
H
E

A
D

, A
R

C
H

IV
E

S
 A

N
D

 
S

P
E

C
IA

L
 C

O
L

L
E

C
T

IO
N

S
D

IG
IT

A
L

 P
R

E
S

E
R

V
A

T
IO

N
 

A
R

C
H

IV
IS

T
S

T
U

D
E

N
T

P
R

O
C

E
S

S
IN

G
 

A
R

C
H

IV
IS

T
PURDUE UNIVERSITY WORKFLOW MAP February 24, 2016

Negotiate with 
collection 
donor(s)

Does 
collection 

contain digital 
content?

Yes

Conduct donor 
interview

Acquire 
collection?

Yes
Create Donor 

agreement

No

STOP

Create 
Accession 

record

Start Process 
collection?

Yes

Assign collection 
to Graduate 

Student worker

Inventory digital 
media

Develop 
Processing Plan

Create disk 
image Run virus scan

Generate 
checksums for 

disk image

Create disk 
image Run virus scan

Generate 
checksums for 

disk image

Is 
collection high 

priority?

Yes

Extract files from 
disk image

No

Transfer disk 
image to secure 

storage

Identify file 
formats

Setup 
processing 
workspace

Generate disk 
image metadata / 

reports

Generate disk 
image metadata / 

reports

Develop 
description for 

digital materials

Package disk 
image, files, and 

metadata

Ingest package 
to preservation 

storage

Born-digital Archives and Special Collections content

Receive access 
request

Review 
personally 
identifiable 
information 

reports

Review files
Provide access 

to files in reading 
room

Carly Dearborn | Purdue University  
Sam Meister |  Educopia Institute 



H
E

A
D

, A
R

C
H

IV
E

S
 A

N
D

 
S

P
E

C
IA

L
 C

O
L

L
E

C
T

IO
N

S
D

IG
IT

A
L

 P
R

E
S

E
R

V
A

T
IO

N
 

A
R

C
H

IV
IS

T
S

T
U

D
E

N
T

P
R

O
C

E
S

S
IN

G
 

A
R

C
H

IV
IS

T
PURDUE UNIVERSITY WORKFLOW MAP February 24, 2016

Negotiate with 
collection 
donor(s)

Does 
collection 

contain digital 
content?

Yes

Conduct donor 
interview

Acquire 
collection?

Yes
Create Donor 

agreement

No

STOP

Create 
Accession 

record

Start Process 
collection?

Yes

Assign collection 
to Graduate 

Student worker

Inventory digital 
media

Develop 
Processing Plan

Create disk 
image Run virus scan

Generate 
checksums for 

disk image

Create disk 
image Run virus scan

Generate 
checksums for 

disk image

Is 
collection high 

priority?

Yes

Extract files from 
disk image

No

Transfer disk 
image to secure 

storage

Identify file 
formats

Setup 
processing 
workspace

Generate disk 
image metadata / 

reports

Generate disk 
image metadata / 

reports

Develop 
description for 

digital materials

Package disk 
image, files, and 

metadata

Ingest package 
to preservation 

storage

Born-digital Archives and Special Collections content

Receive access 
request

Review 
personally 
identifiable 
information 

reports

Review files
Provide access 

to files in reading 
room

Carly Dearborn | Purdue University  
Sam Meister |  Educopia Institute 

Write-blockers, 
USB 3.5"  Floppy 

disk drive, 
Kryoflux Floppy 
controller, FRED 

laptop

EnCase, FTK 
Imager, 

ImageBurn, 
BitCurator, 
Kryoflux 

FTK Imager, 
McAfee Virus 
Scan, ClamAV

FTK Imager BitCurator fiwalk

FTK Imager

DROID, New 
Zealand 
Metadata 
Extractor

Bagger

MetaArchive

Archon



D
IG

IT
A

L
 A

R
C

H
IV

IS
T

D
IG

IT
A

L
 P

R
E

S
E

R
V

A
T

IO
N

 
A

R
C

H
IV

IS
T

D
IG

IT
IZ

A
T

IO
N

 U
N

IT

PURDUE UNIVERSITY WORKFLOW MAP  February 24, 2016

Setup working 
space and folder 

structure for 
digitized content

Does content 
include digitized 

audiovisual 
materials? 

Yes
Embed metadata 

within digital files?

No

Package digital 
files, descriptive 

metadata

Yes

Embed metadata 
in AV digital files

Ingest package 
into preservation 

storage

Upload package 
into access 

system

Digitized content

Establish 
digitization plan

Carly Dearborn | Purdue University  
Sam Meister |  Educopia Institute 



D
IG

IT
A

L
 A

R
C

H
IV

IS
T

D
IG

IT
A

L
 P

R
E

S
E

R
V

A
T

IO
N

 
A

R
C

H
IV

IS
T

D
IG

IT
IZ

A
T

IO
N

 U
N

IT

PURDUE UNIVERSITY WORKFLOW MAP  February 24, 2016

Setup working 
space and folder 

structure for 
digitized content

Does content 
include digitized 

audiovisual 
materials? 

Yes
Embed metadata 

within digital files?

No

Package digital 
files, descriptive 

metadata

Yes

Embed metadata 
in AV digital files

Ingest package 
into preservation 

storage

Upload package 
into access 

system

Digitized content

Establish 
digitization plan

Carly Dearborn | Purdue University  
Sam Meister |  Educopia Institute 

Bagger

MetaArchive



FA
C

U
LT

Y
 / 

S
T

U
D

E
N

T
 

D
E

P
O

S
IT

O
R

R
E

P
O

S
IT

O
R

Y
 M

A
N

A
G

E
R

R
E

P
O

S
IT

O
R

Y

D
IG

IT
A

L
 

P
R

E
S

E
R

V
A

T
IO

N
 

A
R

C
H

IV
IS

T

PURDUE UNIVERSITY WORKFLOW MAP  February 24, 2016

Data repository content

Deposit data and 
descriptive 

metadata into 
repository

Verify deposit 

Does 
deposit 

meet collections 
policy? 

Yes Approve deposit

No

Contact 
depositor to 

obtain needed 
information 

Provide needed 
information to 

repository

Identify file 
formats

Generate 
technical 
metadata

Package 
metadata and 

files

Ingest package 
into preservation 

storage

Carly Dearborn | Purdue University  
Sam Meister |  Educopia Institute 



FA
C

U
LT

Y
 / 

S
T

U
D

E
N

T
 

D
E

P
O

S
IT

O
R

R
E

P
O

S
IT

O
R

Y
 M

A
N

A
G

E
R

R
E

P
O

S
IT

O
R

Y

D
IG

IT
A

L
 

P
R

E
S

E
R

V
A

T
IO

N
 

A
R

C
H

IV
IS

T

PURDUE UNIVERSITY WORKFLOW MAP  February 24, 2016

Data repository content

Deposit data and 
descriptive 

metadata into 
repository

Verify deposit 

Does 
deposit 

meet collections 
policy? 

Yes Approve deposit

No

Contact 
depositor to 

obtain needed 
information 

Provide needed 
information to 

repository

Identify file 
formats

Generate 
technical 
metadata

Package 
metadata and 

files

Ingest package 
into preservation 

storage

Carly Dearborn | Purdue University  
Sam Meister |  Educopia Institute 

PURR

MetaArchive


