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1. Generate initial manifest

1. Identify content of interest

2. Review materials in native environment

3. Provide on record

4. Create accession record

creation/s

4. Negotiate transfer of material, rights, etc.

5. Assign digital deposit ID

2. Determine extent/volume of records
3. Perform high-level review to characterize content

1. Transfer all content (with metadata) to BHL dark archives (ITS Mainstream)

2. Transfer open / unrestricted content to Deep Blue (U-M Institutional Repository)
3. If necessary, determine alternative access method for restricted content
4. Backup content in dark archives (requires additional storage)

5: Transfer to Long-Term Storage|
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Acknowle of receipt

1. Virus scan (MS Forefront Endpoint 2010)

2. Create working backup (batch file)

3. Open archive files: .ZIP, .TAR, etc. (7-Zip)

4. Normalize file / folder names (ReNamer)

5. Identify and correct missing file extensions (TrID and DROID)

6. Create preservation copies for at-risk file formats (ffmpeg, Image
Magick, Ghostscript, Inkscape, Aid4Mail, Office File Convertor)

7. Pll scan: credit card and Social Security nos. (Identity Finder)

8. Appraisal (Quick View Plus & TreeSize Professional), arrangement,
separations (batch file), and packaging materials (7-Zip): as needed
9. Descriptive and administrative metadata creatopm (batch file)
10. Extract technical metadata and generate checksums (DROID)
11. Transfer material and associated metadata files to long-term
storage; if 'open,' deposit additional copy to DSpace (Baglt; batch file)|
12. Clean processing directory and delete temporary files (batch file)
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7: Ongoing Acf es

record actions in BEAL,; restore content if needed

2. Preservation planning: monitor standards, trends,
and best practi track format
review and revise policies and preservation plans

3. Coordinate with ITS and MLibrary staff in regards
to storage infrastructure needs and requirements

1. Perform regular integrity checks on preserved content;|
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| 6. Description and Metadata Management

1. Create or update finding aids
2. Create or update MARC catalog records
3. Record digital location(s) and details
(deposit date, size, description, etc.) in BEAL
4. Clean up processing directory, temp files,
working backup, etc.
5. Update accession record in BEAL, if needed
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