Form C, Checklist for Evaluation 
	Answer each question yes or no. 
Evaluation Factors: 
	Yes
Digitize 
	No Don't
Digitize 

	Mission Statement: Does the project fall within the repository or institution mission statement? If not, don't digitize. 
	  
	  
	

	Scope of Collections Statement:Do the candidate materials fall within the repository's Scope of Collections Statement (Collecting Policy). If not, don't digitize unless the repository will redefine the policy to include the materials. 
	  
	  
	

	Stakeholders' Deselection Requests: Has the repository received requests to select the materials for digitization from a stakeholder or reputable source? If so, are the requests challenged by equivalent requests not to digitize the materials? If so, don't digitize the materials. Note: If you have requests not to digitize that are judged frivolous or insubstantial by the Selection Committee, ignore them. 
	  
	  
	

	Donor Restrictions: Is the candidate material unrestricted? If so, digitize. Has the donor or creator of the materials placed substantial and nonnegotiable restrictions on their usage that would prevent them from being digitized? If so, don't digitize the materials. Note: On occasion donor restrictions can be renegotiated. 
	  
	  
	

	Copyrights: Is the material either in the public domain or covered by copyright protections that your organization has obtained? If so, digitize. If not, do you have reason to believe that you will be unable to obtain a license to use the materials? If yes, don't digitize until you have obtained copyrights or licenses/permissions. 
	  
	  
	

	Privacy Rights: Does the material contain images of living individuals for which you have release forms (particularly for oral and video histories, medical records, personnel records, psychiatric counseling records, or photographs in which the individual is recognizable)? If yes, digitize. If no, do you have reason to believe you can't locate these individuals to obtain permissions or that they won't grant permissions? If yes, don't digitize unless and until you have the permissions. 
	  
	  
	

	Publicity Rights: Does your state have a publicity law (e.g., California, Tennessee, New York)? If yes, does your material include images or recordings of famous individuals such as motion picture or recording stars, scientists, artists, or authors (living or dead)? If yes, do you have permissions or licenses to use the images from the individuals or their estates? If yes, digitize. If no, don't digitize until you have permission or licenses. 
	  
	  
	

	E-FOIA and State and Local Equivalents: Are you required by law to digitize the candidate materials to meet the electronic Freedom of Information Act, the Paperwork Reduction Act, or similar initiatives? If so, digitize as long as there is no compelling reason why you may not digitize the items that can't be resolved at this time. If there is a compelling reason, don't digitize the materials. 
	  
	  
	

	Sensitivity: Does the candidate material contain sensitive information (such as locations of sacred sites, burials, endangered species, fossils, threatened cultural resources [such as petroglyphs], or subsistence food gathering sites), or do the materials nominated present an unbalanced point of view or lack counterpoint perspectives? If so, are the project schedule and staffing adequate to seek consultations and permission-gathering activities from those groups affected and to consult with scholars of various viewpoints? If not, don't digitize the materials or digitize only materials that the committee is fully equipped to evaluate and put into context. Involve stakeholders on the Selection Committee or project staff. 
	  
	  
	

	Evidential Value: Is the primary value of the materials evidential, or as legal or historical proof of an action or event? Does the material also have substantial informational and/or associational content of interest to a key audience? If so, digitize. If not, will translating the item from the analog realm to the digital realm so erode the value of the item that it will no longer serve its primary purpose? If so, or if the value is seriously eroded or there is no audience, don't digitize. 
	  
	  
	

	Authenticity: Is the item to be digitized authentic and not faked, forged, or altered substantially? If so, digitize. If not, will digitizing the material lend a false authenticity to an inauthentic document or object? Is it impossible to correct the misconceptions through careful contextual documentation, captioning, and metadata? If so, don't digitize. Note: If the project involves substantial altering or retouching of a visual work for purposes other than parody or satire in potential violation of the Visual Artists' Rights Act, don't digitize the materials. 
	  
	  
	

	Visual Accuracy: Will the proposed scanning technique be able to capture the appearance of the item accurately? If so, digitize. If not, can the project move to a more sophisticated scanning technique such as color scanning to capture the information? If you can't capture the image accurately, don't digitize the materials. 
	  
	  
	

	Documentation:Are the candidate materials well captioned? If so, digitize. If wrongly, poorly, or incompletely captioned, described, and labeled, are the project staffing and budget adequate to provide good documentation within the project timeline? If not, don't digitize the materials. 
	  
	  
	

	Contextualization: Does the candidate material require substantial research and a sophisticated and expensive context in order to be useful? If so, can the project provide this context? If so, digitize. If not, will the ability to view the materials serially, but not side-by-side, decrease the value of the files to the audience significantly? If so, can the project provide a way to view materials side-by-side? If not, are there other items within the collection that can be selected instead on this topic? If the files are to be used, must a whole archaeological dig be reconstructed or must an archival finding aid be placed in the Encoded Archival Description (EAD) format or an equivalent effort? If so, are the project staffing and budget adequate to produce this contextualized treatment? If you can't provide the necessary context and the context is judged essential by the Selection Committee, don't digitize. 
	  
	  
	

	Added Value: Are the candidate materials both valuable and available for the first time? If so, digitize. Does the project add value to candidate materials? If so, digitize. Does the project simply repeat work already in existence in an analog or paper publication (as shovelware)? If so, can the project be reworked so as to add value to the materials by improving access by creating: 
· new audiences for rare or unique materials currently accessible to only a few? 
· linkages to separated materials via HTML, SGML, or XML coding? 
· virtual collections of materials by the same creator; in the same process, media, technique, or format; or other linkage that are otherwise physically separated in real life on a single Web site or CD-ROM? 
· new indices and finding aids that are electronically searchable? 
· new searchability through post-scan processing via OCR or rekeying so textual files are fully searchable? 
· new ways to analyze the originals by techniques, such as microscopic scans, 3-D scans, or similar techniques? 
· usable files for research when the originals are too stained, deteriorated, or damaged for use by retouching or other treatment? 
If not, are the project staffing expertise and budget currently adequate to producing this new treatment of the material? If not, don't digitize the material until the digitization provides some added value.
	  
	  
	

	Audience: Is the expected new audience for the digital images the same as the existing audience for the originals? If so, will the repository consider recontextualizing the digital product to reach a broader audience? If so, digitize. Will the digital project help reach the same audience more effectively? If not, don't digitize the materials. 
	  
	  
	

	Supplementary Selection Criteria: Has the audience set up supplementary evaluation criteria that must be factored into the evaluation process, such as the Teacher Usefulness Criteria developed for the Library of Congress? (EDC) Does this selection accommodate these additional criteria? If so, digitize; if not, don't digitize. 
	  
	  
	

	Technology: Does the expected project audience require complex or sophisticated scanning techniques and viewing equipment to use the digitized images as envisioned? If so, is it likely that a sufficient percentage of the audience has this level of viewing technology? If not, replan the project. If so, will textual materials digitized require postscan processing, such as OCR processing or rekeying? Do images require retouching, very high resolution copying, color capture, or extensive coding to maintain linkages and hierarchies? If so, can the work be done within the project budget and timeline, using the project staff? If not, don't digitize. 
	  
	  
	

	Condition: Are the candidate items either in stable condition or available as duplicates or copies for use in digitization? If so, digitize. If not, are the candidate items so deteriorated or at risk that it would be difficult or damaging to originals to digitize or copy them? For example, is there a need to disbind a unique scrapbook or rare book, remove items from frames and mats, or place pressure on a cockled and brittle image? If so, is stabilizing the originals too expensive and time consuming to do within the scope of the project budget and timeline? If so, don't digitize. 
	  
	  
	

	Control:Are the original items accessioned, described, and placed in secure storage? If so, digitize. If not, would digitizing them place the originals at risk by alerting potential thieves of valuable and vulnerable originals? If so, don't digitize. 
	  
	  
	

	Duplication of Effort: Have you checked to see if the items have already been duplicated well elsewhere? If not well duplicated elsewhere, digitize. If digitized elsewhere, is the digital copy made of adequate quality? If so, obtain a copy from the other source and don't digitize the materials. 
	  
	  
	

	Accessibility: Are the candidate items inaccessible, such as in cold storage? If so, digitize. If already easily accessible in multiple locations Ñ such as through widely distributed microfilm copies or in many published exhibition catalogs Ñ is there some special reason why digital copies are necessary? If not, don't digitize. 
	  
	  
	

	Project: Are the candidate items given priority due to some thematic, cooperative, or grant funding priority? If so, do these priorities fit the institutional mission and collecting statements? If so, digitize. If not, don't digitize. 
	  
	  
	

	Cumulation: Is the candidate material a grouped and linked body of materials that draw additional value by being related to other materials held by the repository? Are they already digitized, already selected for digitization, or related to materials already well digitized by other organizations? If so digitize. If a single item and the effort are not for public relations alone or in response to E-FOIA, or are a request by a stakeholder, don't digitize. 
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