
Florida African American 
Heritage Preservation Network

DIGITIZATION
& 
EXHIBITIONS



Hello!
I am Lourdes Santamaría-Wheeler

I am the Exhibits Coordinator
at the University of Florida Libraries. 

You can find me at:
l.s.wheeler@ufl.edu

Twitter: @musarian / @uflibexhibits



1.
DIGIT IZAT ION



Before you begin a 
Digitization Project

• Mission: What is your institution’s mission, 
scope of collections, access policy, and the 
requirements of your funding source? 
Your project should support these goals. 

• Audience: Decide who your digital project will 
serve in terms of age, education, 
socioeconomic level, & discipline or topical 
focus. What does your audience need?

National Park Service Conserve O Gram 
https://www.nps.gov/museum/publications/conserveogram/19-21.pdf



Before you begin a 
Digitization Project

• Priorities: What is the importance of speed, 
cost, image quality, and quantity?

• Functional goal: Will you use your digital files 
for reference, 
exhibits, 
publication, 
and/or on the 
Web? 

National Park Service Conserve O Gram 
https://www.nps.gov/museum/publications/conserveogram/19-21.pdf

http://exhibits.uflib.ufl.edu/ExtensionAgents



Before you begin a 
Digitization Project

• System capabilities: Can your current 
equipment handle the work? Do you need to 
upgrade your computer, scanner, and/or 
storage devices? 

• Staff expertise: Do they have the necessary 
skills? If not, can you contract or hire new staff? 

National Park Service Conserve O Gram 
https://www.nps.gov/museum/publications/conserveogram/19-21.pdf



Before you begin a 
Digitization Project

Legal rights and restrictions: 
Examine the legal status of the 
collections (copyright, 
privacy/publicity rights, ethical 
issues) and negotiate with rights 
holders to acquire the right to 
reproduce an item before you 
digitize.

National Park Service Conserve O Gram 
https://www.nps.gov/museum/publications/conserveogram/19-21.pdf

http://ufdc.ufl.edu/AA00009755/00022



Before you begin a 
Digitization Project

• Collection sensitivities: Evaluate your 
collections for donor restrictions and 
sensitivities (such as sacred site, burial, and 
endangered resource locations). Consult with 
all major stakeholders who have interests in 
how the collection is made accessible, 
including donors, creators, researchers, staff, 
and subjects of the materials

National Park Service Conserve O Gram 
https://www.nps.gov/museum/publications/conserveogram/19-21.pdf



Before you begin a 
Digitization Project

Collection stability 
and staff time: 
Making images 
accessible online can 
increase reference 
and duplication 
demand for the 
originals. Ensure that 
you can handle the 
added work before 
you begin. 

National Park Service Conserve O Gram 
https://www.nps.gov/museum/publications/conserveogram/19-21.pdf

http://ufdc.ufl.edu/UF00034726



Reasons for Digitization

• facilitate access to the general public

• preservation

• scholar/research
request

• exhibit facsimile http://ufdc.ufl.edu/AA00023855



Digitization for Online Access

• increase visibility

• facilitate access

http://ufdc.ufl.edu/UF00024323



Selection

condition of item

use for publicity materials

copyright restrictions 
(for online display)

http://ufdc.ufl.edu/AA00053201



Digitization Standards
prints/negatives:

• 8-bit grayscale for black and white prints/negatives 
600 dpi

• 24-bit RGB 
color prints/negatives 
600 dpi

• 35mm slides/negatives 
24-bit RGB 4000 dpi

http://ufdc.ufl.edu/UF00094637



Digitization Standards

text 
(both printed and 
hand written):

• 8-bit grayscale or 24-bit RGB, as appropriate for 
individual document

• 300 dots per inch (dpi) unless 
very small font or difficult to read 
600 dots per inch (dpi) 

http://ufdc.ufl.edu/AA00015195



Digitization Standards

Do not use any automatic corrections 
in scanning software

Use a color chart/card when possible and/or 
necessary for accuracy

Scan entire item/full page

All items saved in an archival, uncompressed
TIFF format 

https://digitalcollections.nypl.org/items/62cf40b2-
d0fc-346b-e040-e00a18065229





Metadata

Document file structure, incorporate into 
collection management system (CMS) such as 
TMS or PastPerfect

Save master files –
identify revisions

File names should not
include periods or spaces



Metadata

Adobe 
Bridge



Equipment
select equipment that is designed for the 
original

• bound materials
• loose/disbound materials
• photographs
• maps
• film/slides
• newspapers



Equipment
types of scanners:

• flatbed, such as the Epson Expression 12000XL
• film, such as the Nikon Super CoolScan 5000
• overhead, such as the CopiBook
• high resolution digital SLR camera

http://ufdc.ufl.edu/AA00061197



Presenting online

Make a duplicate file
jpeg 72dpi

Thumbnails for fair use
560 x 843 pixels 
*the application of the law of fair use to digital images as well as technology 
itself is constantly evolving. The AAMD encourages museums to review 
periodically, and reconsider as appropriate, their policies on the use of 
images of copyrighted works of art in online collections in light of what may 
be evolving normative sizes and resolutions.

https://aamd.org/sites/default/files/document/Guidelines%20for%20the%20Use%20of%20Copyrighted%20Materials.pdf

http://ufdc.ufl.edu/PCMI013247



2.
E XHIB IT ION S



Facsimiles

Highly 
recommended for 
• photographs 
• fragile items
• handwritten 

documents



Facsimiles

display 
altered 
documents



Environmental Monitors



Additional Resources

National Park Service Conserve O Grams
https://www.nps.gov/museum/publications/conserveogram/cons_toc.html 

American Alliance of Museums
https:// www.aam-us.org 

American Association of State and Local History Resource List
https:// learn.aaslh.org 

Museum Computer Network
https ://mcn.edu / https:// www.youtube.com/museumcn  



Thank you!
Any questions?


	Florida African American Heritage Preservation Network
	Hello!
	1.
DIGITIZATION
	Before you begin a Digitization Project
	Before you begin a Digitization Project
	Before you begin a Digitization Project
	Before you begin a Digitization Project
	Before you begin a Digitization Project
	Before you begin a Digitization Project
	Reasons for Digitization
	Digitization for Online Access
	Selection
	Digitization Standards
	Digitization Standards
	Digitization Standards
	Slide Number 16
	Metadata
	Metadata
	Equipment
	Equipment
	Presenting online
	2.�EXHIBITIONS
	Facsimiles
	Facsimiles
	Environmental Monitors
	Additional Resources
	Thank you!
	Florida African American Heritage Preservation Network
	Hello!
	Slide Number 30
	Mantras for Preservation
	1.
KNOW YOUR COLLECTIONS
	Ten Agents of Deterioration
	Environmental conditions determine how fast materials age.
	Temperature
	Humidity
	Lighting
	Environmental Monitoring
	Data Loggers
	2.
Disaster Planning
	Disasters impact large parts of collections.
	Plan. Prepare. Respond. Recover
	Disaster Planning and Preparedness
	Disaster Response and Recovery
	3.
Preservation Policies
	Policy Areas
	4.
Storage
	Storage Furniture
	Storage Areas
	Boxes
	There is always a storage solution 
	The Big No’s of Collections
	5.
Digital Preservation
	3-2-1 Rule
	Scanning Basics
	6.
Resources
	Preservation Resources
	Preservation Supplies
	When to Consult a Conservator
	Thanks!

