Image workflow, Photography and Digital Imaging, Folger Shakespeare Library

Outside photographic orders
(For research and publication)

=)

In-House photographic orders
(As needed for exhibitions, publications,
education and program support)

Permissions requests
(Requests for publication)

Website images (created in 5
sizes each image for website
image database)

FSL Digital Image Archive
& Artifacts selected by curatorial

staff using established guidelines —»
with conservation review)
@& Staffing grant funded, and as
time permits
Grant funded Projects
—

& Projects selected using
established guidelines

Head, Photography and Digital Imaging Image Request Coordinator Staff Photographer(s)
() &) ()

/'

v

created, PDI
—

FMP

Items searched,
request records

Orders database

8

&)

Image found, conservation review, cost
estimate sent, prepayment received,
items pulled from collection, orders

T

started in PDI Orders database

|

Image found, items pulled from

started in PDI Orders database

collection, conservation review, orders

Application received, permission

CSV formatted request data
downloaded from website admin area
and imported to PDI Orders database

FMP

in PDI Orders database

granted, letter and invoice sent, tracked

8

&)

Microfilm created and
records made in
Microfilms database

Orders delivered, in-
house orders billed
quarterly, tracking in PDI

FMP

Orders database

=/

)

Paper copies created
(limited to 25pp. per
item)

Images loaded to
FSL website 5 sizes
each

88

=)

Shooting list created for
volume /collection,

8

includes each image, >
Excel spreadsheet format
Project defined,

. >
preparations made

Records imported to PDI Digital
Images database FMP, additional
metadata added, Items tracked via
entry in PDI Orders database

)

Project list imported into PDI Digital
Images database FMP, additional
metadata added, Items tracked via
entry in PDI Orders database

New digital images made, record(s) and
metadata added in PDI Digital Images database,
BIB and Holdings record numbers added

(" N
Image Master: 120MB TIF. Profile applied at
capture, all metadata entered in image, Master

L files stored on network, backed up, offsite backup )

(" N
First Derivative created: 80MB TIF. cropped, white
background, inspected at 100%, First derivatives

L stored on network, backed up )

)

PDI Digital Images database
data and HAMNET data
merged, data and images
uploaded to Luna Insight

8

4

Images resized and

prepared for delivery

FMP= Filemaker Pro software
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