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Project	and	Program	Planning		
(March	23,	2016)	

•  Overview	
•  The	‘big	picture’	of	digiFzaFon	projects	

– Why,	funding,	and	who	

•  Program	planning	
– What,	how	
– Project	tracking	and	documentaFon	

– EvaluaFon	



ImplemenFng	your	digiFzaFon	program	
(March	30	Session)	

•  CollecFon	inventories	
•  Metadata	

•  Copyright	
•  CreaFng	digital	objects	
•  Workflows	&	best	pracFces	

•  DocumentaFon	&	evaluaFon	



Delivering	your	digital	collecFons	online	
(April	6,	2016)	

•  Discovery	
•  Access	
•  ATribuFon	
•  Community	engagement	

•  Crowdsourcing	



INTRODUCTION	



About	ODW	

•  We	partner	with	organizaFons	in	managing,	
preserving	and	sharing	our	digital	assets.	

•  We	make	local	community	history	globally	accessible.	

•  We	advocate	for	digital	cultural	heritage	as	a	public	
good:	sharing,	access,	aTribuFon,	and	reuse.	



About	ODW	

•  Discoverable,	online	access	to	over	4	million	digital	assets	and	
community	stories:	videos,	scrapbooks,	images,	newsleTers,	
etc.	

•  Offer	the	VITA	toolkit	for	creaFng	and	managing	mulFmedia	
collecFons,	indexing	and	newspaper	projects,	including	
hosFng,	individual	and	regional	sites	

•  The	largest	Ontario	newspaper	archives	(one	of	the	largest	
public	newspaper	archives	in	the	world)	

•  Easy	search	and	access	to	over	33,000	government	
documents	from	the	LegislaFve	Library	collecFon	

•  Trusted	resource	for	digiFzaFon	project	planning		



DigiFzaFon	is	…	

•  Capturing	the	“object”	

•  Adding	value	by	capturing	the	“data”	

•  How	the	digital	object	+	data	will	be	
discovered	and	accessed	by	the	user	



Act	locally,	think	globally	

•  The	choices	you	make	locally	have	long-term	
impact	on	the	sustainability	of	your	digital	
assets.	

•  No	maTer	what	“level”	you	are	working	at	–	
your	digital	collecFons	need	to	be	part	of	the	
web	ecosystem.	



THE	BIG	PICTURE	

Part	I	



Breaking	it	down:	The	project	plan	

•  Puhng	together	the	plan	or	proposal	
–  IntegraFon	
–  Scale	
–  Budget	

• What	you	need	to	get	the	job	done	
–  Equipment	
–  Staff	

•  Your	digital	collecFon	
–  Standards	
–  Technology	
–  Display	



The	5	Ws	

•  Why digitize? 

•  When – what are your timelines? 

•  What are your goals? 

•  Who is the audience? 

•  How will you do it? 



IntegraFng	a	digiFzaFon	project	

OrganizaFonal	
Mission	

Community	
ObjecFves	

Digitization 
Program 



A	Project	

•  Finite:	start	and	end	date	

•  Specific	number	and	types	of	items	

•  One	Fme	grant/funding	



Program		

•  Ongoing	

•  Series	of	projects	

•  Part	of	operaFons	

Projects	exist	within	a	program	framework	



How	to	fund	your	program	

•  Align	proposal	with	funder	mandates	

•  Project	funding	should	advance	exisFng	programs	
or	objecFves	

•  Make	proposals	concrete	

•  Show	established	partnerships	and	community	
support	

•  Illustrate	plans	for	sustainability	



Where	to	find	funds	

•  Provincial	or	Federal	government	grants	

•  Sector-specific	funds	(e.g.	Culture	or	History	
grants)	

•  Employment	support	or	training	programs	

•  Private/corporate	donaFons	

•  Community	fundraising	or	sponsorship	

•  OperaFonal	funds	



QUESTION:		
OTHER	SOURCES	OF	FUNDING?	





Ontario Power Generation…
recently made a $1,250 
contribution to the Head, 
Clara and Maria Public 
Library’s Community 
Digitization Project… 





Power	of	partnerships	

•  CollaboraFon	builds	stronger	networks:	
–  ExperFse	&	experience	
–  Resource	sharing	
– MulF-organizaFonal	buy-in	

•  Regional	representaFon	
•  Building	community	&	sharing	community	
memory	











QUESTIONS?	



PLANNING	YOUR	PROJECT	

Part	II	



At	the	heart	of	digi-za-on	lies		

collec-on	management		

~	Walter	Lewis		



What	is	a	Digital	CollecFon?	

A	digital	collecFon	is	created	when	
digital	objects	are	selected	and	
organized	for	discovery,	access	and	
long-term	use.	



“Good”	Digital	CollecFons	

•  Plan	for	sustainability	
•  Standardized,	accessible	data	
•  Manage	digital	objects	easily	

•  Accessible	system	

•  InteracFve	opFons	



A	carelessly	planned	project	will	take	three	
-mes	longer	to	complete	than	you	expected;	a	
carefully	planned	project	will	only	take	twice	
as	long.			

~U	of	California	Observatories	



Project	Management	Fundamentals	

•  The	project	lifecycle	
•  Staff	
•  Budget	
• Workplans	&	workflows	

•  Risk	management	

• Measurement	&	evaluaFon	

•  PromoFon		





Staff	

• Internal	or	external	

• Hiring	process	

• Skill	sets	&	responsibiliFes	

• Impact	





BudgeFng	for	DigiFzaFon	AcFviFes	
(AnFcipaFng	Costs)	

•  Task	(descripFon,	retrieving	and	
preparing	item,	conversion,	etc.)	

•  Time	required	(per	task/per	item	
–	converFng	from	audio	to	WAV	
file	=	20	minutes	per	tape)	

•  Total	=	no.	of	items	x	hours	x	
salary	



2-year	digiFzaFon	program	

MarkeFng	&	promoFon;	1%	

DF	equipment;	1%	

Training;	1%	

Travel;	1%	

Coordinator;	3%	

DigiFzaFon	equipment;	4%	

Facilitators;	31%	

Assistants;	58%	

Alloca1on	of	CDP	funds	

92% staffing / 4% Equipment / 4% Everything else 



Workplans	&	Workflows	

•  ResponsibiliFes	
•  Timelines	
•  Best	PracFces	
•  Policies	
•  Metadata	ApplicaFon	Profile	
•  DigiFzaFon	process	



Risk	Analysis	(if…):	
•  AnFcipate	problems	

•  Recognize	impact	

ConFngency	plan	(then…):	
•  Back	up	plans	
•  Overlapping	Fmelines	
•  PrioriFes		



Scope	Creep	

If	project	content	is	allowed	to	
change	freely,	the	rate	of	change	
will	exceed	the	rate	of	progress.	

~U	of	California	Observatories	



Measurement	&	EvaluaFon	

Why?	
• MoFvaFon	

•  Hard	facts	and	figures	
•  Learn	and	improve	

How?	

•  Schedule	milestones	

• MeeFngs	&	reports	

•  Ongoing	documentaFon	



Summary	

• Think	ahead	
• Collaborate	
• Have	clear	objecFves	
• AnFcipate	problems	

• Document	everything	
• Learn	from	your	experience	(iteraFve)	
• Share	your	informaFon	



QUESTIONS?	



Resources and more information 

Digitization project management resources 
http://ourdigitalworld.org/services/resources/  

Sample policy/workflow documents 
http://othree.ca/vita/documents/
digitization_project_documentation_samples 

Your questions answered 
http://bit.ly/1RiDOsW  



OurDigitalWorld.org 

Thank	You!	

Loren	FanFn	
lfanFn@ourdigitalworld.org	

Jess	Posgate	
jposgate@ourdigitalworld.org	


