	Digitisation Plan for <partner name>

	[Optional] <Give of short description of your institution>

	A. Strategic Considerations

	Goals of digitisation activities
	<What do you want to achieve>

	Use-type of digitised objects
	<Determine use types>

Remarks: Besides the publication of digitised object in the REGNET system other use types could be stated, e. g. Exhibition, Website, Museum PR, Internal publication, External publication, Restoration documentation, collection research project, collection management system.

	B. Target Collection (description of the selected collection)

	[Optional] <Statements regarding the selection criteria>

	1. Quantity and Quality of selected collection

	Number of objects
	<Overall Number of selected items to be digitised - independent of object type>

	Object types
	<Indicate number of objects per category, if necessary specify the kind of artwork, use the empty colums for further categories if necessary.>

	
	Real objects 
	Bibliographic objects 
	Media objects 
	Archival objects

	
	
	
	
	

	
	<your category>
	<your category>
	<your category>
	<your category>

	
	
	
	
	

	Themes
	<Indicate the themes the objects are related to - if possible refer to the object types above>

	
	
	
	
	

	
	<your category>
	<your category>
	<your category>
	<your category>

	
	
	
	
	


	Continuation 

	2. Status of cataloguing (for the selected collection)

	Short description
	[Optional] <Describe in which ways and to what degree the selected collection is already catalogued (bibliographic descriptions available). State out specific characteristics of the catalogue if of relevance for the digitisation activities, e. g. quality, formats>

	Degree of cataloguing
	<If different systems are in use for the description of the selected collection, please differentiate by filling out the corresponding columns. Please not that it is necessary to refer to the whole collection you selected and indicate for how many objects exist a description and in which system. Please use % (the sum must be 100%).

	
	None 
	Paper-based
	Data bases, word processing
	Catalogue management system 
	Digitised catalogue cards (no OCR treatment

	
	
	
	
	
	

	
	<other>
	<other>
	<other>
	<other>
	<other>

	
	
	
	
	
	

	3. Readyness for & status of digitisation

	Short desrciption
	[Optional] <Describe whether the collection is ready to be digitised or specific preconditions must be established for starting. You could also give information about already performed tests, finished preparatory work etc.>

	Degree of digitisation
	<Please indicate the degree of digitisation (for the selected collection in %).

	
	None 
	Photo, negative
	Digital (no management)
	Digital (management)
	<other>

	
	
	
	
	
	

	
	<other>
	<other>
	<other>
	<other>
	<other>
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	C. The administrative framework

	1. Restrictions & Copyright issues

	
	<Describe the copyright situation for the selected works and necessary clarifications, desirable models before digitised objects could be used in the context of the REGNET portal>.

	2. Internal & external facilities

	
	<Existing equipment for the production of digitised collections>.

	
	None
	Internal
	External

	
	
	Camera(s)
	Scanner
	Other(s)
	

	
	
	
	
	
	<Existing contracts, plannings & Needs>

	3. Comments on other relevant issues

	
	<What other issues are relevant for your institution?>




	Continuation 

	D. The digitisation approach

	1. Digitisation Model (Connection to REGNET system)

	
	<Choose the digitisation model valid for your institution, for explanations of the models see AIT-Report>

	
	Complete new digitisation 
	Migration of existing digitisation 
	Co-existance between different systems
	Other models

	
	
	
	
	

	
	<Explanations, if necessary>

	2. Type of aimed digitisation

	
	<State the kind of digitisation you want to adapt for the selected collection respectively indicate the aimed "end-products" of the digitisation process for bibliographic information as well as for objects (according to the models in WP 1.2 (see AIT report)). Please indicate the type you refer to. For example: If you plan to digitise your catalogue cards this must be indicated as "electronic surrogate" with the hint "images of catalogue cards), if you would like to create digital 2D images of objects a second "mark" must be given in "electronic surrogates" with the hint "2D images"> 

	
	Textual descriptions
	Electronic Surrogates (2D-/3D-images)
	Digital Texts
	Digital audio/visual material
	Additional productions (e. g. fragments, translations)

	
	
	
	
	
	

	
	<other>
	<other>
	<other>
	<other>
	<other>

	
	
	
	
	
	


	Continuation 

	3. Configuration framework (Standards, Tools & other definition

	<Try to indicate what standards, tools, formats etc. will be used in your institution with regard to the different "products" of the digitisation process, see above. The recommendations given by ZEUS (attached to this email) could give a first orientation.> 

	Textual description (bibliographic information)
	Data fields (e. g. the usage of a standard like MARC, EAD, CDWA), own adaptions)
	Tools (e. g. existing collection management systems, editors, tools for the processing of scanned catalogue cards etc.)
	Other remarks you found necessary to describe the production of textual decriptions

	
	
	
	

	Electronic surrogates (2D/3D images)
	Naming & Filing (e. g. file formats JPEG, GIF)
	Resolutions (in dpi)
	Tools (photo camera, scanner, ...) 
	Software
	Other (e. g. watermarking)

	
	
	
	
	
	

	Digital texts
	Naming & Filing (e. g. file formats .doc, .pdf)
	Tools
	Software (e. g. OCR software, text editor ...)
	Other

	
	
	
	
	
	

	Digital audio/visual material
	Naming & Filing (e. g. file formats .wav, .wma)
	Tools
	Software (e. g. digital audio editors)
	Other

	
	
	
	
	

	Additional productions 
	Naming & Filing 
	Tools
	Software 
	Other
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	E. The digitisation process

	1. Workplan & Workpackages (necessary steps)

	
	<Please describe what steps are necessary in order to produce digitised objects (including the textual descriptions) as specified above. E. g. Preparation of items, image capture, scan colletion, production of themes and fragments>. This should be a first workplan which considers e. g. the order of digitising, the different activities and their priorities (e. g. digital conversion of the current catalogue, new entries). Please try to outline your time plan, either connected to the workplan or in a section 2 below.> 

	
	Steps and workpackages needed:
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	2. Time Plan

	
	Describe your time planning:



	3. Personell

	
	Project Members and roles: 
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	F. Further Remarks

	


