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Information shall be recorded onto an image production record form at every step of the digital 
imaging process.  One image production record shall be created for each item scanned.  Data 
recorded on the image production records shall be used to create Dublin Core records for each 
digitized item, and shall be retained for administrative purposes.  The image production record 
includes the following sections; original source information, digitization information, 
transcription production information, derivative production information and Dublin Core record 
information. 
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Step I : Recording Or iginal Source Information 
 
Prior to scanning items, descriptive information about the original item shall be recorded in the 
original source information section of the image production record.  Twelve components to this 
section of the form are: 
 

1. Title 
2. Alternative Title 
3. Caption 
4. Author/Creator/Photographer 
5. Format (photographic image, map, document, other) 
6. Date 
7. Size/Dimension (inches) 
8. Pagination 
9. Brief Description 
10. Physical Condition 
11. Location 
12. Rights 

 
 

Information shall be recorded for each component according to the following guidelines.  
Illustrative examples of each component of the form are included. 
 
 

1. Title – If the original item possesses a formal title, enter it here.  This component will not 
typically be used for unpublished materials, such as items from photograph collections and 
manuscript materials.  If the item has no title, enter a check mark next to “None”. 

 
Title                                                                                                                                     ___None 

 
 
 
2. Alternative Title – If the original item possesses an alternative title, enter it here.  An 

alternative title may consist of any form of the title used as a substitute or alternative to the 
formal title of the resource and may include title abbreviations and/or translations.  If the 
item has no alternative title, enter a check mark next to “None”. 

 
Alternative Title                                                                                                                                     ___None 

 
 
 
3. Caption – If a caption accompanies an original item, enter it here.  Examples of captions 

include a label on a photograph or notes written on the back of a photograph, which identify 
a person, structure, or place depicted in the image.  If the item has no caption, enter a check 
mark next to “None”. 
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Caption 
 

                                                                                                                                    ___None 

 
 
 
4. Author/Creator/Photographer – If the name of the name of the author, creator or 

photographer is known, enter it here.  Examples include a person or an organization, which 
served as the author(s), photographer(s), artist(s), craft-person(s) etc. that created the original 
item.  If the author, creator or photographer is unknown, enter a check mark next to 
“Unknown”. 

 
Author/Creator/ 
Photographer 

                                                                                                                             ___Unknown 

 
 
 
5. Format – Record the media-type of the original item in the format section.  In the left-hand 

column, check only one of the following: 
w  Photographic Image – for all photographs 
w  Map – for all maps 
w  Document – for textual documents such as correspondence, record books, newspapers, 

books etc. 
w  Other – for all other formats such as postcards, posters, sketches, etc. 
 
In the right-hand column, refine the format.   
w  Photographic Image – enter a check mark next to the appropriate type of photograph.  If 

the photograph type is not listed check “Other”  and enter the type in the blank space 
provided. 

w  Map – no further refinement is necessary 
w  Document – enter a check mark next to “Manuscript”  if the document is hand written or 

check “Print”  if the document is printed. 
w  Other – if the item does not fit into one of the above categories, check the space next to 

“Other”  and enter the media type in the blank space provided, for example postcard. 
 

Format: 

___Photographic 
image 

 
___B&W Print  ___Color Print  ___Albumen Print  ___Tin Type ___Ambrotype  ___Daguerreotype  
___B&W Transparency  ___Color Transparency  ___Other:__________________________  

___Map  

___Document ___Manuscript  ___Print 

___Other  

 
 
 

6. Date – Enter the date that the item was created or published.  Dates may be entered in the 
spaces provided according to the following guidelines: 
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w  Exact Date – an item for which a date is known.  This may be a year, month and year, or 
day, month and year.  Examples - 1865; January 1920; July 4, 1953. 

w  Circa – an item for which an estimated date is known.  This may be a single year or a 
range of years.  Examples - 1888; 1900-1910. 

w  Unknown – items for which the date is not known and an estimate can not be determined, 
enter a check mark next to “Unknown”.  

 
The content of some items, such as record books or diaries, for example, cover a period 
of time.  In addition to recording the date of creation, as detailed above, the date range of 
the content shall be recorded in the space provided, labeled “Date Range of Content: 
From_______ To________”.  For example, a record book may span the dates January 4, 
1901- June 27, 1905.    
 
Date Publication/Creation:  

Exact Date_____________________           circa___________               ___Unknown 

Date Range of Content: From_______________  To________________ 

 
 
 

7. Size/Dimension – Enter the height and width of the item, measured in inches.   Measure the 
height and width to the nearest 16th of an inch.  Fractions of inches shall be converted to 
decimals and rounded to the nearest 100th.  One sixteenth of an inch is equal to .0625 of an 
inch.  Decimal equivalents for each possible fraction are listed below to facilitate the process: 
 

1/16 = .06  9/16 = .56 
2/16 = .13 10/16 = .63 
3/16 = .19 11/16 = .69 
4/16 = .25 12/16 = .75 
5/16 = .31 13/16 = .81 
6/16 = .38 14/16 = .88 
7/16 = .44 15/16 = .94 
8/16 = .5  

 
Common standard dimensions are provided in the right hand column.  If the dimensions of 
the item match one that is provided, enter a check in the appropriate space.  If the dimensions 
of the item do not match one of those provide, enter a check next to “Other”  and record the 
height and width in the blank spaces provided. 

 
Size/Dimensions 
(inches) 

___3x5       ___4x6      ___5x7      ___8x10       ___8.5x11       ___11x17     

 ___Other: (h) ______ x (w) ______ 

 
 
8. Pagination – Enter a check mark next to “Single”  if the item requires only one scan to be 

made to digitize it (e.g. a photograph or single page document).  If the item requires multiple 
scanned images to capture it (e.g. a book or multiple page document), enter a check next to 
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“Multiple”  and record the number of images to be scanned in the space provided for 
“Number of images” .   

 
Pagination ___Single   ___Multiple - Number of images______ 

 
 
 
 
9. Brief Description – Enter a description of the item in the space provided.  Note, for example 

names of people, buildings, structures, roads, landmarks, etc.  If more space is needed, an 
addition all sheet of paper may be attached.  
 
(Space provided on the actual form is larger than depicted below.) 
Brief Description: 

 
 
 
10. Physical Condition – Rate the condition of the item as good, fair or poor, and enter a check 

mark next to the appropriate rating.  Although this task by nature is somewhat subjective, 
rate items as “Good” only if they are not damaged or degraded.  Rate items with minimal 
damage as “Fair” , and those with more extensive damage as “Poor” .  Common types of 
damage are listed in the right hand column.  Enter a check mark next to any that apply.  For 
any conditions of note that are not represented on the form, check “Other”  and enter the type 
of damage in the space provided.   

 
Physical Condition 

 

___Good  ___Fair  ___Poor 

Damage: ___Torn ___Bent  ___Cracked ___Faded  ___Stained  ___Tape  ___Scratches  

___Fingerprints  ___Worn Edges  ___Other:_________________________________ 

 
 
 
11. Location – Enter information about the where the original item is normally located.   
 

w  Enter a check mark next to the appropriate organization, Worthington Historical Society 
or Worthington Libraries.  If the item is held by a different organization, enter a check 
mark next to “Other”  and enter the name of the organization in the space provided.   

 
w  If the item has an accession number (unique identification number for the item) enter it in 

the space provided for “Accession Number” .   
 
w  If the item belongs to an archival collection that has been assigned a name (example, 

“The Papers of John Doe”), enter the name of the collection in the space provided for 
“Name of Collection” .   
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w  If the item is housed in a box that is numbered or otherwise identified enter it in the space 
provided for “Box Title/Number” .   

 
w  If the item is housed in a folder that is numbered or otherwise identified enter it in the 

space provided for “Folder Title/Number” .      
 
 
NOTE: A formal identification number for location within a filing cabinet may be entered in 
the space provided for “Box Title/Number” . 
 
Location Name of Repository: 

___Worthington Historical Society         ___Worthington Libraries  

___Other:______________________________________________ 

Accession Number:_______________________________________ 

Name of Collection:______________________________________ 

Box Title/Number: _____________________ Folder Title/Number: ______________________ 

 
 
 
12. Rights – Copyright issues are complex.  The questions that need to be answered are; “ Is the 

item in the public domain?”  and if not in the public domain, “Who owns the rights to the 
item?”  

 
The most straight forward scenarios to be encountered are:  
 
1) The item is in the public domain.  
 
OR 
 
2) The Worthington Historical Society, Worthington Public Library or other participating 

organization has clear copyright ownership, or the rights were given over to said agency 
upon acquisition.  If this is not the case, copyright needs to be determined so that 
permissions may be sought. 

 
 
The following chart (created by Laura N. Gasaway, Professor of Law and Director of the 
Law Library at University of North Carolina at Chapel Hill), summarizes the terms of 
protection for published and unpublished works.  The chart may be used as a reference guide 
for determining whether an item falls within the public domain.    
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“WHEN WORKS PASS INTO THE PUBLIC DOMAIN  

Includes material from new Term Extension Act, PL 105-298 
 

DATE OF WORK PROTECTED FROM TERM 

Created 1-1-1978 or 
after 

When work is fixed in tangible 
medium of expression 

Life + 70 years1(or if work of 
corporate authorship, the shorter 
of 95 years from publication, or 
120 years from creation)2  

Published before 1923 In public domain  None 

Published from 1923 – 
63 

When published with notice3 

*(see note below) 

28 years + could be renewed for 
47 years, now extended by 20 
years for a total renewal of 67 
years. If not so renewed, now in 
public domain 

Published from 1964 – 
77 

When published with notice 
*(see note below) 

28 years for first term; now 
automatic extension of 67 years 
for second term 

Created before 1-1-78 
but not published 

1-1-78, the effective date of the 
1976 Act which eliminated 
common law copyright 

Life + 70 years or 12-31-2002, 
whichever is greater 

Created before  
1-1-78 but published 
between then and 12-
31-2002 

1-1-78, the effective date of the 
1976 Act which eliminated 
common law copyright 

Life + 70 years or 12-31-2047 
whichever is greater 

1 Term of joint works is measured by life of the longest-lived author.  
2 Works for hire, anonymous and pseudonymous works also have this term. 17 U.S.C. § 302(c).  
3 Under the 1909 Act, works published without notice went into the public domain upon 
publication. Works published without notice between 1-1-78 and 3-1-89, effective date of the 
Berne Convention Implementation Act, retained copyright only if, e.g., registration was made 
within five years. 17 U.S.C. § 405.  

Notes courtesy of Professor Tom Field, Franklin Pierce Law Center  
LOLLY GASAWAY Last updated 9-18-01” 1 
 
 

*Note of clarification: Works published from 1923-1977 without copyright notice are in the 
public domain. 
 
 
If the original item is a work that has been published (e.g. book, newspaper, etc.), enter a 
check mark in the left-hand column next to “Published Material” .  Next, fill out the right-
hand column according to the following guidelines.   
 

w  If the date of publication is before 1923, enter a check mark next to “before 1923”.  
 
w  If the date of publication falls in the years 1923 – 1977 and there is not a copyright 

notice, enter a check mark next to “1923-1977 without notice” .   
 

                                                           
1 Gasaway, Laura N. “When Works Pass into the Public Domain” , available at: 
http://www.unc.edu/%7Eunclng/public-d.htm. Site accessed October 17, 2001.  
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w  If the date of publication falls in the years 1923 – 1977 and there is a copyright 
notice, enter a check mark in next to “1923-1977 with notice” .  In this case, the item is 
not in the public domain.  Record information regarding copyright ownership and 
permissions in the following manner:   

 
·  Enter the name of the copyright owner in the space next to “Owner of 

Copyright” .  If the owner is not known enter a check mark next to 
“Unknown”.   

 
·  If permissions to post digital images of the item on the Worthington 

Memory Web site have been granted by the copyright owner, enter a 
check mark next to “Permissions: ___ Yes” .  

 
·  If permissions to post digital images of the item on the Worthington 

Memory Web site have been not granted by the copyright owner, enter a 
check mark next to “Permissions: ___ No”.  Permissions must be granted 
prior to digitization. 

 
·  If permissions to post digital images of the item on the Worthington 

Memory Web site have been requested, but are still pending a reply enter a 
check mark next to “Permissions: ___ Requested” .  Permissions must be 
granted prior to digitization. 

 
 
If the original item is a work that is unpublished (e.g. correspondence, photographs, etc.), 
enter a check mark in the left-hand column next to “Unpublished Material” .  Next, fill out the 
right-hand column according to the following guidelines.   
 

w  If the creator of the item is no longer alive and the date of death is seventy years ago 
or greater, enter a check mark in the space next to “creator D.O.D. 70+ years ago” . 

 
w   If the creator of the item is living or it is less than seventy years since the date of 

death, enter a check mark in the space next to “creator living or D.O.D. –70 years 
ago” .  In this case, the item is not in the public domain. Record information regarding 
copyright ownership and permissions in the following manner:   

 
·  Enter the name of the copyright owner in the space next to “Owner of 

Copyright” .  If the owner is not known enter a check mark next to 
“Unknown”.   

 
·  If permissions to post digital images of the item on the Worthington 

Memory Web site have been granted by the copyright owner, enter a 
check mark next to “Permissions: ___ Yes” .  

 
·  If permissions to post digital images of the item on the Worthington 

Memory Web site have been not granted by the copyright owner, enter a 
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check mark next to “Permissions: ___ No”.  Permissions must be granted 
prior to digitization. 

 
·  If permissions to post digital images of the item on the Worthington 

Memory Web site have been requested, but are still pending a reply enter a 
check mark next to “Permissions: ___ Requested” .  Permissions must be 
granted prior to digitization. 

 
Rights: Determine - 1) Is the item in the public domain?  2) If not, who owns the rights? 

 

___ Published    

       Material 

 

If - ___ before 1923  -OR-   ___ 1923-1977 without notice  -  item is in public domain 

If - ___ 1923-1977 with notice  -  item not in public domain… 

        Owner of Copyright:_____________________________________________     ___Unknown 

        Permissions: ___Yes  ___No  ___Requested   

 

___ Unpublished          

       Material 

 

If - ___ creator D.O.D. 70+ years ago  -  item is in the public domain 

If - ___ creator living or  D.O.D. –70 years ago  -  item not in the public domain… 

        Owner of Copyright:_____________________________________________    ___Unknown 

        Permissions: ___Yes  ___No  ___Requested   
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Step I I : Image Capture (scanning) 
 
After the original source information about the item has been recorded, the item may be scanned. 
Information about the scanning process shall be recorded in the digitization information section 
of the image production record. This information shall be recorded during the scanning process.  
Instructions for recording digitization information are detailed in Step III.  Step by step 
instructions for how to scan documents and photographs are detailed here in Step II first.   
 
 
To scan an item: 
 
1. Open Adobe Photoshop by double clicking on the Adobe Photoshop icon from the desktop. 

 
 
2. From the Adobe Photoshop toolbar, click on File and select Impor t from the drop down list.  

A sidebar that reads SilverFast (Microtek) will appear.  Slide the mouse over and click on it.  
This will launch SilverFast Ai 5 imaging software.  
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After SilverFast has opened, four components will be visible on the computer screen.  It will 
look something like this: 

 

 
 
Only two of the components shown shall be used to scan images.  These are the SilverFast 
Dialog Window and the SilverFast Prescan Window. 
         
             Dialog Window                                                            Presc an Window  
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The Prescan Window displays the image of a document on the screen before it is scanned and 
saved.  This process is called pre-scanning.   
 
The Dialog Window is for manipulating scanner settings.  Most of the settings for scanning 
documents and photographs will not be altered from the way the are currently set.  Any 
necessary changes in the Dialog Window settings during scanning are detailed within these 
guidelines.   

 
Components of the Dialog Window are:  
·  the tools palette, (at the top consisting of eight buttons),  

 
 

·  three tabs (in the large central portion, labeled “General” , “Frame” and “Densitometer” ),  

 
 
 

·  the scanning control buttons (at the bottom consisting of “Prescan”, “Scan” , 
“Quit/Cancel”  and “Option/Reset” ).   

 
*  The button displayed as “ Quit”  will change to “ Cancel”  while performing some functions. The 
button displayed as “ Reset”  will often display the word “ Option” .   
  

 
3. Next, lift the lid of the scanner.  The scanner platen (glass surface) is covered by a black plate 

(plastic mat).  Place the document or photograph face-down on the scanner platen at the end 
closest to you, taking care to align it so that it is straight.  Place the black plate over the 
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document so that the entire area of the scanner platen is covered, making sure that the side of 
the black plate that reads “This Side Up” is facing up.  Close the scanner lid. 

 
4. The settings in the Dialog Window should be set as follows, depending on the type of 

document or photograph being scanned.  These are general guidelines that should be 
appropriate for the vast majority of items to be scanned.  Individual variations may apply on 
a case by case basis, according to unique document attributes. 

 
Frame Tab Settings 

 
A. Photographs which are not color (black and white, albumen, salted paper prints, etc.), 
manuscript documents, continuous tone documents and any document with poor contrast, 
such as yellowed newspaper print or documents which are stained shall be scanned as 
grayscale at 300 dpi (dots per inch).     

 
In the Frame tab of the Dialog Window, select “12->8 Bit Grayscale”  in the Scan Type 
drop down menu.  
 

 
 
Another setting that may need to be changed is dpi, which should be set to 300 (lower 
right hand portion of Frame Tab).   
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Do not change any of the other settings in the Frame Tab.  Filter  should stay set to 
“None”.  Setting should stay set to “Save” .  Image Type should stay set to “Standard” .  
Name should remain “untitled frame” .   The numerical values in the boxes labeled 
Or iginal, Output, Screen and MByte will vary according to the size of the document 
being scanned and should be left alone.  Scale% should always remain set to 100.0.  Q-
Factor  should always remain set to 1.5.    
 
When scanning in grayscale mode it is best practice to view images in the Prescan 
Window as monochrome.  To check this setting click on the “Option”  button.  A 
“Defaults”  window will open.  Click on the “Special”  Tab.  The box next to “Prescan 
Monochrome” should be checked.  If it is already checked, do nothing and close the 
Defaults  window.  If it is not checked, click inside that box.  Click on “OK”.   A small 
dialog box will appear asking if you want to perform an autoscan now.  Click on “No”. 
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B. Color photographs shall be scanned as color at 300 dpi (dots per inch).  Some 
documents produced on colored paper or with colored ink may also be scanned as color.   
 
In the Frame tab of the Dialog Window, select “36->24 Bit Colour”  in the Scan Type 
drop down menu.  

 
Another setting that may need to be changed is dpi, which should be set to 300 (lower 
right hand portion of Frame Tab).   
 

 
 
Do not change any of the other settings in the Frame Tab.  Filter  should stay set to 
“None”.  Setting should stay set to “Save” .  Image Type should stay set to “Standard” .  
Name should remain “untitled frame” .   The numerical values in the boxes labeled 
Or iginal, Output, Screen and MByte will vary according to the size of the document 
being scanned and should be left alone.  Scale% should always remain set to 100.0.  Q-
Factor  should always remain set to 1.5.    
 
When scanning in color mode it is best practice to view images in the Prescan Window as 
color, rather than monochrome.  To check this setting click on the “Option”  button.  A 
“Defaults”  window will open.  Click on the “Special”  Tab.  The box next to “Prescan 
Monochrome” should NOT be checked.  If it is not already checked, do nothing and 
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close the Defaults  window.  If it is checked, click inside that box in order to uncheck it.  
Click on “OK”.   A small dialog box will appear asking if you want to perform an 
autoscan now.  Click on “No”. 
 

 

 
 
 
C. Black and white print documents and line art that have high contrast (not yellowed, 
no stains) shall be scanned as bitonal (1 bit) at 600 dpi (dots per inch). 
 
In the Frame tab of the Dialog Window, select “1 Bit L ine Ar t”  in the Scan Type drop 
down menu. 
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Another setting that may need to be changed is dpi, which should be set to 600 (lower 
right hand portion of Frame Tab). 
 

 
 
Do not change any of the other settings in the Frame Tab.  Filter  should be appear to be a 
muted “None”.  Setting should stay set to “Save” .  Image Type should stay set to 
“Standard” .  Name should remain “untitled frame” .   The numerical values in the 
boxes labeled Or iginal, Output, Screen and MByte will vary according to the size of 
the document being scanned and should be left alone.  Scale% should always remain set 
to 100.0.  Q-Factor  should always remain set to 1.5. 
 
When scanning in grayscale mode it is best practice to view images in the Prescan 
Window as monochrome.  To check this setting click on the “Option”  button.  A 
“Defaults”  window will open.  Click on the “Special”  Tab.  The box next to “Prescan 
Monochrome” should be checked.  If it is already checked, do nothing and close the 
Defaults  window.  If it is not checked, click inside that box.  Click on “OK”.   A small 
dialog box will appear asking if you want to perform an autoscan now.  Click on “No”. 
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General Tab Settings 
 
Settings in the General Tab should always be set as follows for all photographic prints 
and all documents. 
 
Scan Mode should be set to “Normal File” .  Or iginal should be set to “ Reflective” .  
Pos/Neg should be set to “Positive” .  Frame-Set should be set to “Save” . 
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Densitometer  Tab Settings 
 
Settings in the Densitometer  Tab will automatically vary depending on individual scans.  
Never manually change the settings in the Densitometer Tab. 
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5. Once the Scan Type and dpi have been set, the item shall be pre-scanned.  Click on the 
“Prescan” button.  As the scanner pre-scans the photograph or document, it will appear in 
the Prescan Window.  As soon as the entire image of the original appears on screen, you 
may click on the “Cancel”  button to stop the pre-scanning process.  This is just a time saving 
measure, and is optional.  The scan will not be compromised. 

 

 
6. The image in the Prescan Window may appear sideways.  If this is the case, click on the 

“Prescan Rotation”  button to rotate the Prescan Window until the image appears right side 
up.  The Prescan Rotation button is located along the left-hand side of the Prescan Window. 
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7. After the image has been rotated to appear right side up in the Prescan Window, the 
perimeter of the area to be saved as a scanned image must be adjusted.  The area of the 
Prescan Window that will be saved as a scanned image is defined by the dotted lines that 
appear on screen as a rectangle shape.  Click on each dotted line of the rectangle and drag to 
the edges of the image to define the area to be scanned.  It should look something like this 
when done: 

 
 
8. After the area to be scanned has been defined, the black point and white point of the image 

shall be set. This is done in order to obtain optimum quality of the scanned image.  To do 
this, click on the “Histogram” button.   

 
(This step is done for grayscale and color scans, but not for those that are bitonal since 
bitonal scans are purely black and white with no gray values in between.) 

 

 
 
A “ Histogram Dialogue” window will appear.  Within the Histogram Dialogue Window 
you will see the histogram of the image with three triangles along the bottom edge.   
 
 
 



 22 

Example: 

  
 

To adjust the black point to optimum quality, click on the left-hand tr iangle and drag it 
over so that it is aligned under the left edge of the histogram.  
 
To adjust the white point to optimum quality, click on the r ight-hand tr iangle and drag it 
over so that it is aligned under the right edge of the histogram.   
 
The middle triangle needs no adjusting, as this is done automatically when the black point 
and white point is set.   
 
After the black point and white point have been set, click the “OK” button in the Histogram 
Dialogue window. 

 
As the black point and white point are optimized, you will notice that the image in the 
Prescan Window will reflect the settings, as shown in the following illustrations. 
 
 
Before black point and white point optimization.   
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After black point and white point optimization. 

   
 
9. Next, the image shall be scanned and saved.  Click on the “Scan Star t”  button in the Dialog 

Window. (Note: the Star t Scan button will display the words “Scan Gray” , “Scan RGB”, or 
“Scan BW”, depending on which scanning mode you are using, grayscale, color, or bitonal.) 

 
 
After clicking on the Star t Scan button, a “Save As”  window will appear.  
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Each image file must be assigned a unique name.  Names for images shall be assigned 
according to the File Naming Scheme developed for Worthington Memory  (For complete 
details see Appendix A).   
 

Note: File names of images identify the repository where the original resource is housed, 
as well as a sequential number and file extension.  It is vital that images are named 
consistently and accurately in order to achieve complete and predictable cataloging and 
retrieval of images that comprise Worthington Memory.   

 
Example of a single page document or photograph file name: whs0042.tif  - the 42nd item 
scanned for Worthington Historical Society. 

 
Example of a multiple page document file names: whs0233_001.tif, whs0233_002.tif, 
whs0233_003.tif, etc. – the 233rd item scanned for Worthington Historical Society, pages 
1-3. 

 
Determine the file name, type it into the “File Name” box in the Save As window and click 
“Save” .   
 
The scanning process will begin and the screen will look similar to the illustration below. 

 
When scanning is complete SilverFast will automatically reopen.  Remove the original 
document from the scanner platen.  Start the process again with the next document to be 
scanned.  
 

10. To quit SilverFast, click on the X in the upper right-hand corner of the Prescan Window.   
Close PhotoShop by clicking the X in the upper right-hand corner of the Photoshop window.  
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Step I I I : Recording information about image capture (scanning) 
 
Information about the scanning process shall be recorded in the digitization information section 
of the image production record. This information shall be recorded during the scanning process. 
Eight components to this section of the form are: 
 

1. Date of Scan 
2. Person Scanning 
3. Scanner Hardware 
4. Scanner Software 
5. Image File Name(s) 
6. Scanner Mode 
7. Scan Resolution 
8. File Size (1st image) 

 
 
Information shall be recorded for each component according to the following guidelines.  
Illustrative examples of each component of the form are included.   
 
1. Date of Scan – Enter the current date in the spaces provided, using the following format: four 

digit year, two digit month, two digit day (YYYY-MM-DD).   For example, March 22, 2000 
would be recorded as 2000-03-22. 

 
Date of Scan  

(YYYY-MM-DD) ________-____-____ 

 
 
 
2. Person Scanning – Enter the name of the person scanning the item in the space provided. 
 

Person Scanning  

 
 
 
3. Scanner Hardware – The scanner used for image capture will most likely be the Microtek 

ScanMaker 9600XL.  Enter a check mark in the space next to the name of the scanner.  If a 
different scanner is used, enter a check mark next to “Other”  and write the make and model 
number in the space provided. 

 
Scanner Hardware ___Microtek ScanMaker 9600XL 

___Other:_______________________________________ 

 
 
 
 
4. Scanner Software – The software used for image capture will most likely be SilverFast.  

Enter a check mark in the space next to the name of the software used.  The software used is 
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not listed, enter a check mark next to “Other”  and write the name and version of the software 
in the space provided. 

 
Scanner Software ___SilverFast Ai v5.x IT-8         ___Microtek ScanWizard Pro v3.06 

___Other:_______________________________________ 

 
 
 
5. Image File Name – If the item being scanned is a single page document or photograph enter a 

check mark in the space left of “Single Page Document/Photograph”.  Determine the name of 
the digital image file and enter it in the space to the right.   
 
If the item being scanned is a multiple page document enter a check mark in the space left of  
“Multiple Page Document” .  Determine the name of the digital image file for the first page of 
the document and enter it in the space next to “First Page”.  When the last page of the item 
has been scanned, enter the name of the digital image file for the last page in the space next 
to “Last Page”.    

 
Note: Each image file must be assigned a unique name.  Names for images shall be assigned 
according to the File Naming Scheme developed for Worthington Memory. (For complete 
details see Appendix A).   
 
File names of images identify the repository where the original resource is housed, as well as 
a sequential number and file extension.  It is vital that images are named consistently and 
accurately in order to achieve complete and predictable cataloging and retrieval of images 
that comprise Worthington Memory.   
 
Example of a single page document or photograph file name: whs0042.tif  - the 42nd item 
scanned for Worthington Historical Society 
 
Example of a multiple page document file names: whs0233_001.tif, whs0233_002.tif, 
whs0233_003.tif, etc. – the 233rd item scanned for Worthington Historical Society, pages 1-3. 

  
Image File Name(s) Include File Extension (Example: .tif) 

___Single Page Document/Photograph:________________________ 

___Multiple Page Document: 

     First Page:________________________   Last Page:________________________ 

 
 
 
6. Scanner Mode – Scanner mode refers to whether the item is scanned as color, grayscale or 

bitonal (black and white).  Enter a check mark in the blank space to the left of the appropriate 
setting for which you are scanning the document. 

 
Scanner Mode ___36>24 Bit Color  ___12>8  Bit Grayscale  ___1 Bit Bitonal 
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7. Scan Resolution – Enter a check mark next to the resolution at which the image is being 
scanned.  Generally, this will be 300 dpi for grayscale or color; 600 dpi for bitonal.  If 
scanning at a different resolution, enter a check mark next to “Other”  and write in the number 
of dpi in the space provided. 

 
Scan Resolution ___300 dpi  ___600 dpi  ___Other:_____dpi 

 
 
 
8. File Size – Enter the file size of the image(s) scanned for the item in the space provided.  

Round to the nearest one hundredth. Signify if the file size is being recorded in Megabytes 
(MB) or Kilobytes (KB) by checking the appropriate box.  If the item was captured with a 
single image, enter the file size next to “Single Image”.  If multiple images were required to 
scan the item, enter the total file size of all the images next to “Multiple Images Total” .   

 
File Size  Single Image_______  ___KB ___MB     Multiple Images Total_______  ___KB ___MB 
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Step IV: OCR 
 
High contrast print documents with crisp font are good candidates for OCR (optical character 
recognition).  OCR should be performed at the time of image capture in order to reduce handling.   
 
To OCR a document: 
 
1. Open Omni Page Unlimited OCR software by double clicking on the Omni Page Unlimited 

icon from the desktop. 

 
2. Place document on scanner platen (left hand side).  Click on the Acquire Images button. 
 

  
 
3. A Load Scanner dialog box will appear.  Select appropriate size (letter or legal). Click on 

"Scan". 
 
4. After the page is scanned click on the Rotate Image button until the image appears right side 

up in the preview window. 
 

 
 
5.  Drag the edges of the text zone indicator to form a box around the text in the preview 

window. 
 
6. Click on the OCR button. 
 

 
 
7. A small dialog box will appear.  Click on "Stop Scanning". 
 
8. Click on the Save button. 
 

 
 
9. A Save As dialog box will appear.  In the Directories window select the destination folder 

where you would like to save the text file. In the file name box type in the file name that you 
would like to save the file as.  Click "OK". 

 
  

Oplimit.lnk
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Step V: Transcr iption 
 
Print and manuscript documents are transcribed into machine-readable format for inclusion in 
Worthington Memory.  Manual transcription procedures include: 
  
1. Signing in 
2. Retrieving print copy of document to transcribe 
3. Logging onto computer 
4. Loading the floppy disk into computer and opening the text file  
5. Transcribing the document 
6. Saving the transcribed document 
7. Closing the text file 
8. Removing the floppy disk 
9. Logging computer off 
10. Signing out 
 
1. Signing in 
Every volunteer is assigned a notebook.  When you come in to work for the day, retrieve your 
notebook from the Worthington Room.  On the tracking sheet in your notebook, enter the date in 
the column marked “Today’s Date” .   Enter the time you arrive to work in the column marked 
“Start Time”.  
 
2. Retrieving print copy of  document to transcribe and floppy disk  
A print copy of the document to be transcribed is located inside the notebook.  A floppy disk is 
located inside the pocket in the front of the notebook.  The document number is written at the top 
of the first page.  Enter the document number in the column marked “Document Number” .   
 
3. Logging onto computer 
Use the computer located at the counter around the corner from the Worthington Room.  Log on 
to the computer by pressing the Ctr l, Alt, Delete keys on the keyboard.  In the log on dialog 
window enter wmp as the user name.  Enter your assigned password.  Select OWLB36-A as the 
domain name.  Click on the OK button.  The computer will log on. 
 
4. Loading the floppy disk into computer and opening the text file 
Take the floppy disk out of the front pocket of the notebook and insert it into the floppy drive on 
the computer.  Double click on the “My Computer”  icon.  Double click on the “3½ Floppy (A:)”  
icon.  You should see one text file name that matches the name of the document in your 
notebook.  Open the text file by double clicking on it.  
 
5. Transcribing the document 
Begin transcribing the document.  Do not use any special formatting capabilities, (e.g. centering, 
tabs, bold, italic, etc.)  Simply transcribe the document word for word.  Include any misspellings 
that appear in the original document.  Do not correct grammatical errors that appear in the 
original document.   
 
6. Saving the transcribed document 
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Save your document early and often. As a rule of thumb it is a good idea to save every 10-15 
minutes.  To save, click on File > Save in the toolbar. 
 
7. Closing the text file 
When you are finished transcribing for the day, save the document one last time before closing it.  
Close the text file by clicking File > Exit in the toolbar.  Record the page number where you 
stopped transcribing in the column marked “Page #”  on the transcription tracking sheet in your 
notebook. 
 
8. Removing the floppy disk 
It is very important that the text file has been saved and closed before removing the floppy disk 
from the floppy drive.  Remove the floppy disk from the computer by pushing the button right 
next to the floppy drive.  Place the floppy disk in the pocket in front cover of your notebook.    
 
9. Logging computer off 
Log the computer off by pressing the Ctr l, Alt, Delete keys on the keyboard.  Click on Log Off.  
Click on OK.  
 
10. Signing out 
Enter the time you leave in the column marked “End Time” on the tracking sheet in your 
notebook.  Return your notebook to the Worthington Room. 
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 Step VI : Recording information about transcr iption  
 
Fill out the Transcription Production Information section of the item’s images production record 
after a document has been transcribed. 
 
1. Enter a check mark next to “yes”  if a transcription was produced. 
 

Transcribed ___Yes  ___No 

 
2. Enter the date that the transcription was completed in the date created section.  Format the date 
as shown (e.g. 2002-01-25 = January 25, 2002). 
 

Date Created  
(YYYY-MM-DD) ________-____-____ 

 
3. Enter your name in the space provided for person creating text. 
 

Person Creating 

Text 

 

 
4. If the document was transcribed by manual keyboard entry, enter a check mark next to 
“manual transcription” .   Enter the file size of the text file in the space provided.  Round to the 
nearest one hundredth. Signify if the file size is being recorded in bytes or Kilobytes (KB) by 
checking the appropriate box.  Enter the file name in the space provided, including its file 
extension (.txt for text files). 
 

Transcription Mode ___Manual Transcription 

___OCR  -  Software: ___Omnipage Limited Edition        

___Other:____________________________ 

File Size _______  ____bytes  ____KB         File Name _____________________ 
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Step VI I : OCR ver ification 
 
These guidelines outline procedures for OCR verification of documents digitized for inclusion in 
Worthington Memory. Transcription of printed documents can be aided with an automated 
process called OCR (optical character recognition).   During OCR, printed text is scanned and 
the computer attempts to produce a digital text file that matches the original printed text word for 
word.  OCR is not always free of errors.  Depending on the print quality of the original, the error 
rate in OCR text may vary from no errors to complete OCR failure.     
  

1. Signing in 
2. Retrieving print copy of  document to transcribe 
3. Logging onto computer 
4. Loading floppy disk into computer and opening the text file 
5. Transcribing the document 
6. Saving the transcribed document 
7. Closing a text file 
8. Removing the floppy disk 
9. Logging computer off 
10. Signing out 

 
 
1. Signing in 

Every volunteer is assigned a notebook.  When you come in to work for the day, retrieve your 
notebook from the Worthington Room.  On the tracking sheet in your notebook, enter the date in 
the column marked “Today’s Date” .   Enter the time you arrive to work in the column marked 
“Start Time”.  
 
2. Retrieving print copy of  document to transcribe and floppy disk  

A print copy of the document to be transcribed is located inside the notebook.  A floppy disk is 
located inside the pocket in the front of the notebook.  The document number is written at the top 
of the first page.  Enter the document number in the column marked “Document Number” .   
 
3. Logging onto computer 

Use the computer located at the counter around the corner from the Worthington Room.  Log on 
to the computer by pressing the Ctr l, Alt, Delete keys on the keyboard.  In the log on dialog 
window enter wmp as the user name.  Enter your assigned password.  Select OWLB36-A as the 
domain name.  Click on the OK button.  The computer will log on. 
 
4. Loading the floppy disk into computer and opening the text file 

Take the floppy disk out of the front pocket of the notebook and insert it into the floppy drive on 
the computer.  Double click on the “My Computer”  icon.  Double click on the “3½ Floppy (A:)”  
icon. You should see one folder name that matches the name of the document in your notebook.  
Open the folder by double clicking on it.  The folder will contain one text file for every page of 
the document in your notebook.  Each text file has been numbered to correspond with the pages 
of the document in your notebook.  For example, text file “001.txt”  corresponds with the first 
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page (001) of the document, text file “002.txt”  corresponds with the first page (002) of the 
document, etc.  To open a text file, double click on its icon.  
 
5. Transcribing the document  

The goal is to verify that the OCR text matches the printed copy of the document you are 
working on.  Compare the OCR text with the original text.  Make necessary edits to the OCR text 
in order to make it match the original text.  Do not use any special formatting capabilities, (e.g. 
centering, tabs, bold, italic, etc.)  Simply verify that the text file matches the original document 
word for word.  Include any misspellings that appear in the original.  Do not correct grammatical 
errors from the original document.   
 
6. Saving the transcribed document 

Save your document early and often.  As a rule of thumb it is a good idea to save every few 
minutes.  To save, click on File > Save in the toolbar. 
 
7. Closing a text file 

When you are finished verifying a page, save the text file one last time before closing it.  Close 
the document by clicking File > Exit in the toolbar.  Open the text file for the next page of the 
document (see step, 4).  When you are finished transcribing for the day, record the page number 
where you stopped transcribing in the column marked “Page #”  on the transcription tracking 
sheet in your notebook. 
 
8. Removing the floppy disk 

It is very important that the text file has been saved and closed before removing the floppy disk 
from the floppy drive.  Remove the floppy disk from the computer by pushing the button right 
next to the floppy drive.  Place the floppy disk in the pocket in front cover of your notebook.    
 
9. Logging computer off 

Log the computer off by pressing the Ctr l, Alt, Delete keys on the keyboard.  Click on Log Off.  
Click on OK.  
 
10. Signing out 

Enter the time you leave in the column marked “End Time” on the tracking sheet in your 
notebook.  Return your notebook to the Worthington Room. 
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Step VI I I : Recording information about OCR ver ification 
 
Fill out the Transcription Production Information section of the item’s images production record 
after OCR verification for a document has been completed.   (A portion of this section has been 
completed by the person who scanned the document.) 
 
1. Enter your name in the space provided for person creating text.   
 

Person Creating 

Text 

 

 
2. Enter the file size of the final text file in the space provided.  Round to the nearest one 
hundredth. Signify if the file size is being recorded in bytes or Kilobytes (KB) by checking the 
appropriate box.  Enter the file name in the space provided, including its file extension (.txt for 
text files). 
 

Transcription Mode ___Manual Transcription 

___OCR  -  Software: ___Omnipage Limited Edition        

___Other:____________________________ 

File Size _______  ____bytes  ____KB         File Name _____________________ 
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Step IX:  Creation of Dublin Core Records 
 
These guidelines are intended to help users create descriptive records for digitized local history 
materials included in Worthington Memory.  This section of Worthington Memory Digital 
Imaging Workflow serves to promote best practices for describing resources using the Dublin 
Core Metadata Element Set.  It is vital that metadata creation is consistent and accurate in order 
to achieve complete and predictable retrieval of images, text, and audio files that comprise 
Worthington Memory.  Information recorded on each item’s image production record is used to 
create the item’s Dublin Core record. 
 
 
Implementation of Qualified Dublin Core for Worthington Memory follows the Dublin Core 
Metadata Element Set, Version 1.1 developed by the Dublin Core Metadata Initiative 
(http://dublincore.org).  Dublin Core Elements are designated in the Worthington Memory Input 
Form by bold red font.  All elements are optional and repeatable.  Two classes of qualifiers for 
Dublin Core are element refinement and encoding scheme.  The element refinement qualifier is 
intended to make the meaning of an element narrower or more specific.  The encoding scheme 
qualifier identifies the schemes that aid in the interpretation of an element value. These schemes 
include controlled vocabularies and formal notations or parsing rules.  
 
 
1. A. Title  
The title element should be used only for digitized materials that have a formal title in their 
original format.  This element will not typically be used for certain types of unpublished 
materials, such as items from photograph collections, correspondence, etc.    
 
If a title has been recorded on the image production record,  
 

Title                                                                                                                                     ___None 

 
enter it into the Title field in the Worthington Memory Dublin Core Input Form. 
 

Title:  
 
If no title was recorded, leave the field blank. 
 
 
1.B. Element Refinement Title - Alternative Title 
Alternative is a qualifier that refines Title.  It may consist of any form of the title used as a 
substitute or alternative to the formal title of the resource and may include title abbreviations 
and/or translations. 

 
If an alternative title has been recorded on the image production record,  
 

Alternative Title                                                                                                                                     ___None 
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enter it into the Alternative Title field in the Worthington Memory Dublin Core Input Form. 
 

Alternative Title:  
 
If no alternative title was recorded, leave the field blank. 
 
 
2. Creator 
Use the creator element to designate the entity primarily responsible for making the content of 
the original resource. Examples of a creator include a person or an organization, which served as 
the author(s), photographer(s), artist(s), craft-person(s), etc. that created the original resource.   

 
If an author, creator or photographer has been recorded on the image production record, 
 

Author/Creator/ 
Photographer 

                                                                                                                             ___Unknown 

 
enter it into the Creator field in the Worthington Memory Dublin Core Input Form.  Personal 
names shall be inverted (e.g. Doe, Jane A.). 
 

Creator :  
 
If no author, creator or photographer was recorded, leave the field blank. 

 
 

3. Subject  
The subject element consists of the topic of the content of the resource.  The Worthington 
Memory subject element is repeatable up to three instances.   The Dublin Core Metadata Element 
Set, Version 1.1: Reference Description indicates that subjects may be expressed as keywords, 
keyword phrases, or controlled vocabulary that describe the topic of the resource.  
Recommended best practice is to select a value from a controlled vocabulary or formal 
classification scheme.  Subjects may be selected from the Worthington Memory LCSH list or the 
Worthington Memory Name Authority List when appropriate.  If these lists do not contain 
appropriate subject headings for the item, use the Library of Congress Subject Headings to select 
appropriate subjects.  Selection of controlled vocabulary is to be performed by librarians.   
 
Encoding Schemes for Subject Element 

The controlled vocabulary used for digital objects in Worthington Memory is Library of 
Congress Subject Headings. 

 
Enter up to five subject headings assigned by a staff librarian into the Subject fields in the 
Worthington Memory Dublin Core Input Form.  Select LCSH from the drop down menu 
provided. 
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Subject 1: - 
LCSH

 

Subject 2: -  

Subject 3: -  

Subject 4: -  

Subject 5: -  
 
 
4.A. General Theme 
The “General Theme” in the Worthington Memory Input Form has been incorporated in order to 
assign a broad category to each digital object.  These general themes offer an alternative to 
subject and keyword searches, allowing users to browse Worthington Memory by broad subject 
category.  The General Theme field is not a component of Dublin Core, and is used strictly as an 
internal function of the Worthington Memory online scrapbook. 

 
Every digital object in Worthington Memory shall be assigned at least one general theme.  When 
it is appropriate to assign more than one general theme to an item, separate terms with a 
semicolon.  General themes are to be selected by librarians from the following list: 

 
Worthington Citizenship   Pioneer ing Spir it - Worthington’s People 
Civil Liberties     African Americans  
Community Service    Modern Pioneers  
Fraternalism     Native Americans 
Local Government    Religion in Worthington 
Military Service    Worthington Founders 
Politics in Worthington   Worthington Women 
Public Service      

  
 

Worthington’s Economy   Worthington’s Culture 
Agriculture and Horticulture                          Arts 
Business, Commerce and Labor  Architecture   
Science and Technology   Community Celebrations 
Transportation                                      Domestic Life 

                   Education  
                  Literary Worthington  

Recreation and Leisure    
Worthington’s Environment 
Geography 
Natural Disasters 
Urban Development 
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Enter the browsing categories assigned by a staff librarian into the General Theme field in the 
Worthington Memory Dublin Core Input Form, separated by a semicolon and a space, (e.g. 
Worthington Founders; Arts). 
 

General Theme:  
 
4.B. Browse Date 
The “Browse Date”  in the Worthington Memory Input Form has been incorporated in order to 
assign a decade to each digital object.  The browse date offers an alternative to subject and 
keyword searches, allowing users to browse Worthington Memory by decade.  The Browse Date 
field is not a component of Dublin Core, and is used strictly as an internal function of the 
Worthington Memory online scrapbook. Every digital object in Worthington Memory shall be 
assigned one browse date.   

 
The browse date is determined by the date recorded under Original Source Information on the 
item’s image production record. 

 
Date Publication/Creation:  

Exact Date_____________________           circa___________               ___Unknown 

Date Range of Content: From_______________  To________________ 

 
Select a browse date from the drop down list provided.   

 

Browse Date: 
1830s

  
 

Browse Date examples: 
w  the date is recorded as an Exact Date, July 4, 1953 – select 1950s as the Browse Date 
w  the date is recorded as an estimate, circa 1812 – select 1810s as the Browse Date 
w  the date is recorded as an estimate covering a period of years, circa 1900-1920  – 

select 1900s as the Browse Date. 
 
 
5.A. Description 
Description may include but is not limited to an abstract, table of contents or a free-text account 
of the content of the original resource.  Descriptive information may be derived from the original 
resource if it does not contain a formal abstract or table of contents.  Descriptions of items from 
the Worthington Historical Society may be transferred from the description field of the item’s 
PastPerfect record.  

 
Enter a brief description of the item in the Description field in the Worthington Memory Dublin 
Core Input Form.  This is intended to give a short description of the content of the item to be 
displayed in the result list of searches performed in the Worthington Memory online scrapbook. 
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Descr iption:  
 Description examples: 

w  Record Book 
w  Griswold Inn 
w  Main Street (High Street) 
 

5.B. Element Refinement Description - Table of Contents  
Table of Contents is a qualifier that refines Description.  When the original resource includes a 
table of contents enter it into the Table of Contents data field.  The table of contents should be 
recorded verbatim from the original source.   

 

Table of Contents:  
 

Table of Contents example: 
w  “Contents in the Order of their Registry 1. Names of Communicants 2. Baptisms - 

Infant and Adult 3. Confirmations 4. Marriages 5. Funerals 6. Episcopal Visitations 7. 
Copy of Sentence of Consecration 8. Notes and Memoranda 9. Collections for 
Diocesan Missions”  

 
 
5.C. Element Refinement Description - Abstract 
Abstract is a qualifier that refines Description. Enter a description that provides information 
about the original source in the Abstract field in the Worthington Memory Dublin Core Input 
Form.  This is intended to give a more detailed description of the item and is displayed in the 
expanded record for items in Worthington Memory. 

 

Abstract:  
 
 Abstract example: 

w  “Old Episcopal Rectory when located on Worthington's Village Green, adjacent to St. 
John's Episcopal Church of Worthington. The Rectory was built in 1845 and has been 
moved twice. The first move was to 799 Hartford Street in 1924. The building was 
sold to the Worthington Historical Society in 1978 and moved to its present location at 
50 W. New England Ave. It houses the Worthington Historical Society offices, Doll 
Museum and Gift Shop.”  
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6. Publisher 
The publisher element identifies the entity responsible for making the resource available in its 
present form (i.e. digital resource). Enter the publisher in the Worthington Memory Dublin Core 
Input Form in the field provided.  

 

Publisher :  
 

For the purposes of Worthington Memory, the publisher will be very consistent.   
Publisher examples:  
w  for items captured digitally, processed, and cataloged at the Old Worthington Library, 

the publisher will be noted as “Worthington Libraries” .   
w  for items captured digitally at the Worthington Historical Society, then processed and 

cataloged at the Old Worthington Library, publisher will be noted as the “Worthington 
Historical Society and Worthington Libraries” . 

 
 
7.A.  Contributor 
The contributor element identifies the entity responsible for making contributions to the content 
of the resource.  Examples of a contributor include a person or an organization that provides the 
original resource for digitization and inclusion in Worthington Memory.   

 
The contributor is identified under Name of Repository in the Location section of the item’s 
image production record.  
 

Location Name of Repository: 

___Worthington Historical Society         ___Worthington Libraries  

___Other:______________________________________________ 

Accession Number:_______________________________________ 

Name of Collection:______________________________________ 

Box Title/Number: _____________________ Folder Title/Number: ______________________ 

 
Enter the name of the contributor in the Worthington Memory Dublin Core Input Form in the 
field provided.  
 

Contr ibutor :  
 

 
 
7.B. Contributor URL 
Contributor URL is a local extension to Dublin Core for Worthington Memory, which allows 
retrieved items to be hyperlinked to contributor web sites when available.  Contributor URLs 
will be updated on the Worthington Memory Dublin Core Input Form and Dublin Core 
Cataloging Guidelines as new participants join the project.  Check the Dublin Core Cataloging 
Guidelines to see if the contributor for the item you are entering has a URL.  Select the 
Contributor URL from the drop down list provided.   
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A default setting is the URL for the list of project participants in Worthington Memory 
(http://www.worthingtonmemory.org/Participants.cfm).   If the contributor for the item you are 
cataloging does not have a URL, leave the Contributor URL at the default setting.   
 
Contributor URLs to date are: 
http://www.worthingtonmemory.org/Participants.cfm - Default Participant List 
http://www.bethtikvahcolumbus.org - Congregation Beth Tikvah 
http://www.worthington.k12.oh.us/schools/bluffs/index.html - Bluffsview Elementary School  
http://www.worthington.org/City - City of Worthington 
http://www.worthington.k12.oh.us/schools/evenst/index.htm - Evening Street Elementary School 
http://www.worthington.k12.oh.us/schools/granby/General/general.html - Granby Elementary   

 School 
http://www.ohglmuseum.com - Grand Lodge of Ohio Masonic Museum 
http://www.worthington.k12.oh.us/schools/kms/index.htm - Kilbourne Middle School 
http://www.linworthumc.org - Linworth United Methodist Church 
http://www.worthington.k12.oh.us/schools/perry/index.html - Perry Middle School  
http://fm2.forministry.com/church/Church.asp?SiteId=43085SJEC - St. John's Episcopal Church 

 of Worthington 
http://www.worthington.k12.oh.us/schools/thomas/html/home.html - Thomas Worthington High 

 School 
http://www.worthington.k12.oh.us/schools/wilson/index.html - Wilson Hill Elementary School 
http://www.worthington.org/History/js2.htm - Worthington Historical Society 
http://www.worthington.k12.oh.us/schools/estates/index.htm - Worthington Estates School 
http://www.worthingtonlibraries.org - Worthington Libraries 
http://www.worthingtonpres.com - Worthington Presbyterian Church 
http://www.worthington.k12.oh.us - Worthington Schools 
  

Contributor URL:  
http://w w w .w orthingtonmemory.org/Participants.cfm

 
(default URL shown) 

 
 
8. Date 
The date element is associated with the creation or availability of the digital resource.  (Not to be 
confused with the qualified element Coverage.Temporal, which addresses temporal period of the 
content of the original resource and the qualified element Source.Date, which addresses the 
creation of the original resource.)   

 
Element Refinement Date – Created 

Created is a qualifier that refines Date.  Record the date of the creation of the digital 
resource, (e.g. archival TIFF). 

 
Encoding Scheme for Date Element 

Recommended best practice for encoding the date value is to conform to ISO 8601 
(W3CDTF) and follow the YYYY-MM-DD format, (http://www.w3.org/TR/NOTE-
datetime). 
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The date that the image was created has been recorded under Date of Scan in the Digitization 
Information section of the image production record. 
 

Date of Scan  
(YYYY-MM-DD) ________-____-____ 

 
Enter the date of scan into the Date Created field in the Worthington Memory Dublin Core Input 
Form, conforming to the W3CTDF format (YYYY-MM-DD). Select W3CTDF from the drop 
down menu provided. 
Attention! I t is vital that the date be entered in this format.  The database has been created 
to read dates in this format only.  Enter ing dates in any other  format will render that 
record inoperable.   
 

Date Created: - 
W3CDTF

  
 

Element Refinement Date – Issued 
Issued is a qualifier that refines Date, typically not used for items in Worthington 
Memory. 
 

Element Refinement Date – Modified 
Modified is a qualifier that refines Date, typically not used for items in Worthington 
Memory. 

 
 
9. Type 
The type element identifies the nature or genre of the content of the resource. Type includes 
terms describing general categories, functions, genres, or aggregation levels for content.  (To 
describe the physical or digital manifestation of the resource, use the Format element.) 
Recommended best practice is to select a value from a controlled vocabulary (for example, the 
list of DCMI Types).  DCMI Types that may be used include: 
 
w  Image - An image is a primarily symbolic visual representation other than text. For example - 

images and photographs of physical objects, paintings, prints, drawings, other images and 
graphics, animations and moving pictures, film, diagrams, maps, musical notation. Note that 
image may include both electronic and physical representations. 

w  Text - A text is a resource of which the content is primarily words for reading. For example - 
books, letters, dissertations, poems, newspapers, articles, archives of mailing lists. Note that 
facsimiles or images of texts are still of the genre text. 

w  Sound - A sound is a resource whose content is primarily intended to be rendered as audio. 
For example, a music playback file format, an audio compact disc, and recorded speech or 
sounds. 

w  Interactive Resource - An interactive resource is a resource which requires interaction from 
the user to be understood, executed, or experienced. For example - multimedia learning 
objects, chat services, virtual reality. 
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Encoding Scheme for Type Element 
The DCMI Type Vocabulary provides a general, cross-domain list of approved terms that 
may be used as values for the Resource Type element to identify the genre of a resource, 
(http://dublincore.org/documents/dcmi-type-vocabulary). 

 
Enter the type for the resource into the Type field in the Worthington Memory Dublin Core Input 
Form.  For those resources that consist of more than one type, separate the types with a 
semicolon and one space. Select DCMIType from the drop down menu provided. 
 
 

Type: - 
DCMIType

  
 

Type examples: 
w  for a digital image of a photograph, map or visual art work the type is “ image” 
w  for a digital image of a book, print document or manuscript material the type is “ text”  

 
 
10.A. Format 
Use the format element to describe the physical or digital manifestation of the resource.  
Typically, format may include the media-type or dimensions of the resource.  Format may be 
used to determine the software, hardware or other equipment needed to display or operate the 
resource. Examples of dimensions include size and duration.   
 
The format of the resource is recorded under the Format section of the image production record.  
 

Format: 

___Photographic 
image 

 
___B&W Print  ___Color Print  ___Albumen Print  ___Tin Type ___Ambrotype  ___Daguerreotype  
___B&W Transparency  ___Color Transparency  ___Other:__________________________  

___Map  

___Document ___Manuscript  ___Print 

___Other  

 
Using information provided on the image production record, select a format to enter into the 
Dublin Core record from the following list: 

w  art 
w  book 
w  bound manuscript 
w  computer file 
w  engraving 
w  historic object/artifact 
w  manuscript document 
w  map 
w  photograph 
w   postcard 
w  print document 
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Enter the format of the item into the Format field in the Worthington Memory Dublin Core Input 
Form.  
 

Format: -   
 

 
10.B. Element Refinement Format – Extent 
Extent is a qualifier that refines Format.  Extent denotes the size or duration of the digital 
resource.  This may include, but is not limited to file size, pixel dimensions, resolution, 
compression algorithm, and duration (sound files).  

 
Information for Format.Extent may be gleaned from the item’s image production record 
(Digitization Information, Transcription Production Information and Derivative Production 
Information). 

Digitization Information 
Date of Scan  

(YYYY-MM-DD) ________-____-____ 
Person Scanning  

Scanner Hardware ___Microtek ScanMaker 9600XL 
___Other:_______________________________________ 

Scanner Software ___SilverFast Ai v5.x IT-8         ___Microtek ScanWizard Pro v3.06 

___Other:_______________________________________ 

Image File Name(s) Include File Extension (Example: .tif) 

___Single Page Document/Photograph:________________________ 

___Multiple Page Document: 

     First Page:________________________          Last Page:________________________ 

Scanner Mode ___36>24 Bit Color  ___12>8  Bit Grayscale  ___1 Bit Bitonal 

Scan Resolution ___300 dpi  ___600 dpi  ___Other:_____dpi 

File Size  Single Image_______  ___KB ___MB     Multiple Images Total_______  ___KB ___MB 

Transcription Production Information 
Transcribed ___Yes  ___No 
Date Created  

(YYYY-MM-DD) ________-____-____ 
Person Creating Text  

Transcription Mode ___Manual Transcription 

___OCR  -  Software: ___Omnipage Limited Edition        ___Other:____________________________ 

File Size _______  ____bytes  ____KB         File Name _____________________ 

Derivative Production Information 
Date Created  

(YYYY-MM-DD) ________-____-____ 
Person Creating 
Derivatives 

 

Thumbnail (a)  

Format: ___JPG  ___GIF      Cropped: ___Yes  ___No              File Size _______  ___KB ___MB  

File Name Include File Extension (Example: .jpg):__________________ 

Full Frame (b)  

Format: ___JPG  ___GIF   Cropped: ___Yes  ___No   Pixel Width: ___600 | ___500 | ___400 | ___300 | ___200 

Total File Size _______  ___KB ___MB 
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File Name Include File Extension (Example: .jpg) ___Single Image Item:__________________ 

___Multiple Image Item:   First Image:______________________   Last Image:______________________ 

Corrected TIFF (c) 

optional 

 

____Convert to Grayscale     ____Splice Oversize Document     ____Auto Levels (color) 

Total File Size _______  ___KB ___MB 

File Name Include File Extension (Example: .tif) ___Single Image Item:__________________ 

___Multiple Image Item:  First Image:______________________   Last Image:______________________ 

 
The following specifications for each item shall be recorded: 

w  archival TIFF – the number of images that constitute the item, file size, image 
resolution, bit depth 

w  full frame image – the number of images that constitute the item, file size, image 
resolution, bit depth, pixel dimensions 

w  thumbnail image – the number of images that constitute the item, file size, image 
resolution, bit depth, pixel dimensions 

If the item has an associated text file the following specifications shall be recorded:   
w  text transcription - the number of text files that accompany the image, text file size 

 
In order to maintain consistency and accuracy in Dublin Core records for items in Worthington 
Memory, copy the appropriate Format.Extent standard template from Appendix B and paste it 
into the Format Extent field in the Worthington Memory Dublin Core Input Form.   
 

Format Extent:  
 
Choose from: 

w  single page 1 bit (bitonal) 
w  multiple page 1 bit (bitonal) 
w  single page 8 bit (grayscale) 
w  multiple page 8 bit (grayscale) 
w  single page 24 bit (color) 
w  multiple page 24 bit (color) 
 

For those items that include corrected TIFFs copy also: 
w  corrected TIFF (grayscale) 
or 
w  corrected TIFF (color) 
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For those items that include text files copy also: 
w  text transcription 

 
From the item’s image production record, enter numeric values for:  

w  if multiple page document, the number of files (archival TIFF, full frame JPEG or GIF) 
w  total file size (archival TIFF, full frame JPEG or GIF, thumbnail JPEG or GIF, text 

transcription if appropriate, corrected TIFF if appropriate)  
w  resolution (archival TIFF and corrected TIFF if appropriate) 
w  pixel dimensions (full frame JPEG or GIF) 

Format Extent examples: 
w  Single page grayscale image without text –  

“archival TIFF - 1 image file,  74.1 MB, 300 dpi, 8 bit grayscale; full frame JPEG 
derivative - 1 image file, 67 KB, 72 dpi, 8 bit grayscale, image width 600 pixels 
height scaled proportionally; thumbnail JPEG derivative - 1 image file, 8.16 KB, 
72 dpi, 8 bit grayscale, image width 100 pixels height scaled proportionally”  

w  Multiple page color with text transcription – 
“archival TIFF - 3 image files, total item file size 63.4 MB, 300 dpi, 24 bit color; 
full frame JPEG derivative - 3 image files, total item file size 356 KB, 72 dpi, 24 
bit color, image width 600 pixels height scaled proportionally; thumbnail JPEG 
derivative - 1 image file, 2.68 KB, 72 dpi, 24 bit color, image width 100 pixels 
height scaled proportionally; transcription - 1 text file, 1.47 KB”  

w  Corrected TIFF (oversize image spliced together) -  
archival TIFF - 2 image files, total item file size 31.6 MB, 300 dpi, 8 bit 
grayscale; full frame JPEG derivative - 1 image file, 84.1 MB, 72 dpi, 8 bit 
grayscale, image width 600 pixels height scaled proportionally; thumbnail JPEG 
derivative - 1 image file, 3.33 KB, 72 dpi, 8 bit grayscale, image width 100 pixels 
height scaled proportionally; corrected TIFF - 1 image file, 26.2 MB, 300 dpi, 8 
bit grayscale 

 
 
10.C. Element Refinement Format – Medium 
Medium is a qualifier that refines Format.  Medium identifies the material or physical carrier of 
the resource. Recommended best practice is to select a value from a controlled vocabulary (for 
example, the list of Internet Media Types defining computer media formats).  

 
Encoding Scheme for Format Element 
 When possible select a value from the Internet media type of the resource, 

(http://www.isi.edu/in-notes/iana/assignments/media-types/media-types). 
 

In order to maintain consistency and accuracy in Dublin Core records for items in Worthington 
Memory, copy the appropriate Format.Medium standard template from Appendix B and paste it 
into the Format Medium field in the Worthington Memory Dublin Core Input Form.  Select IMT 
from the drop down menu provided. 

 

Format Medium: - 
IMT
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Choose from: 
w  image only 
w  image and text 

 
Format.Medium examples:  
w  image only - 

“archival - image/tiff; full frame derivative - image/jpeg; thumbnail derivative - 
image/jpeg”  

w  image and text - 
“archival - image/tiff; full frame derivative - image/jpeg; thumbnail derivative - 
image/jpeg; transcription - text/plain”  

 
 
 

11.A. Identifier 
The identifier is a string or number used to uniquely identify the resource.  For a web page this 
may be URI or URL.  Local identifiers may be used, for example, internal numbering or file 
naming schemes.  Worthington Memory implements an internal file naming scheme.  All file 
names must adhere to the File Naming Scheme for the Worthington Memory (Appendix A). The 
primary identifier must be an archival image or audio file.  An archival image is a master TIFF 
image that has not been corrected or altered.  Identifier is refined with local qualifiers for 
derivative files. 

 
The primary identifier (archival TIFF) for each item is recorded on the item’s image production 
record under Image File Name(s) in the Digitization Information section.  The primary identifier 
for multiple page items is the file name for the image of the first page. 
 

Image File Name(s) Include File Extension (Example: .tif) 

___Single Page Document/Photograph:________________________ 

___Multiple Page Document: 

     First Page:________________________   Last Page:________________________ 

 
Enter the file name of the archival TIFF, including the file extension  (e.g. .tif) in the Archival 
Image field in the Worthington Memory Dublin Core Input Form.  
 

Archival Image: - (*.tif file)  
 
 
 

11.B. Element Refinement Identifier – Thumbnail Image 
The thumbnail image is a derivative jpeg image of the archival tiff, which is served up on the 
web for resource discovery.  The file name for the thumbnail image is derived by adding the 
letter “a”  to the end of the image file name, (see Appendix A).  Include the proper file extension.   

 
Enter the file name of the thumbnail image, including the file extension  (e.g. .jpg) in the 
Thumbnail Image field in the Worthington Memory Dublin Core Input Form. 
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Thumbnail Image: - (*a.jpg file)  
 
 
 
11.C. Element Refinement Identifier – Full Frame Web Image 
The full frame web image is the derivative jpeg image of the archival tiff, which is served up on 
the web for public access. File names for full frame images are derived by adding the letter “b”  
to the end of the image file name, (see Appendix A).  Include the proper file extension.   

 
The field in which the full frame image file name will be entered is determined by whether the 
item is a multiple page document or a single page document.   
 
When the resource is a single page document, enter the file name in the Full Frame Web Image 
field in the Worthington Memory Dublin Core Input Form.   

Full Frame Web Image: - (*b.jpg file)  
When the resource is a multiple page document, enter the file names of all full frame images 
that constitute the item in the Book/Document field in the Worthington Memory Dublin Core 
Input Form.  Separate all file names with a semicolon and NO spaces (e.g. 
“whs0001_001b.jpg;whs0001_002b.jpg;whs0001_003b.jpg” ).  Click on the check box next to 
“Multiple Pages” .   

 

Book/Document:  Multiple Pages:   
 (checked = yes, unchecked = no)  

 
 
11.D. Element Refinement – Text File (optional) 
All transcriptions for Worthington Memory are produced as plain (ASCII) text files.  The file 
name for the text file is derived based on the archival TIFF file name (see Appendix A).  Include 
the proper file extension (e.g. .txt).   
 
Enter the file name of the item’s text file in the Text File field in the Worthington Memory 
Dublin Core Input Form. 
 

Text File: - (*.txt file)  
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12.A. Source 
The source element is a reference to the original resource from which the digital resource is 
derived.  Recommended best practice is to reference the resource by means of a string or number 
conforming to a formal identification system, for example the accession number or item ID of 
the original resource if available.  The item’s measurements are recorded in this field as well. 

 
Encoding Scheme for Source Element  

The encoding scheme for source may be URI.  However, the source will typically be 
derived internally (e.g. accession number or item ID). 

 
The accession number or item ID is located under Accession Number in the Location section of 
the item’s image production record.  
 
 

Location Name of Repository: 

___Worthington Historical Society         ___Worthington Libraries  

___Other:______________________________________________ 

Accession Number:_______________________________________ 

Name of Collection:______________________________________ 

Box Title/Number: _____________________ Folder Title/Number: ______________________ 

The item’s measurements are recorded in the Size/Dimensions section of the item’s image 
production record.  
 

Size/Dimensions 
(inches) 

___3x5       ___4x6      ___5x7      ___8x10       ___8.5x11       ___11x17     

 ___Other: (h) ______ x (w) ______ 

 
Enter the item’s accession number item ID (if recorded) in the Source field in the Worthington 
Memory Dublin Core Input Form, followed by the item’s measurements.  Select “ Internal”  from 
the drop down menu. 
 

Source: - 
Internal

  
 

Source examples: 
w  item ID 1903619200; 6.25 in x 9.13 in 
w  8 in. x 10 in. 

 
 
12.B. Element Refinement Source – Date 
The source element may be refined by date of the creation of the original resource.     

 
Encoding Scheme for element refinement Source.Date 

Recommended best practice for encoding the date value is to conform to ISO 8601 
(W3CDTF) and follow the YYYY-MM-DD format, (http://www.w3.org/TR/NOTE-
datetime).  



 50 

 
The date of creation of the original resource is located in the Date section of the item’s image 
production record.  

 
Date Publication/Creation:  

Exact Date_____________________           circa___________               ___Unknown 

Date Range of Content: From_______________  To________________ 

 
Enter the date in the Source Date field in the Worthington Memory Dublin Core Input Form.  
When an exact date has been recorded, conform to the W3CTDF format (YYYY-MM-DD or 
YYYY) and select W3CTDF from the drop down menu provided. When the date is estimated 
(e.g. circa 1870) abbreviate circa as “ca.”  and leave the drop down menu blank. 
 

Source Date: -   
 
Source.Date examples: 

w  1905-11-23 
W3CTDF

 

w  1896 
W3CTDF

 

w  ca. 1840  

w  ca. 1915-1920  
 
 

13. Language 
The language element identifies the language of the intellectual content of the resource.  For 
items in Worthington Memory this will typically be standard American English, but may 
possibly be another language.  Recommended best practice for the values of the Language 
element is defined by RFC 1766 which includes a two-letter Language Code (taken from the ISO 
639 standard), followed optionally, by a two-letter Country Code (taken from the ISO 3166 
standard). For example, en for English, fr for French, or en-uk for English used in the United 
Kingdom. 

 
Encoding Scheme for Language Element  

Encoding schemes used for language element are: 
w  ISO 639-1 (Alpha 2 codes: American English = en; French = fr; Japanese = ja; 

Spanish = es) http://www.loc.gov/standards/iso639-2/englangn.html#ab  
w  RFC 1766 (British English = en-uk) 

 
Assign a language for all textual items by selecting it from the drop down menu provided.  Select 
the appropriate encoding scheme from the drop down menu.  
 

Language: 
en

 - 
ISO 639-1
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14. Relation 
The relation element gives reference to resources that are related to the present resource (i.e. 
primary identifier), such as derivative copies, text versions, etc.  Best practice is to reference 
related resources by a formal identification system, such as URI or an internal identification 
scheme.   
 
Encoding Scheme for Relation Element 

Encoding schemes for the relation element may be URI, but will predominantly consist of 
an internal numbering or file naming scheme.  All internal file names must adhere to the 
File Naming Scheme for Worthington Memory (Appendix A). 

 
Worthington Memory implements the following refinements to Relation: 
 
14.A. Element Refinement Relation – Has Version 
The described resource may have a version, edition, or adaptation, namely, the referenced 
resource.   

w  Example:  An archival TIFF image (example1.tif ) of a color photograph has a 
red cast, due to chemical deterioration.  A color corrected TIFF (example1c.tif) is 
created as an adapted version.  Therefore, example1.tif Has Version example1c.tif. 

 
If a corrected version of the archival TIFF exists, enter the file name in the Has Version field in 
the Worthington Memory Dublin Core Input Form. Select “ Internal”  from the drop down menu 
provided. 

 

Has Version: - 
Internal

 
 
 
14.B. Element Refinement Relation – Requires 
The described resource requires the referenced resource to support its function, delivery, or 
coherence of content. 

w  Example: An image of a textual document or manuscript has been transcribed 
and/or OCR has been conducted on that image, producing an ASCII text file that 
accompanies the image.  Therefore, example4.tif Requires example4.txt.  

 
If a text file exists for the item, enter the file name in the Requires field in the Worthington 
Memory Dublin Core Input Form. Select “ Internal”  from the drop down menu provided. 

 

Requires: - 
Internal

  
 
 
14.C. Element Refinement Relation – Has Part 
The described resource includes the referenced resource either physically or logically. 

w  Example:  A multiple page document.  The primary identifier is the archival 
image of the first page, example2_01.tif.  Archival images of the subsequent pages 
are example2_02.tif and example2_03.tif.  Therefore, example2_01.tif Has Part 
example2_02.tif; example2_03.tif.  
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If the item is a multiple page document, enter the file names of subsequent archival images in the 
Has Part field in the Worthington Memory Dublin Core Input Form. Select “ Internal”  from the 
drop down menu provided. 

 

Has Part: - 
Internal

  
 

    
14.D. Element Refinement Relation – Has Format 
The described resource pre-existed the referenced resource, which is essentially the same 
intellectual content presented in another format.  Derivative images shall be identified here. 
w  Example:  An archival TIFF image has full frame web access and thumbnail derivatives, 

which are a different format (JPEG).  Therefore example3.tif Has Format example3a.jpg; 
example3b.jpg. 

 
Enter the file names of the thumbnail image the full frame web image in the Has Format field in 
the Worthington Memory Dublin Core Input Form. Select “ Internal”  from the drop down menu 
provided.  If the item is a multiple page document, enter the file name of only the first full frame 
image. 
 

Has Format: - 
Internal

  
 

 
15. Coverage 
The coverage element indicates the extent or scope of the content of the resource.  Coverage will 
typically include spatial location (a place name or geographic coordinates), temporal period (a 
period label, date, or date range) or jurisdiction (such as a named administrative entity). 
Recommended best practice is to select a value from a controlled vocabulary (for example, the 
Thesaurus of Geographic Names) and that, where appropriate, named places or time periods be 
used in preference to numeric identifiers such as sets of coordinates or date ranges. 

 
 

15.A. Element Refinement Coverage – Spatial 
The coverage element may be refined by spatial characteristics of the intellectual content of the 
resource, such as a geographic place name.   

 
Encoding Scheme for element refinement Coverage.Spatial 

The encoding scheme for the coverage.spatial used for items in Worthington Memory is 
Getty Thesaurus of Geographic Names, 
(http://www.getty.edu/research/tools/vocabulary/tgn/index.html).  
 

Enter the place name in the Spatial field in the Worthington Memory Dublin Core Input Form.  
Select “TGN” from the drop down menu provided. 

 

Spatial: - 
TGN
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Coverage.Spatial example: 
w  Worthington (USA, Ohio, Franklin County) 
 
 

15.B. Element Refinement Coverage – Temporal 
The coverage element may be refined by temporal characteristics of the intellectual content of 
the resource.  This may be a fixed date or a period of time designated by an end date and start 
date.  

 
Encoding Scheme for element refinement Coverage.Temporal 

Recommended best practice for encoding the date value is to conform to ISO 8601 
(W3CDTF) and follow the YYYY-MM-DD format, (http://www.w3.org/TR/NOTE-
datetime).  To represent an estimated date or a date range of multiple years (e.g. ca. 1910 
or 1833-1875) use “ Internal”  for the encoding scheme. 

 
Use the Date section of the item’s image production record to determine the temporal period of 
the original resource.  

 
Date Publication/Creation:  

Exact Date_____________________           circa___________               ___Unknown 

Date Range of Content: From_______________  To________________ 

 
Enter the date in the Coverage.Temporal field in the Worthington Memory Dublin Core Input 
Form.  When an exact date has been recorded, conform to the W3CTDF format (YYYY-MM-
DD or YYYY) and select W3CTDF from the drop down menu provided. When the date is 
estimated or there is a date range of multiple years (e.g. ca. 1910 or 1833-1875) select “ Internal”  
from the drop down menu provided. 
 

Temporal: -   
 

 
 

16. Rights 
The rights element gives information about rights held in and over the resource. Typically, a 
Rights element will contain a rights management statement for the resource, or reference a 
service providing such information. Rights information often encompasses Intellectual Property 
Rights (IPR), Copyright, and various Property Rights.  If the Rights element is absent, no 
assumptions can be made about the status of these and other rights with respect to the resource.   

 
Community organization rights statement - 
The rights statement for items in Worthington Memory which are contributed by a community 
organization is: “Access is provided for research purposes. Please contact (name of contributor) 
for permissions.”  
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Private collection rights statement -  
The rights statement for items in Worthington Memory which are contributed by individuals in 
the community and therefore belong to a private collection is: "This item belongs to a private 
collection. Access is provided for research purposes only."  

 
Enter the appropriate rights statement drafted for Worthington Memory in the Rights field in the 
Worthington Memory Dublin Core Input Form.  Insert the name of the contributor of the original 
source.  
 

Rights:  
 
 
17. Text Transcription 
The “Text Transcription”  in the Worthington Memory Input Form has been incorporated in order 
to allow the text of items to be searchable. The Text Transcription field is not a component of 
Dublin Core, and is used strictly as an internal function of the Worthington Memory online 
scrapbook. 

 
For those items which have been transcribed, copy and paste the entire text into the Text 
Transcription field in the Worthington Memory Dublin Core Input Form. 

Text Transcription: 

Worthington June 16th 1817 This artickle
of agreement made & entered into 
betw een Joseph K Clark & Peter Barker
w itnesseth that the said Clark agrees on
his part to labour for said Barker at the 
joiners business faithfully seven hundre
fif ty w orking days exclusion of Sundays
recconing from the said 16th day of Jun
& also (?) of all days in the w inter month
for the consideration of w hat he can lea
of said Barker & his board lodging 
w ashing & mending & the second 
mentioned before And the said Barker o
his part agrees to use all reasonable   
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Appendix A. 
 
File Naming Scheme 
Worthington Memory  
 
The file naming scheme has been developed to ensure that each image is uniquely identified.  
File names identify the repository where the original resource is housed, as well as a sequential 
number and file extension.   
 
Unique identifiers (a.k.a. file names) shall be assigned to archival TIFF images at the time of 
image capture.  File names of derivative images and corresponding text files shall be assigned at 
the time of their creation, which occurs during post-scanning procedures.  
 
Identifiers 
 
Unique identifiers are comprised of the following elements: 
Repository – Item Number – Pagination (optional) – Derivative Identifier (optional) – File 
Extension  
 
w  Repository - The first three digits identify the repository and consist of predetermined 

lowercase letters denoting the name of the repository where the original is housed.  The 
repository identifier is the first component of the file naming scheme, to facilitate 
meaningful sorting.  Repository identifiers shall be applied consistently, according to the 
Repository Classification Table. 

w  I tem Number - The second component of the file naming scheme is the item number, 
composed of four digits.  Item numbers are sequential and unique for that image within the 
digitized collection for the designated repository.  Any digit not used shall incorporate a zero 
as a placeholder. 

w  Pagination (optional) - Items containing more than one image (such as a multiple page letter 
or record book) will contain a third component to represent the correct number of images 
representing that item.  This pagination will consist of an underscore ( _ ) followed by a 
three digit sequential number. Any digit not used shall incorporate a zero as a placeholder. 

w  Section (optional) - Oversize items which have been spliced together may be divided into 
sections in order to provide users with magnified views.  Sections consist of an underscore ( 
_ ) followed by a two digit sequential number.  Sections numbers are assigned left to right, 
top to bottom.  Any digit not used shall incorporate a zero as a placeholder. 

w  Der ivative Identifier  (optional) - A predetermined single digit component shall be added to 
identify derivative images and shall consist of a lowercase letter.  Derivative identifiers shall 
be applied consistently, according to the Derivative Classification Table. 

w  File Extension - The final component of the file naming scheme is the three digit file 
extension, (e.g. .tif, .jpg, .txt, etc.). 

 
Examples: 
w  wpl0001.tif  (Worthington Public Library, item #1, archival TIFF) 
w  wpl0001c.tif  (Worthington Public Library, item #1, corrected TIFF) 
w  wpl4751.txt (Worthington Public Library, item #4751, ASCII text of transcription) 
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w  whs0038_005.tif (Worthington Historical Society, item #38, page #5, archival TIFF) 
w  whs0038_005b.jpg (Worthington Historical Society, item #38, page #5, full screen 

derivative JPEG) 
w  sje0252a.jpg (St. John’s Episcopal Church, item #252, thumbnail derivative JPEG) 
w  wpl0021_001b_01.jpg (Worthington Public Library, item #21, derivative JPEG of 1st 

section) 
 
 
X. Repository Classification Table 
 
Three letter classifications are used to identify repositories.  The table below represents unique 
three-letter classification used for Worthington Memory.  This list will expand as more 
repositories are represented.  Donated images of items that belong to individual community 
members are assigned the repository classification of Worthington Community Donation (wcd).   
 

Bluffsview Elementary School bes 
City of Worthington cow 
Congregation Beth Tikvah cbt 
Evening Street Elementary School ese 
Granby Elementary School ges 
Harding Hospital Museum hhm 
Kilbourne Middle School kms 
Leadership Worthington lwo 
Linworth United Methodist Church lum 
New England Lodge No. 4 F and AM (Grand Lodge of 
Ohio Masonic Museum) 

nel 

Perry Middle School pms 
Scott Orts Photography sop 
Sharon Flint Residents© Association Historical Committee sfr 
St. John African Methodist Episcopal Church sja 
St. John’s Episcopal Church sje 
Thomas Worthington High School twh 
United Methodist Children©s Home umc 
Veterans of Foreign Wars Post 2398 vfw 
Wilson Hill Elementary School whe 
Worthington Arts Council wac 
Worthington Better Living Foundation wbl 
Worthington Chapter Daughters of the American 
Revolution 

dar 

Worthington Civic Band wcb 
Worthington Community Donations - Private Collections wcd 
Worthington Estates Elementary School wes 
Worthington Garden Club wgc 
Worthington Historical Society whs 
Worthington Human Relations Council whr 
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Worthington Presbyterian Church wpc 
Worthington Public Library wpl 
Worthington Republican Women wrw 
Worthington Schools Archives wsa 
Worthington United Methodist Church wum 
Worthington Women's Club wwc 
Worthington Youth Service Council wys 

 
 
XI. Derivative Classification Table 
 
A single letter classification is used to identify derivative versions of images.  The table below 
represents the unique one-letter classification used for derivative images within Worthington 
Memory. 
 

a thumbnail derivative JPEG 
b full screen derivative JPEG 
c corrected TIFF  
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Appendix B. 
 
Format.Extent & Format.Medium Standard Templates for Dublin Core records 
Worthington Memory  
 
I. Format.Extent 
 
1. Single page bitonal 
 
archival TIFF - 1 image file,  MB, 600 dpi, 1 bit bitonal; full frame GIF derivative - 1 image file,  
KB, 72 dpi, 1 bit bitonal, image width     pixels height scaled proportionally; thumbnail GIF 
derivative - 1 image file, KB, 72 dpi, 1 bit bitonal, image width 100 pixels height scaled 
proportionally 
 
 
2. Multiple page bitonal 
 
archival TIFF -  image files, total item file size MB, 600 dpi, 1 bit bitonal; full frame GIF 
derivative -  image files, total item file size MB, 72 dpi, 1 bit bitonal, image width    pixels height 
scaled proportionally; thumbnail GIF derivative - 1 image file, KB, 72 dpi, 1 bit bitonal, image 
width 100 pixels height scaled proportionally 
 
 
3. Single page grayscale 
 
archival TIFF - 1 image file,  MB, 300 dpi, 8 bit grayscale; full frame JPEG derivative - 1 image 
file,  KB, 72 dpi, 8 bit grayscale, image width   pixels height scaled proportionally; thumbnail 
JPEG derivative - 1 image file, KB, 72 dpi, 8 bit grayscale, image width 100 pixels height scaled 
proportionally 
 
 
4. Multiple page grayscale 
 
archival TIFF -  image files, total item file size MB, 300 dpi, 8 bit grayscale; full frame JPEG 
derivative -  image files, total item file size MB, 72 dpi, 8 bit grayscale, image width    pixels 
height scaled proportionally; thumbnail JPEG derivative - 1 image file, KB, 72 dpi, 8 bit 
grayscale, image width 100 pixels height scaled proportionally 
 
 
5. Single page color 
 
archival TIFF - 1 image file,  MB, 300 dpi, 24 bit color; full frame JPEG derivative - 1 image 
file,  KB, 72 dpi, 24 bit color, image width     pixels height scaled proportionally; thumbnail 
JPEG derivative - 1 image file, KB, 72 dpi, 24 bit color, image width 100 pixels height scaled 
proportionally 
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6. Multiple page color 
 
archival TIFF -  image files, total item file size MB, 300 dpi, 24 bit color; full frame JPEG 
derivative -  image files, total item file size MB, 72 dpi, 24 bit color, image width    pixels height 
scaled proportionally; thumbnail JPEG derivative - 1 image file, KB, 72 dpi, 24 bit color, image 
width 100 pixels height scaled proportionally 
 
7. Corrected TIFF (grayscale) 
 
corrected TIFF - 1 image file,  MB, 300 dpi, 8 bit grayscale  
 
8. Corrected TIFF (color) 
 
Corrected TIFF - 1 image file,  MB, 300 dpi, 24 bit color 
 
9. Text Transcription 
 
transcription - 1 text file,  KB 
 
 
 
 
II. Format.Medium 
 
1. Image only: 
  
archival - image/tiff; full frame derivative - image/jpeg; thumbnail derivative - image/jpeg  
 
 
2. Image and text: 
  
archival - image/tiff; full frame derivative - image/jpeg; thumbnail derivative - image/jpeg; 
transcription - text/plain 
 
 


