
Organizational 
Practices: A Digital 
Repository’s 
Perspective

Welcome! 

The webinar will begin at 10:00 a.m. CT. 

While you wait:

1. Download a PDF of the slides under the “Handouts” tab of your 

control bar. 

2. Confirm that your speakers are turned on and your audio is working 

by doing a sound check in the “Audio” tab of the control bar. Having 

problems? Exit and restart the webinar, or switch to “phone call” for a 

phone number and access code to hear the audio through your 

telephone.



Museum Services

The Museum Services Program provides 
support, resources, and training to museums in 
Texas.

• Consultations

• Webinars and workshops

• Resources



Museum Services

www.thc.texas.gov/museum-services

On our webpage:

• Webinars

• Workshops

• Grants and Fundraising

• Helpful Resources

• Connect and Learn

http://www.thc.texas.gov/museum-services


Museum Services

Laura Casey

Museum Services Program Coordinator

laura.casey@thc.texas.gov

Emily Hermans

Museum Services Program Specialist

emily.hermans@thc.texas.gov



John L. Nau III Award of Excellence in Museums

www.thc.texas.gov/awards

• Applications due July 10

• Recognizes an individual or institution in the museum 
field for significant achievement in the areas of 
historical interpretation, museum education, 
conservation of collections, and/or community 
involvement

• Recipient receives monetary stipend for their museum

http://www.thc.texas.gov/museum


Upcoming Free Museum Services Webinar

www.thc.texas.gov/museumwebinars

• Museums and Millennials: Tips for Successful 
Engagement

• Wednesday, April 29, 10:00 a.m. CT

http://www.thc.texas.gov/museum


Upcoming Free Webinars from Other Orgs

www.thc.texas.gov/museumconnections

• Lessons Learned from SARS: How Museums Emerge After Crisis, April 22, 12:00 p.m. CT, AAM

• How to Be a Great Board Chair, April 22, 12:00 p.m. CT, Propel Nonprofits

• Creating Digital Field Trips and Virtual Education Content, April 22, 12:00 p.m. CT, MAAM

• Introduction to Proposal Writing, April 22, 1:00 p.m. CT, Grantspace

• Collaborating on Virtual Educational Programs During Coronavirus, April 22, 1:00 p.m. CT, 
Cuseum

• COVID-19 and Vulnerable Groups, April 23, 7:00 a.m. CT, ICSC

• Membership & Development: How to Prepare for When Your Institution Reopens, April 23, 12:00 
p.m. CT, Membership Consultants

• From Deep to Hyper Attention, and Back, April 23, 3:00 p.m. CT, MAAM

• The View from the Other Side--Openings in Asia: COVID-19, April 23, 5:00 p.m. CT, Dexibit

• Get Ready for #GivingTuesdayNow on May 5: A Global Effort in Response to COVID-19, April 
24, 1:00 p.m. CT, Grantspace

• Coronavirus Response: The Historic Tax Credit as an Economic Recovery Tool, April 24, 2:00 
p.m. CT, Preservation Leadership Forum

http://www.thc.texas.gov/museumconnections


Jake Mangum and Marcia McIntosh
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POLLS!
Poll 1: At what kind of organization do you work?

A. Gallery
B. Library
C. Museum
D. Archive
E. Other

Poll 2: How would YOU  describe the size of 
your institution?

A. Small
B. Medium
C. Large 

Poll 3: What is your familiarity with digitization?

A. Digi-what-now?
B. I have a scanner at home
C. Somewhat familiar
D. Very familiar

Poll 4: What is your familiarity with metadata?

A. No familiarity
B. Some familiarity
C. Have created some
D. Have created a lot
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Who Are We?

3



4



Agenda
1. Know you (What are the goals of the museum?)
2. Know your collection (what do you have and how are you organizing it?)
3. Know (or get to know) your system  (digitization basics)
4. Know your metadata 
5. Know your resources
6. Questions
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HSU Football Player with Calf, photograph, Date Unknown
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Fluff like Duty and 
Responsibility



Image by Nicholas Demetriades from Pixabay 
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Boundaries

https://pixabay.com/users/Nicholas_Demetriades-11327359/?utm_source=link-attribution&utm_medium=referral&utm_campaign=image&utm_content=4907395
https://pixabay.com/?utm_source=link-attribution&utm_medium=referral&utm_campaign=image&utm_content=4907395


Core Standards for Museums

● Mission Statement
● Institutional Code of Ethics
● Strategic Institutional Plan
● Collections Management 

Policy
● Disaster Preparedness & 

Emergency Management
https://www.aam-us.org/programs/ethics-standards-and-professio
nal-practices/core-documents/
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https://www.aam-us.org/programs/ethics-standards-and-professional-practices/core-documents/
https://www.aam-us.org/programs/ethics-standards-and-professional-practices/core-documents/


https://library.unt.edu/digital-libraries/trusted-digital-repository/
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https://library.unt.edu/digital-libraries/trusted-digital-repository/


Phillips, Mark Edward. Becoming a Trustworthy Digital Repository: Some Thoughts, presentation, July 18, 2016; 
(https://digital.library.unt.edu/ark:/67531/metadc854113/m1/92/?q=trac: accessed April 1, 2020), University of North 
Texas Libraries, UNT Digital Library, https://digital.library.unt.edu; crediting UNT Libraries Digital Projects Unit.                               
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https://digital.library.unt.edu/ark:/67531/metadc854113/m1/92/?q=trac
https://digital.library.unt.edu/


Collection Development Policy for UNT Libraries’ Digital Collections
12



Texas tourism map. 1968? University of North Texas Willis Library
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What is your organization's mission?

Arched walkway at Mission Concepción, 
May 4, 200514

● So what is your organization’s 
mission?

● What is your department or 
subdivision’s mission?

● What is your purpose as an 
individual?

● Do your organization  have a 
collection management or 

● Can you easily identify how you 
are implementing it through your 
collections organization, 
standards and systems?



Agenda
1. Know you (What are the goals of the museum?)
2. Know your collection (what do you have and how are you organizing it?)
3. Know (or get to know) your system  (digitization basics)
4. Know your metadata 
5. Know your resources
6. Questions
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Image by chowbins from Pixabay 16

https://pixabay.com/users/chowbins-5082622/?utm_source=link-attribution&utm_medium=referral&utm_campaign=image&utm_content=2718523
https://pixabay.com/?utm_source=link-attribution&utm_medium=referral&utm_campaign=image&utm_content=2718523


Collections Levels

● By Category, or type
● By project
● By individual item

UNT Libraries Digital Projects Lab
17



Digital Projects Lab White Board
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2020-04-22

Partner

THC Materials Collection

300 photographs

Arrival Date

Category

Contents

Scanner Type (EPSON)Project Title

White Board Magnet 
Example
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Digital Projects Unit Internal Wiki21



Project Wiki Page22



Digital Projects Lab Final QC Trello Board23



Collection Inventory Individual Item FoldersNew Collection
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Organizing Principles
1. Like with like
2. Everything in its place (Mise en place)
3. When you’re done with it, put it back
4. Write things down
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1. Label every box (straight away)
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2. Document the number of boxes in a collection
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3. Document where every collection lives
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4. Number your folders
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5. Establish and use a naming convention
Standard Naming
◦Partner Codes
◦Dashes and 
Underscores
◦_01 and _02 and 
other ordering
◦TSU_03-02-004
◦TSU_03-02-004_01
◦TSU_03-02-004_02

Sequence 

Numbering

◦Padded sequence 
numbering
◦0001
◦0002
◦0003
◦0004
◦0005
◦0006
◦0007

Magick Numbering
◦First 4+ digits sequence #
◦Second 4+ digits page 
numbers
◦000100fc
◦000200fi
◦000300tp
◦00040000
◦00050001
◦00060002
◦00070003 
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6. Record special notes
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DPL Organizational Principles
1. Label every box (straight away)
2. Document the number of boxes in a collection
3. Document where each collection lives
4. Number your folders 
5. Establish and use a naming convention 
6. Record special notes Document special notes about the materials, and know 

where to find them (we create “note.txt” files in individual folders, we also 
make discrepancy reports for collection that are missing items or a condition 
report for items that arrive damaged and could be impacted during 
digitization.)

7. Create systems
32



Agenda
1. Know you (What are the goals of the museum?)
2. Know your collection (what do you have and how are you organizing it?)
3. Know  your systems  (digitization basics)
4. Know your metadata 
5. Know your resources
6. Questions
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Standards and Systems
● Standards

○ Help uphold your mission
○ Execute components of your mission

● Systems
○ Uphold standards or other systems 
○ Enable clear and consistent plan for attacking routine tasks

34



Core Standards for Museums

● Public Trust and Accountability
● Mission and Planning
● Leadership and Organizational 

Structure
● Collections Stewardship
● Education and Interpretation
● Financial Stability
● Facilities and Risk Management
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Nun Teaching Boy, photograph, 1958~36

Implementing Standards

● Employee and Volunteer Orientation
● Training materials
● Make them visible
● Post them



OAIS Reference Model FADGI Guidelines Dublin Core Metadata
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UNT Libraries Digital Newspapers Program

Film Digitization Media Library

38



Negatives Magazines Photographs

39



Reports Documents

Oversize Materials40

Yearbooks



Digitization Standards

Full list available at: https://library.unt.edu/digital-projects-unit/standards/ 41

https://library.unt.edu/digital-projects-unit/standards/


EPSON XL12000
EPSON 750

Plustek OpticBook A300
Fujitsu fi-6670

I2s Copibook Open System I2s SupraScan Quartz A0 Image Retrieval Phase One 
Camera System

42
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Processing 
Documents and 
Photographs Video 
Tutorial

45

http://www.youtube.com/watch?v=6VzT3nkuJD8
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Agenda
1. Know you (What are the goals of the museum?)
2. Know your collection (what do you have and how are you organizing it?)
3. Know (or get to know) your system  (digitization basics)
4. Know your metadata 
5. Know your resources
6. Questions

48



Know your metadata

49

https://texashistory.unt.edu/ark:/67531/metapth8299/


Know your metadata

● TITLE
● CREATOR
● CONTRIBUTOR
● PUBLISHER
● DATE
● LANGUAGE
● DESCRIPTION: CONTENT DESCRIPTION
● DESCRIPTION: PHYSICAL DESCRIPTION
● SUBJECTS AND KEYWORDS

● PRIMARY SOURCE
● COVERAGE
● SOURCE
● RELATION
● INSTITUTION AND COLLECTION
● RESOURCE TYPE 
● IDENTIFIER
● NOTE
● DEGREE INFORMATION
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Know your metadata

● Physical description: Information about what it is.
○ LANGUAGE, PHYSICAL DESCRIPTION, RESOURCE TYPE 

● Content description: Information describing the information it conveys
○ TITLE, CONTENT DESCRIPTION, SUBJECTS AND KEYWORDS

● Provenance description: how we interact with the item
○ IDENTIFIER, NOTE

52



Know your metadata

Fields required for minimally viable records on The Portal to Texas History:

● Content Description Fields:
○ Title
○ Description of content
○ Subjects and Keywords

53



Know your metadata
Content Description Fields: Title
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https://texashistory.unt.edu/ark:/67531/metapth8299/


Know your metadata
Content Description Fields: Description of Content
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https://texashistory.unt.edu/ark:/67531/metapth8299/


Know your metadata
Content Description Fields: Subjects and Keywords
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https://texashistory.unt.edu/ark:/67531/metapth8299/


Know your metadata

Fields required for minimally viable records on The Portal to Texas History:

● Physical Description Fields:
○ Description of the item
○ Resource Type 
○ Language

57



Know your metadata
Physical Description Fields: Physical Description of the item (the shape of things)
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https://texashistory.unt.edu/ark:/67531/metapth8299/


Know your metadata
Physical Description Fields: Resource Type
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https://texashistory.unt.edu/ark:/67531/metapth8299/


Know your metadata
Physical Description Fields: Language
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Know your metadata

Fields required for minimally viable records on The Portal to Texas History:

● Provenance Description Fields:
○ Unique Identifier
○ Notes

61



Know your metadata
Provenance Description Fields: Notes

62



Know your metadata
Provenance Description Fields: Unique Identifier

63

https://texashistory.unt.edu/ark:/67531/metapth8299/


Know your metadata

The Small Museums Cataloguing Manual: A guide to cataloguing object and image collections
64



Agenda
1. Know you (What are the goals of the museum?)
2. Know your collection (what do you have and how are you organizing it?)
3. Know (or get to know) your system  (digitization basics)
4. Know your metadata 
5. Know your resources
6. Questions
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Know your resources
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Know your resources
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Know your resources

Are you a member of an 
organization?

Have you reached out to 
your community?

Check with local libraries 
and museums.

68



Know your resources

69



Questions?

KGKO reporter sitting at a desk, photograph, 1948, 70

Jake Mangum
Project Development Librarian 
jacob.mangum@unt..edu 

Marcia McIntosh
Digital Production Librarian 
marcia.mcintosh@unt..edu 



Resources

71

American Alliance of Museums Core Documents (and guides to create them)
https://www.aam-us.org/programs/ethics-standards-and-professional-practices/core-documents/

American Alliance of Museums Core Standards
https://www.aam-us.org/programs/ethics-standards-and-professional-practices/core-standards-for-museums/ 

The Small museums cataloguing manual: a guide to cataloguing object and image collections. Hilary 
Ericksen-Ingrid Unger - Museums Australia (Victoria) - 2009 Retrieved from 
https://amagavic.org.au/assets/Small_Museums_Cataloguing_Manual_4th.pdf

UNT Digital Collections Trusted Repository Self-Audit Certification Documentation
https://library.unt.edu/digital-libraries/trusted-digital-repository/

UNT Digital Collections Unique Identifier Creation Guide 
https://library.unt.edu/digital-projects-unit/partners/unique-identifiers/

UNT Digital Collections Scanning Standards by Type
https://library.unt.edu/digital-projects-unit/standards/ 

https://www.aam-us.org/programs/ethics-standards-and-professional-practices/core-documents/
https://www.aam-us.org/programs/ethics-standards-and-professional-practices/core-standards-for-museums/
https://amagavic.org.au/assets/Small_Museums_Cataloguing_Manual_4th.pdf
https://library.unt.edu/digital-libraries/trusted-digital-repository/
https://library.unt.edu/digital-projects-unit/partners/unique-identifiers/
https://library.unt.edu/digital-projects-unit/standards/

