Digitization Committee Minutes

CLRC Headquarters

March 24, 2009 at 10 AM

Present:
Peter MacDonald, Hamilton College; Linda Ryan, Fayetteville Free Library; Maija McLaughlin, Fayetteville Free Library; Bradley Shipps, Fayetteville Free Library Intern; Peter Verheyen, SU; Rick Fensterer, Liverpool Public Library; Stephanie Zwolinski, Liverpool Public Library; Susan Hughes, CLRC; Penelope Klein, CLRC; Nancy Howe, CLRC; Sara Hills, CLRC Intern.
Absent:
Jean Armour-Polly, Liverpool Public Library
Excused:
Jane Verostek, SUNY ESF; Suzanne Preate, SU
The meeting was called to order at 10 AM.

Minutes from last meeting: Moved [Peter Verheyen] / Seconded [Rick Fensterer]. Approved unanimously with minor changes made by Sara recommended by Nancy before the meeting.

Action Items:
Penelope: Work on fee schedule for next meeting
Nancy: 
· Email Joyce to get all items about project management.
· Get copyright permissions from Joyce

· Post to wiki (Sara/Nancy)
Committee:
· Look at the Digitization Plan so that Penelope can take it to the Board meeting in April for approval
· Please ponder the fee structure and bring thoughts to the next meeting.

Agenda:

Nylink training:

· Nancy brought training material to meeting; Bradley supplemented what Nancy did not have.
· Generally, all the participants were pleased with the quality of the training
· Metadata

· Prefer Dublin Core (DC) – simpler, more commonly used, and committee can customize DC to incorporate certain VRA fields.

· Metadata must be as uniform across the CNYH project as possible to make it easier to search

· Subcommittee will continue discussion on the wiki; Peter M. created a second draft; need to focus on controlled vocabulary.

· What about including technical specifications? Peter M. says no based on research about digital libraries. Peter V. says yes because CONTENTdm will not always be around, and the digital specs will help future migrations.

· Project Management:
· Most of this information was already known by participants because they have experience doing project management.
· Joyce will send powerpoint slides to Nancy for use as guidelines for future CNYH participants

· CONTENTdm
· Very good training session – participants feel more able to use the software

· Training participants experienced the glitches specific to CONTENTdm

· Must learn how to import information from an Excel spreadsheet – columns need to be labeled and in the same order as the metadata fields

· Do we need to reorder the metadata? Yes, because it is not ordered in the most logical setting when left in the default

· Our training?
· Are there any copyright restrictions on using the information from SENYLRC?
· Trainers need to provide a copy of an Excel spreadsheet as a template for the smaller organization to organize their information in order to batch upload it.

· Must finish up the metadata guidelines to help plan training
· Bring up options for metadata training
CONTENTdm
· Called Russell Silverstein at SU (responsible for the server maintenance); invited to the meeting to answer administrative questions

· Already have CONTENTdm loaded and running; installed the most recent patch, and waiting for next service patch in order to upload that

· There are some backend issues because SU is new to hosting websites/software for other institutions – need to secure server access from non-participants
· Installing PHP MyAdmin for SQL

· Who will be the admin for the overall project? Nancy. Do we need to set up separate accounts for each institution that participates in CNYH? Russ: We’ll worry about that after Nancy has been trained with all the administrative options because Nancy will have to set up the account permissions.
· If each institution gets one separate account, who verifies what is uploaded, deleted, or changed?

· Acquisition stations must be downloaded onto workstations
· SU/CLRC will work together at this stage because CLRC acts as the hub for the project

· Concerns about the location of the website server – should it be the same as the CONTENTdm server? Yes – because it will make the url the same across the project. Russ needs to consult with IT staff before giving the committee a yes or no to that question. Web designer needs access to the server in order to design website
Project Timeline: right on schedule
Fee structure for participants:
· Handed out a draft of Penelope’s fee schedule
· Problems: how does the CLRC charge members of members? Especially when the CLRC has been very generous about members of members participation and services

· 2 fee scenarios: materials budget as a basis or becoming a member
· Peter V. suggested that each institution be charged based on the number of items (counted by how CONTENTdm counts items) they want to add to the collection

· Important to communicate to future participants that fees will continue and may change

· Rationale: project must be self-sufficient because there is no guarantee that the money will be forthcoming from the state

Copyright workshop
· Copyright is a large component of the project, and this may be one aspect of the training to provide to small cultural organizations
· Considered Phil Frankle – free
· Maybe Kevin Dames would be better as a lawyer with and LIS degree
· Would host the workshop in a larger venue – maybe east of here to be more inclusive
· Susan explained two forms she had created as copyright release forms – they are both posted on the wiki; each individual institution needs to decide how to handle copyright problems, requests for copies, etc.
Marketing
· Current marketing should focus on the potential participants in order to build the collection for the future users
· CLRC using Constant Contact 60-day trial; a service representative has already contacted Nancy about continuing the service at a non-profit price

· For DHP constituents

· Susan wants to send out a flyer to get the project on their radar

· Flyer will include information about what, who, why, and benefits of participation

· CLRC used LSTA funds to join the NY Heritage program marketing; need to know how much it will cost to continue to join the marketing
Website
· Are there any manuals about design?
· Resources on the listserv?
· Web developer should have an account with the CONTENTdm support center

Other: Budget
· $10,625 coming for second half of grant; take out $1000 for maintenance fees

· Need to include materials, training

· Do we need any extra hardware? Maybe some kind of external drive, like a jump drive or an external hard drive

· Should we order Adobe Photoshop? Wait until scanner arrives because it may come with its own interface for the computer that may meet project’s needs
The meeting was adjourned at 11:45 AM.
Next meeting: April 29, 2009 at 10 AM.
Respectfully submitted by Sara Hills, CLRC Intern
