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See also project management meeting. In the following the urgent tasks in order to finalize the work on WP 1.2 are listed. The deadline for almost all missing contributions must be the 

September 20th!
1 Action List

All tasks are listed in the action list below. Because of the complexity of some tasks the following explainations should be given (for all other tasks see the table and contact Silke Grossmann in case of any questions)

1. Description of the framework for digitisation (Tools & Configuration) [ZEUS]

Starting from different digitisation models the following must be described:

· Add/Edit the table in the model of WP 1.2 (Tools & Configuration). It is suggested to complete this table firstly and take to structure the following detailed description. The table must be valid for all different models of digitisation listed in the report of AIT (attached). In this report the relevant object types could also be found (chapter 1) – please take them as a basis for your work.

· Additionaly you should add the missing points:

· recommended standards (for the description and metadata), 

· quality criteria (different resolution requirements) for the digitised objects,

· description of available tools (different types of scanner, digital camera ...) and 

· software (OCR, ...), 

· storage formats (jpeg, gif, wav etc.) 

always with regard to the different object types. 

Deadline:  Thursday,  2001 September 20

2. How-to-do-Guide for a digitisation process for different object types (Best-Practise) [IAT]

Descriptions of digitisation processes for the different object types (see report of AIT, chapter 1, attached to this email):

· Project Management (Roadmap)

· Processes & Tasks

· Quality Assurance

Deadline:  Thursday,  2001 September 20

3. Provision of further Best Practises & Process descriptions [ONB, ALI]
If available the mentioned partners could help to complete and improve the work by providing:

· Further material and references describing digitisation processes (ONB)

· Recommendations for formats, standards and resolutions (ALI)

Deadline:  Thursday,  2001 September 20

4. Customized Digitisation Plans [All content partners]

· A description how do to you want to digitise the defined content in WP 1.1:

· Selection of a model for digitisation

· Project Management (Roadmap)

· Processes & Tasks

· Quality Assurance

Due to the fact that we cannot wait for all missing „theoretical“ contributions (see above) we would like to suggest to choose the strategic structure for your report (according to the NDLP Project Planning Checklist which listed possible steps in the production process of a digital collection – not all steps listed are required for every collections and there may also required steps are missing, but it is indeed a first orientation how to proceed). A copy of this list was distributed on Friday to all content Providers.

Deadline:  Thursday,  2001 September 20

Number
Action / To Do
Task
Responsible
Date

A 001
First version of IR 1.2 on the basis of already available contributions and structural considerations in WP 1.2 (task brief)
1.2
IMAC
2001-09-20


Parallel: 1st structure for D1
1.2
IMAC
2001-09-20

A 002
Final editing of IR 1.1
1.2
ICCS
2001-09-27

A 003
Integration of new theme in the theme list and short description of the intended content 
1.2
ICCS
2001-09-20

A 004
Integration of all theme-based material (concept, list, examples) in IR 1.2/D1
1.2
IMAC
2001-09-23

A 005
Contributions of further material and references regarding the digitisation processes etc.
1.2
ONB
2001-09-20

A 006
Recommendations from the point of view of a “big” player in the domain of archives
1.2
ALI
2001-09-20

A 007
Description of framework for digitisation.
1.2
ZEUS
2001-09-20

A 008
How-To-Guide (Best Practises)
1.2
IAT
2001-09-20

A 009
Second version of IR 1.2 (integrating all new contributions)
1.2
All Content Provider
2001-09-23

A 010
Merging of IR 1.1 & IR 1.2 to D1 – final version for the editorial board.
1.2
IMAC
2001-09-27
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