Mass Digitization Collaborative Orientation

Draft AGENDA

Thursday, July 21, 2011 at 10 am
Laurie will call Steven at: (239) 985-8346

A.  Introductions and roles
Lyrasis: Laurie Gemmill

Member:  Edison: Steven Kolberg
B.  Review Steps  
Attribution Set Up: Form attached - only complete # 1, 4 and 6
Metadata: Use WonderFetch spreadsheet list; text taken directly so make sure to review; don’t delete columns 
C.  Next Steps

· Send attribution form & wonderfetch list electronically to Laurie Gemmill  

· Prepare shipment  

· Review items to make sure you are sending most complete copy   

· US postal services return shipment is not possible
· include paper copy of spreadsheet in box as packing list
· include prepaid, self addressed return shipping labels in box
 Packing notes
All materials must be packaged for safe transport to scanning site.  Institutions can ship books in boxes, using book carts or any method they feel is best.  Staff returns materials in the same boxes and repacks the same way they receive them. While no one can control the weather or shipping companies, there are several ways to minimize potential damage while shipping. Suggestions include:

· Use heavy duty shipping boxes (not grocery/records center boxes); books returned in same boxes

· Do not make boxes too heavy as they are more likely to be dropped; a good rule of thumb is: the heavier the books, the smaller the box.
· Do not pack boxes overly full or tight with books– they are more likely to break
· Do not place books into the boxes spine up; this can cause the pages to loosen from the binding.
· Use bubble wrap or other packing materials to fill gaps in box so box is full and items don’t shift during transit
· Include layers of bubble wrap or plastic protection on bottom of box, around sides and top (especially to protect against standing water in transit).  
· Wrapping individual items in bubble wrap can be beneficial

· Write “fragile” and/or “handle with care” on each side of the box

· Use 2-3 strips of tape to close the box and reinforce the bottom flaps
· label boxes, example:  1 of 3
Laurie will notify when ready for review/return materials

· Timing: Set up shipment schedule; preferred schedule: # of shipments, first shipment, any deadlines? preferred shipments of 75-100 items
Billing: Billing based on number of pages digitized; fold outs at higher rate; billing as received by partner; option chosen? Billing contact?
D.  Communications
Listserv - Low traffic list for general project info and news, anyone to subscribe?   
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