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Digital Project Planning Worksheet 
Project Name


PROJECT GOALS and ouTCOMES
What are your organization’s goals in taking on this project? How does the project support your organization’s mission statement? How will the project meet the needs and interests of your community? 
PROJECT timeline (for hosted collections)
Date to submit first batch of 25 items to RW (digital files plus spreadsheet).
Dates for submissions of subsequent batches (50 items/batch).
PROJECT PROMOTION
How will you promote your digital project to your local community and other potential users? Ideas might include adding a link to the collection and featuring collection highlights on your webpage or Facebook page, providing a press release to local media, and hosting an in-person viewing event.
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             Digital Project Planning Worksheet
	Step
	Specific tasks
	People
	Schedule

	Selection
	Review collection and select items for digitization.


	
	

	Rights Management
	Review selected materials to determine copyright status.


	
	

	Rights Management
	Contact known copyright holders to obtain permission to share content online.
	
	

	Digital Imaging
	Scan or photograph original materials.


	
	

	Creating Metadata
	Research individual items—who, what, where, when?


	
	

	Creating Metadata
	Enter data into spreadsheet templates.


	
	

	Uploading to Hosted Collection
	Post image files and metadata spreadsheet to RW dropbox.
	
	

	Digital Preservation
	Move high-resolution files to long-term storage locations.
	
	

	Physical Preservation
	Move original items to appropriate storage.
	
	

	Project Maintenance
	Respond to requests for reproductions or more information.
	
	

	Project Maintenance
	Submit metadata corrections or updates to RW.
	
	

	OTHER


	
	
	

	OTHER
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