 with the H.264 codec could be approximately as low as 1/400th of the size of the uncompressed file. 

	Source Material (1)
	ALA Minimum Standards (1)
	TSLAC
Recommended Best Practice
	Exceptions and Comments
	File Formats:
Master/Access (1,2,3,4)

	Books and Textual Based Materials Without Images (non-rare)
	400 dpi, grayscale, 8 bit
	400 dpi, grayscale, 8 bit
	This is for type written texts. If color is present in the text, use 24 bit color as the minimum color space.
	TIFF/PDF-A or PDF

	Books and Textual Based Materials With Images (non-rare)
	400 text only pages; grayscale, 8 bit
	600 dpi, grayscale, 16 bit
	If color is present, use 24 bit color as the minimum color space.
	TIFF/ PDF-A or PDF

	Manuscripts
	400 dpi, color, 24 bit
	600 dpi, color, 24 bit
	Higher resolution should be used for script that is difficult to read due to paper deterioration, or for artifacts of high value (i.e. the Travis letter)
	TIFF/JPEG

	Microfilm/fiche
	300 dpi, grayscale, 8 bit
	400 dpi, grayscale, 16 bit
	Color microforms should use 24 bit color. Oversized items may use 600 dpi.
	TIFF/JPEG or PDF-A or PDF

	Rare Books
	400 dpi, color, 24 bit
	600 dpi, color, 24 bit
	
	TIFF/JPEG or PDF-A or PDF

	3D Objects
	300 dpi, color, 24 bit
	400 dpi, color, 24 bit
	Object detail may require higher resolution.
	TIFF/JPEG

	Aerial Photographic Prints
	400-600 dpi, grayscale, 8 bit
	Resolution - long edge:
- Less than 8"x10": 4,000 pixels 
- 8"x10" to 11"x14": 6,000 pixels 
- Greater than 11"x14": 8,000 pixels 
Black and white: grayscale, 16 bit. Color: color, 24 bit
	Larger prints (over 11" by 14") with small details 1mm or less may use 1,000 dpi.

	TIFF/JPEG

	Aerial Photographic Film*
	1200-2150 dpi, grayscale, 8 bit
	Resolution - long edge:
- 70mm to 4"x5": 6,000 pixels,  4"x5" to 5"x7": 8,000 pixels,  Greater than 5"x7": 10,000 pixels, Black and white: grayscale, 16 bit. Color: color, 24 bit
	TIFF/JPEG

	Artwork on Paper
	400 dpi, color, 24 bit
	1,000 dpi, color, 24 bit
	
	TIFF/JPEG

	Photographic Film**
	800-2800 dpi, grayscale/color, 8/24 bit
	Resolution - long edge:
- 35mm to 4"x5": 4,000 pixels, 4"x5" to 8"x10": 6,000 pixels, Greater than 8"x10": 8,000 pixels, Black and white: grayscale, 16 bit. Color: color, 24 bit
	TIFF/JPEG

	Photographic Prints
	400-600 dpi, grayscale/color, 8/24 bit
	Resolution - long edge:
- Less than 8"x10": 600 dpi, 8"x10" to 11"x14": 6,000 pixels along long edge, Greater than 11"x14": 8,000 pixels along long edge, Black and white: grayscale, 16 bit. Color: color, 24 bit
	TIFF/JPEG

	Oversized Documents
	300 dpi, grayscale/color, 8/24 bit
	Text Only: 400 dpi, grayscale, 16 bit
Text With Images: 600 dpi, grayscale, 16 bit
	For typewritten text, if color is present, use 24 bit color as the color space.
	TIFF/JPEG

	Maps
	300-600 dpi, grayscale/color, 8/24 bit
	600 dpi, grayscale/color, 16/24 bit
	400 dpi is acceptable for maps without details less than 1mm in width.
	TIFF/JPEG

	Posters/Broadsides
	300 dpi, grayscale/color, 8/24 bit
	400 dpi, grayscale/color, 16/24 bit
	For finer detailed posters with details less than 1mm, use 600 dpi or higher.
	TIFF/JPEG

	Audio
	96,000 kHz 24 bit
	96,000 kHz 24 bit PCM
	
	Broadcast Wave/mp3

	Analog NTSC video
	720 x 486, 8 bit
	Video: 720 x 486 at 30 fps, Uncompressed 10 bit 4:2:2 YUV
Audio: 48,000 kHz 24 bit PCM
	De-interlace video frames upon capture. Use 8 bit if file storage is limited.  
	MOV or AVI/mp4 (h.264) for online or
MPEG-2, Variable Bit Rate 7 Mbps for DVD

	Digital Video Tape via Digital Outputs (preferred)
	Native
	Native
	
	Native

	Digital Video Tape via Analog Outputs
	720 x 486, 8 or 10
	Video: 720 x 486 or at HD native frame rate, Uncompressed 10 bit 4:2:2 YUV
Audio: 48,000 kHz 24 bit PCM
	Deinterlace video frames upon capture. Use 8 bit if file storage is limited.
	MOV or AVI/mp4 (h.264) for online or
MPEG-2, Variable Bit Rate 7 Mbps for DVD

	Digital Video File
	Native
	Native
	If obsolete format, convert to 10 bit with native pixel dimensions
	Native or MOV or AVI/mp4 (h.264) for online or
MPEG-2, Variable Bit Rate 7 Mbps for DVD

	Video Disk
	Native
	Native
	Create ISO disk image
	ISO/primary video extracted as mp4 (h.264) for online access 

	Motion Picture Film
	No standard due to lack of sufficient resolution in current equipment for archival digitization of motion picture film resolution.
	Video: 1920 x 1080 at 24 fps, Uncompressed 10 bit 4:2:2 YUV
Audio: 48,000 kHz 24 bit
	Higher 2k resolution for 16mm film or 4k resolution for 35mm film is suggested for digital surrogates of film, especially those at high risk of decay. These resolutions generate unwieldy file sizes, and are not economical to store.
	MOV or AVI/mp4 (h.264) for online or
MPEG-2, Variable Bit Rate 7 Mbps for DVD



Sources:
(1) http://www.ala.org/alcts/resources/preserv/minimum-digitization-capture-recommendations
(2) http://www.digitizationguidelines.gov/guidelines/FADGI_RasterFormatCompare_p2_20140902_r.pdf
(3) http://www.archives.gov/preservation/products/reformatting/mopix-digital.html
(4) http://library.nyu.edu/preservation/VARRFP.pdf









*Resolutions for Scanning Aerial Photographic Negative and Positive Film
If the longest edge is…
35mm 							= 4400dpi
57mm/2.25 in 						= 2800dpi
70mm 	(57 x 70mm) 				= 2200dpi
90-120mm  (57 x 90mm, 57 x 120mm, 4" x 5")	= 1600dpi
7 inches  (5"x7") 						= 1200dpi
10 inches  (8"x10")						= 1000dpi
Greater than 10 inches 					=(10,000/longest edge in inches)

** Resolutions for Scanning Photographic Negative and Positive Film (non-aerial photography)
If the longest edge is…
35mm 							= 3000dpi
57mm/2.25 in 						= 2400dpi
70mm 	(57 x 70mm) 				= 1400dpi
90-120mm  (57 x 90mm, 57 x 120mm, 4" x 5")	= 1200dpi
7 inches (5"x7") 						= 800dpi
10 inches (8"x10")						= 600dpi


All sizes at 24 bit color or 16 bit grayscale per the source format.




TSLAC Metadata Schema
For metadata, the Dublin Core metadata schema has been proposed as the basic TSLAC metadata standard for description of digitized objects. See more about Dublin Core at http://dublincore.org/documents/dcmi-terms/

Suggested Simple Metadata Elements for item level or collection level metadata

Dublin Core Descriptive Metadata (*Mandatory)
dc.Identifier*
dc.Source
dc.Title*
dc.Description
dc.Coverage
dc.Date
dc.Creator
dc.Publisher
dc.Contributor
dc.Subject
dc.Language
dc.Type
dc.Format
dc.Rights
dc.Relation

Generic Metadata
Various textual elements that do not correspond with Dublin Core simple elements. Often the following are used:
Filename
Foldername
Notes
[image: ]
Date_Digitized
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Dublin Core Descriptive Metadata

	Terms/Qualifier: dc.Identifier

	Definition: Name given to resource

	Comment: Unique identifier for the item and or collection. These will vary based on collection and/or type of item. 

	Mandatory: Yes

	Repeatable: No

	Controlled Vocabulary: Items should follow naming convention as presented above for unique identifier or another source such as a call number for the unique identifier

	Sample: 
2001038
2013001_020_03



	Terms/Qualifiers: dc.Source

	Definition: A related resource from which the described resource is derived

	Comment: Collection that the item belongs to

	Repeatable: Yes. A second entry may be included if item is included in an artificial collection apart from its original collection. 

	Controlled Vocabulary: None. 

	Sample: 
Samuel Maxey Collection. Texas State Library and Archives.



	Terms/Qualifiers: dc.Title

	Definition: Name given to resource

	Comment: Any titles provided by the creator should take precedence over any institutional provided titles. When providing a title, keep the words to a minimum, and save granular details for the dc.Description element. May be left as "untitled"

	Mandatory: Yes

	Repeatable: Yes

	Controlled Vocabulary: None

	Sample: 
Aeroplane getting underway at Ft. Sam Houston maneuver camp.



	Terms/Qualifiers: dc.Description

	Definition: An account of the content of the resource

	Comment: This may include but is not limited to: an abstract, a table of contents, reference to a graphical representation of content, or a free-text account of the content. Use when the intellectual content of the item is not sufficiently captured in the title and other descriptors and to increase keyword recall. Can also include text version of date, especially the month.

	Mandatory: No

	Repeatable: Yes

	Controlled Vocabulary: None

	Sample:
Texas Rangers on horseback seeking criminals in Rio Grande Valley in October 1916
Enlisted men standing by water pump at Fort Sam Houston in San Antonio, Texas



	Terms/Qualifiers: dc.Coverage

	Definition: The extent or scope of the content of the resource

	Comment: Spatial refers to the location(s) and/or time periods covered by the intellectual content of the resource (i.e., place names, longitude and latitude, etc.), not the place of publication. 

	Mandatory: No

	Repeatable: Yes

	Controlled Vocabulary: Use Library of Congress Subject Authority Headings whenever possible for locations. Time periods should follow http://dublincore.org/documents/dcmi-period/  All elements of vocabulary are optional but can only be listed once per entry.

	Sample: 
Texas.
Travis County (Tex.)
name=The Great Depression; start=1929; end=1939;
start=1836; end=1854;




	Terms/Qualifiers: dc.Date

	Definition: A point of period of time associated with an event in the lifecycle of the resource, normally the creation date

	Comment: Date when the intellectual content of the physical document was created. In the case of copies, transcriptions, or translations, record the date when the intellectual content was first created. The complete date (YYYY-MM-DD) is preferred but not necessary. If an educated guess is warranted, record “about” before a date or date range. When recording a date range, use the beginning and end date instead of using an entire decade in its plural form. If documentation providing temporal coverage is not available, and an educated guess is not possible, record “undated.” In rare cases such as for materials on some scrapbook pages, multiple date entries may be required. Record multiple entries only in extreme cases. 

	Mandatory: Yes

	Repeatable: Yes. Record multiple entries only in extreme cases.

	Controlled Vocabulary: W3C-DTF http://www.w3.org/TR/NOTE-datetime (YYYY-MM-DD)

	Sample:
YYYY
YYYY-MM
YYYY-MM-DD
about 1977
about 1960-1970
undated 
NOT: 1960s, ca. 1977, about 1950s








	Terms/Qualifiers: dc.Creator

	Definition: Entity responsible for creating the intellectual resource

	Comment: Use Library of Congress Name Authority Headings file to locate name. Personal names should be listed as last name, first name. Institutional or organizational names should be presented in their original form. Use separate creator elements for co-creators

	Mandatory: Yes, if known

	Repeatable: Yes

	Controlled Vocabulary: Use Library of Congress Name Authority Headings whenever possible

	Sample:
Hornaday, William D.
Texas Brewers’ Association
















	Terms/Qualifiers: dc.Publisher

	Definition: Entity that made the resource initially available

	Comment: For digital objects, Publisher is the entity that created the digital resource. Publishers can be a corporate body, publishing house, museum, historical society, university, project, repository, etc. In the case of books, the original publisher should be listed. State or local agencies will be represented here as well. 

	Mandatory: No

	Repeatable: Yes

	Controlled Vocabulary: Use Library of Congress Name Authority Headings whenever possible

	Sample:
Texas State Library and Archives Commission. Archives and Information Services Division
Texas Department of Public Safety



	Terms/Qualifiers: dc.Contributor

	Definition: Entity responsible for making contributions to the content of the resource

	Comment: The person(s) or organization(s) who made significant intellectual contributions to the resource but whose contribution is secondary to any person(s) or organization(s) already specified in a Creator element. Examples: editor, transcriber, illustrator, etc. 

	Mandatory: No

	Repeatable: Yes

	Controlled Vocabulary: Use Library of Congress Name Authority Headings whenever possible




	Terms/Qualifiers: dc.Subject

	Definition: A topic of the content of the resource

	Comment: Subject will be expressed as keywords, key phrases, or classification codes that describe a topic of the resource. Recommended best practice is to select a value from a controlled vocabulary or formal classification scheme. 

	Mandatory: Yes

	Repeatable: Yes

	Controlled Vocabulary: Use Library of Congress Subject Authority Headings whenever possible

	Sample:
Johnson, Lyndon B. (Lyndon Baines), 1908-1973.
Fort Sam Houston (Tex.)
Texas Brewers’ Institute



	Terms/Qualifiers: dc.Language

	Definition: A language of the resource.

	Mandatory: No

	Repeatable: Yes







	Terms/Qualifiers: dc.Format

	Definition: The type of item, file format, physical medium, or dimensions of the resource

	Comment: This element should be the Internet Media (MIME) Type of the surrogate or original born-digital item. This will be automatically generated when ingesting files from digital collections. May be repeated for the dimensions of the physical object, including units of measure. Use a capital X as the separator for measurements. Two-dimensional measurements should be height by width, and three-dimensional should be height, width, and depth. In cases such as audiotape reels, two entries may be necessary; one for reel diameter, and another for tape width. Duration for media should be listed in hours:minutes:seconds

	Mandatory: No

	Repeatable: Yes

	Controlled Vocabulary: MIME types for digital items, Getty Arts and Architecture Thesaurus for physical items (http://www.getty.edu/research/tools/vocabularies/aat/ )

	Sample:
bills (legislative records)
ledgers (account books)
Black-and-white photographs
Audiocassettes
5 in X 3 in
10 cm X 10 cm X 10 cm
1,500,000 bytes
7.5 inch diameter
.25 inch width
01h:29m:29s







	Terms/Qualifiers: dc.Type

	Definition: The nature or genre of the resource.

	Comment: This is the form of the original item. This should be a high-level classification of the item.

	Mandatory: No

	Repeatable: No

	Controlled Vocabulary: [DCMITYPE] http://dublincore.org/documents/2003/11/19/dcmi-type-vocabulary/

	Sample:
Text 
Image
Sound



	Terms/Qualifiers: dc.Rights

	Definition: Information about rights held in and over the resource

	Comment: Rights information includes a statement about various property rights associated with the resource, including intellectual property rights.

	Mandatory: Yes

	Repeatable: No

	Controlled Vocabulary: None

	Sample:
No known copyright restrictions. The Texas State Library and Archives Commission cannot be responsible for use of these materials, or any liability resulting from their use. The Texas State Library and Archives Commission is interested in protecting intellectual property rights and will remove any material discovered to be currently under protection.




	Terms/Qualifiers: dc.Relation

	Definition: A related resource

	Comment: Another collection or item within holdings related to the present item, such as the collection finding aid. 

	Mandatory: No

	Repeatable: Yes

	Controlled Vocabulary: Use the identifier string found in the related collection or item

	Sample: 
2007015
1979083_002_03
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