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-For the latest information on archiving, and educational opportunities. 
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http://www.loc.gov/rr/print/resource/229_catfindaid.html 

�x Northeast Document Conservation Center 
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Funding: 
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SECTION 1 

What you might have:  

�x Boxes of photographs 

�x Analog audio recordings; Cassette tapes, reels, etc. 

�x Analog video recordings; VHS, Beta, U-Matic, Mini DV, etc. 

�x Maps, notes, books, other paper based materials 

�x Carvings, beadwork, masks and other culturally relevant items 

What you will need [Non-electronic]: 

�x Proper storage facilities; A dry, cool, dark space with ample shelving.  No floor storage! 

�x Acid free, archival quality boxes and folders to hold and organize the materials (Such as 
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�x A computer software program for digitizing audio and video. Free, Open Source software 

is available online. 

�x Digital Audio Capture Device to transfer audio to computer (e.g. Roland/Ederol FA-66 or 

AltoEdge USB 2/2 Line-Level Audio Interface). 

�x A cassette tape deck and /or reel-to-reel deck to play the audio. 

�x A VHS/Mini DV player with a video capture device.  Sometimes these are built in to the 

computer or come as an option. An Edirol machine can be swapped to this machine for 

video digitizing. 

�x A scanner with the capability to produce at least 600dpi (dots per inch) scans, for high 

quality preservation 

�x Scanner software, if it is not included when you purchase the scanner. 

�x An external hard drive (or 2, or 3) for saving and backing up digitized material.  Storing 

digital material off-site, at someone’s home, or even outside of the village or town is 

always a safe plan.  Disasters such as floods or fires can strike at any time, and no digital 

files are safe from Mother Nature. Contact your local university branch, or contact an 

archive in Alaska for possible data storage. The Alaska Native Language Archive hosts 

backups of several smaller institutions’ digital files on our server. 

 

SECTION 2 

Things to Consider: 

 

�x An equipment share program; digitizing equipment is not cheap, but it is generally 

sturdy, transportable, and much more cost-effective to share. For instance; tape decks, 

VHS players, even computer speakers. 

�x How much material do you have? Is it reasonable to expect a few people to be able to 

work with the material, or is it a 6 person job? Digitization happens in real time, that is, 

digitizing one hour of audio takes one hour. Some people think everything to do with 

computers must go faster, but this is not the case with digitizing. If the materials are well 

preserved and nicely organized, digitization projects will likely move much quicker than 

if the materials are brittle or in a disarray. 
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�x What condition is the material in? If there are cassette tapes, are they fragile? Are the 

photos cracked and warped? In some instances, it is best to contact professionals with 

questions or for assistance with preservation.  I will include a list of contacts at the end of 

the document. 

�x Funding. Funding is always a major sticking point, but there are many sources for 

funding for digitizing and preservation projects. See the Rasmuson Foundation’s Grants 

http://www.rasmuson.org/index.php?switch=viewpage&pageid=215 or the National 

Science Foundation, and many others. 

�x Outsourcing digitizing. This goes along with funding, but often outsourcing some 

digitizing work can result in better results, and less fear of damage of materials. 

�x Attend a digitizing workshop. (See the Society of American Archivists website, or 

Northwest Archivists Inc. websites for educational opportunities. Also check university 

archives; often they host digitizing workshops for the public.) 

�x Establish a digitizing workshop in the local high school or library, and involve the 

community in the process.  

 

SECTION 3 

Where to Start: 

 

Beginning a digitizing project can seem like a daunting task. In an effort to simplify the process, 

I will suggest several steps to take before you begin any projects. 

 

1. Involve the community. Are there Elders who might be able to identify voices in a 

recording, or identify faces or places in photos? Make sure the community is aware of the 

project, and try to maintain a positive rapport throughout the process. 

2. Write a statement about what you will collect and why you are collecting it. You may 

have to make difficult decisions about a donation that does not meet the needs of the 

community you represent. A well-defined collecting policy can help guide these 

decisions and clarify your decisions to the public.  
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SECTION 5 

Digitizing: 

Many forms of media may show up in your archive, you must be prepared to deal 

appropriately with it! The most common audiovisual items you will likely see are; cassette 

tapes, reel-to-reels, VHS tapes, and MiniDisk. Paper materials, such as books, photos, 

notebooks, etc. will be dealt with as well. You may or may not have physical items such as 

masks, fur coats, skin drums, etc. that will need to be placed in appropriate housing and/or 

controlled environments (low humidity, low air temperature, no bugs, no roaming animals 

etc.) 

�x Audiovisual 

 

I will not go into great detail about how to digitize; it is often best to look over manuals, use 

online help websites, or call someone with experience hooking up the hardware. They are usually 

quite self-explanatory, and do not involve much technical know-how.  What is more important is 

deciding what formats you will use to save digital files; I recommend using the current standards, 

provided on the Library of Congress American Memory project site. See “about” then “technical 

information.” Also, see The NINCH Guide to Good Practice in the Digital Representation and 

Management of Cultural Heritage Materials at http://www.ninch.org/programs/practice/
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For audio- digitize at a high sample rate and bit depth- 96k/24 bit if possible. This will give you 

the highest quality digital version. This can be down sampled to 44k, which is a smaller file size, 
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- Stack loading capabilities (i.e. you can set large quantities of paper onto the loader, and it will 

auto-feed them for you.) 

- Can scan at least 300dpi. This is essential for creating high-quality images. 

- Make sure to buy a scanner that is compatible with your computer (or vice versa, if you already 

have a scanner). Most scanners come with their own scanning software, or you can scan through 

Adobe Acrobat, which is software that I highly recommend for PCs. Some scanners’ built-in 

software does not agree with certain computers. A little research will go a long way. 

- Save digitized copies as TIFF files. Creating a second copy in a compressed format (like JPEG) 

is also recommended.  The second copy can be used, copied, and edited as needed to serve your 

public. Programs like Photoshop can be set up to automate the conversion from a TIFF to a 

smaller file format. 

 

Some scanners I recommend: HP Scanjet series (HP Scanjet N9120) which is at the high end of 
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ensure that the area that they are stored in does not have the possibility of flooding. That usually 

spells disaster for any tape media. 

-Make sure they are properly labeled; there is nothing worse than losing track of what you have 

and have not cataloged or digitized. Save time and effort by numbering each tape based on the 

cataloging scheme you’ve selected for your archive. 

- If you don't have anywhere safe to put the tapes, or simply want to share the wealth, check with 

local archives and museums if they are interested in acquiring them. 

What to do with the paper materials when you're done! 

-Similar to tapes and audiovisual materials, paper materials can be prone to water, light and 

insect/animal damage. Archive quality boxes, such as storage boxes from Hollinger Metal Edge 

are recommended, but if you are unable to purchase these, new, unused Bankers Boxes can be 

purchased for reasonable prices, and folders can be easily arranged within them. 

-SECTION 1 discusses the other items you might need, and I will quickly touch on the necessity 

for good, acid free folders for document storage. Folders are designed to not only organize paper 

documents, but they are also used to protect them. So ensure that you are not stuffing too much 

material into one folder, or over-filling boxes. Make sure the folders are the right length for the 

document(s) such as letter or legal. 

-Make sure to label each box with a collection name, collection number, and a box number.  

Make sure to label each folder with the cataloging number, the author/creator, and a date. This 

will help with organization, and associating the digital files with the physical items. 

What to do with the digital files when you're done! 

 

- Always back up the digitized materials! An external hard drive will do. An external hard drive 

can be anywhere from 80GB to 1TB+. Base what you buy for back-up storage on how much 

digital material you think you might have. If you have a large quantity of movies and audio, you 

might want to consider buying a much larger storage capacity than you think you might need. It 

never goes bad, and it is always available (until you fill it!)  
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-I also recommend offsite storage, for many reasons. First, if there is an accident at the site of 

your archive and the computer and back-up storage are ruined, you will have your back-up that is 

offsite to turn to. Second, if you accidentally delete a project, or a digital image, and it has been 

backed up, you are able to retrieve it. There are back-up systems that can be scheduled for 

automatic back-up. I recommend this.  

-Most external hard drive back-ups are good quality, and you can pick them up for reasonable 

prices online or in places like Office Max, even the local Fred Meyer. For large capacity, they 

can be ordered from the manufacturer’s website. 

 

Seagate Hard Drive ($) G Speed Hard Drive ($$$) 

 

SECTION 7: Maintenance and obsolescence 

�x Digital 

-Just like cassette tapes and photos, digital audio and digital images must be maintained. As 

technology advances, it is important to keep on top of some of the changes. Usually these will 

require you to update software, or, for example ensure that your audio is in a format that is easily 

accessed by users. Certain software programs can become obsolete, so it is important to upgrade. 

For a handy upgrade “how to” see: How to Update Software (for Beginners). 

�x Analog 

Items such as 3” floppy discs, U-Matic tapes, and other less common media formats can present 

problems due to lack of available hardware to digitize them. Here at ANLA, we collect old 

format machines, such as a reel-to-reel player, USB powered floppy disc readers, MiniDV/VHS 
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machines, cassette tape players, and any other old technology we come across. If you are unable 

to acquire a certain media player, contact your local library or university/university branch. They 

might be able to loan you the item you need, or give you the contact of someone who might have 

it. The Alaska Native Language Archive can always be contacted for digitizing support and other 

questions, or we can digitize or recommend other digitizing avenues for your projects. 

SECTION 8: Sharing and Outreach 

There are many avenues to consider here. As I mentioned in SECTIONS 1 and 2, you must 

consider your audience, and how you plan to reach them. Outreach is much more than just 

posting a few photos online. An excellent article regarding outreach, “Who’s That Knocking on 

our Door?: Archives, Outreach and Community” by Victor Gray is essential to gaining an 

understanding of what outreach is, and how it can benefit your archive. There are many excellent 

resources to understanding outreach, many books which can be checked out from libraries, or 

purchased. Kate Theimer’s new book, “A Different Kind of Web” is a timely book that is packed 

full of case studies, reflections on work as an archivist, and outreach methods. 

Archives are always changing, always trying new methods of outreach, and testing the waters 

with presentations, programs, or other educational events and workshops. Do what fits best for 

your archive. If your primary users are 75+ year old adults, you may want to consider fun 

workshops, like photo identifications, listening (and re-recording!) to songs, or giving a 

presentation about relevant information. If your audience is primarily high school and college 

aged people, it would make the most sense to go the digital route- projects developed around 

school curriculum, wikis (a 






