Protocol for using the Digital Image Converter   (June 11, 2008)

To participate in this process the counties will need an optical scanner (or for large formats a digital camera may work better), a dedicated computer, storage space on a server to maintain the electronic records, and a login and password to the SFTP server where the files will be transmitted.

Initial instructions: Before beginning any project the agency will need to obtain a work order and establish a folder on the SFTP server for the record series to be scanned and converted to microfilm.  This process is to ensure that the series is properly scheduled and that all format management information is updated.  To set up the folder and obtain a work order the agency will go to archives web site and submit the Digital to microfilm work order request found on Utah State Archives web site under Forms www.archives.utah.gov . 

http://archives.utah.gov/main/index.php?module=Pagesetter&func=viewpub&tid=1&pid=401 

Submitting this form will prompt Archives to return a work order and set up a new series folder.  Records with retention of less than 50 years are not recommended for conversion to microfilm unless they are vital records.
Archives to create work order and set up folder: At Archives this process will begin with the electronic receipt of a request for a work order.  This information will come to the records analyst.  If the series has not already been scheduled it will be scheduled at this time, but if the series has been scheduled the analyst will review and update it as needed.  The analyst will electronically send the work order and create a new folder in the county’s default directory for the appropriate record series.    

Scanning instructions:  Documents must be scanned as TIFF images on an Optical scanner with at least 300 ppi at 100 % in grayscale according to Mountain West Digital Library standards.  These standards can be accessed at  http://www.bcr.org/cdp/best/index.html   All documents on each roll must be scanned in the same orientation—everything, including targets, must be either landscape or portrait as follows: 
Legal size documents and smaller for 16mm should be oriented portrait (cinematic) 
Legal size documents and smaller for 35mm should be oriented portrait (cinematic)   

Larger than legal size documents must be 35mm and should be oriented landscape (comic)
File creation instructions: Each electronic submission will comprise a single file from a single record series which will be converted to one roll of microfilm and will include start targets, scanned images of the records being microfilmed, and end targets. Scanned images in the file must be organized and numbered in the exact order they will appear on the microfilm including start and end targets.  Multiple-page TIFF images are okay.  
Images counts per roll are:

16mm portrait = 2,000 images including start and end targets

35mm portrait = 1,100 images including start and end targets

35mm landscape = 750 imaged including start and end targets (based on plat or map size) 
Archives notification instructions: Each time a file is ready for submission the agency will submit the Digital to microfilm transfer request  found on Utah State Archives web site under Forms www.archives.utah.gov.  This will notify Archives micrographics staff that a file has been created is being submitted.   

http://archives.utah.gov/main/index.php?module=Pagesetter&func=viewpub&tid=1&pid=399
Information on this form includes the name and contact information of the person submitting the form.  This is not necessarily the records officer, but the person who has been assigned responsibility to submit digital images.  The form also includes the series number, series title, and date range of the submission as well as scanner number, roll number and special instructions.  The agency should indicate whether or not images should be numbered or blipped.  Numbering is simply recording a consecutive image number for each image on the reel, including targets. Blipping means recording marks at the bottom of each frame to identify the first image in a multi-image document.  For example, if a nine page document is saved in a single TIFF file then the large blip will mark the first page of that document with small blips on succeeding pages and the another large blip on the first page of the next document.  

File submission instructions: After notifying Archives the agency will save the file in the folder for that series in the county’s default directory which is on the SFTP server.  Within that directory there will be a separate folder for each record series the agency is sending for conversion to microfilm.  Submission is made by simply saving the file in the appropriate folder.  Files should be named as follows: first four letters of county name followed by scanner number and roll number (emer 173-52), which is Emery County scanner number 173, roll 52. A specific scanner number has been or will be assigned to each county or to offices within a county.  This scanner number will reference all files being sent from a county or office regardless of the fact that more than one scanner could have been used to scan the documents.  Roll numbers should be numerical for each roll of microfilm sent from the office or county.    

Archives to complete digital processing: Each morning Archives staff will check for notification that files have been transferred for conversion to microfilm.  Archives staff will process each file received into a roll of microfilm including quality control and all other steps involved.  Upon completion of this process Archives will return to the agency the same ‘digital to microfilm request’ form that the agency submitted however Archives will add the microfilm accession number as well as validation that the microfilm was processed and passed inspection.  In the event of any problems or questions in this process Archives will contact the agency.  A master copy will be stored at perpetual storage.  Archives will make duplicate and reference copies of the microfilm if requested at the cost of $10 per roll for 35mm and $9 per roll for 16mm microfilm.  Archives will file the transfer sheet, operator’s certificate, and the work order for each roll completed.  
