


Preservation of Originals
Record condition of items
Collection Management 
Sharing and Accessibility
Research Opportunities
Reach a Wider Audience



The Kilburnie Collection







Books
Letters

Postcards
Greeting cards

Diaries
Certificates

Maps
Photographs

Negatives
Slides

Artworks
Magazines

Newspapers
Schoolwork
Cashbooks

…Books!



Stocktake Your Collection!!
….

(Not necessarily the same as 
Cataloguing!)



DIGITIZATION PLAN

(Ours is an informal, flexible annual plan.)
- Why digitize and how this aligns with your mission statement

- What is already done, what do you plan to digitize next?
- Priorities and selection criteria, potential risks and issues.

- How; Processes, People, Format, Storage, Budget
- Requirements; Equipment, Resources, Training

- Engagement; uses for the digital content

-Sharing & Approval of Plan
-Implementation

-Evaluation after 12 months



Digitizing Priority (To-Do) List 

Planned exhibitions can influence the “to do” list 
& vice-versa

1. Documents on paper
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Digitizing Priority (To-Do)List 

a) Fragile
b) Historically significant

c) Ease of Exhibition
Planned exhibitions can influence the “to do” list 

& vice-versa

1. Documents on paper



WWI Light Horse Diaries
“to-do” list influences

Exhibition.



Tools/Equipment

The Scanner
Epson Perfection V800 Photo

Can scan slightly larger than A4
Can scan negatives & slides

Saves files as TIFFs



The Smartphone 
Samsung S7

Good for on-the-spot captures e.g.
- Record-keeping

- Social media material
Saves files as Jpegs 

Tools/Equipment



Tools/Equipment

Computer

Catalogue as you go
Microspatula   

Cleaning brush 

USB

Gloves 



Training/Staff
-QLD Museum Network 

workshop
- Utilize existing skills
- Keep guides handy
- Begin with basics



Storage!

Initial files saved as TIFFs
Backup copy also saved as a TIFF

Use name descriptor & date (if known)

Place files in appropriate folder or sub-
folder

Catalogue as you go…& include Metadata



For any digitized item there will be…



The Original in archive storage
The TIFF saved to computer

The TIFF in the 1TB storage drive
The TIFF in the Backup storage in a 

separate location to Kilburnie
Any exhibition material that has been 

created featuring the file



But Pleeeeeease convert TIFFs to 
JPEGs for easier use in projects!!!!

- JPEGs are smaller, easier to 
work with files

- Store projects on separate 
memory sticks 

- Label memory sticks really well!



APPLICATIONS
…or How to Use Your Awesome Digital 

Files!
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APPLICATIONS
…or How to Use Your Awesome Digital 

Files!

-Catalogue reference
-Signage

-Banners/Displays
-Photo exhibitions

-Books & Publications
-Promotions & Merchandise

-Online sharing
- Storytelling & Multimedia





BUDGET

Museum Workshop
= $2250

Scanner & Storage
= $1300

Staff Wages
=$3500

(excluding volunteers)

Signs & Displays
= $3000



BUDGET

Museum Workshop
= $2250

Scanner & Storage
= $1300

Staff Wages
=$3500

(excluding volunteers)

Signs & Displays
= $3000

TOTAL OUTLAY = $10050
ITEMS DIGITIZED = 1500+

AVERAGE COST PER ITEM = $6.70
OR…

$3.30 PER ITEM DIGITIZATION 
(WITHOUT INCLUDING

WORKSHOP OR DISPLAY COSTS)



SOME FINAL WORDS OF WISDOM…



SOME FINAL WORDS OF WISDOM…

DO…
-Try before you buy/get some training

-Have a plan before starting
-BE CAREFUL WITH FRAGILE ITEMS

-BACKUP BACKUP BACKUP!
-Invest in a good publishing program

-Save print publications as PDFs
-Catalogue as you go
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DON'T…
- Start any scanning until you have a good

scanner that will save files as TIFFs
- Save things randomly on computers or

USBs…PLEEEEASE use folders!
- Try to put Game of Thrones-style videos 

on social media – 1 min of mp4 is fine 
-Be afraid to Dive into Digitization


