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1. Today’s date.

2. Interviewers (if any)

3. Describe the collection of materials you have digitized or plan to digitize? Does it have a name?

4. Who is the contact person for this collection?

5. What is the responsible library department?

6. Does the library have the original source materials? If so, where are they and in what form (paper, audio, video, photographs, etc.)?

7. What is the expected use of the materials?

8. Are the materials intended for public use? 

9. Is there already a public interface to the digital materials?

10. What are the curricular or research needs associated with the materials?

11. Are you aware of any access restrictions needed or in place for the materials? (Copyright, redistribution, etc.)

12. Does the collection need to be preserved for the long-term?  Are there any retention or disposition schedules associated with the materials?

13. What file formats have been used or are expected to be created for this collection?

14. Do you have a standard naming convention for the files?

15. What are the system requirements for creating, managing, or accessing the materials? Is there special software that must be used with these materials? What is the minimum needed for the collection? What is the ideal?

16. What is the estimated size (in ???) of the collection? What is its estimated growth?

17. Where are the files stored or where do you expect to store them?

18. What backup mechanisms do you use? How often are the files backed up?

19. Do you have any descriptive information about the individual files? If so, how is it associated with the individual files?

20. Do you have any written procedures or documentation about the creation of the collection?

21. Can the public purchase the entire collection or selected items from the collection?

22. What priority ranking do you give this collection? Would your life be over if this collection disappeared?

