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Audio Materials from the

William Van Riper Recordings for the Linguistic Atlas of Oklahoma (AFC 1984/004)
From:
UGA COTR:


Bill Kretzschmar




( kretzsch@uga.edu )
LOC COTR:


Michael Taft (202) 707-1739 ( mtaf@loc.gov  ) 
LOC Coordinator:

Marcia Segal (202) 707-5861 ( mseg@loc.gov )
Date:
March 10, 2010
Special note: The total cost of all digitization elements shall be borne by xxx (representing the University of Georgia), through an NEH grant. Shipping costs shall be borne by LOC.
General requirements:   This statement of work states the Library’s requirement to digitize (no more than) 250 tape recordings. The details below outline special requirements for each of six task elements:

I. 
Audio

II. 
Filenames, Pathnames, and Header Information

III. 
Excel Spreadsheet for Metadata

IV. 
Batches and Scheduling

V. 
Quality Review

UGA is hereby requested to review this SOW and forward any comments, questions, or corrections to the Library of Congress (LOC) contacts named above.
I. Audio
A.  Quantity to be digitized:


Number of audio reels:


125 [maximum]

Number of audio reel sides:


250 [maximum]
B.  Conservation

The recordings were made between 1959 and 1963, so it is likely that they are acetate (not mylar). The tapes may require cleaning prior to playing and copying.  The cleaning process shall be non-damaging and, to the degree possible, the preparation for transfer shall maximize the engineer’s ability to extract sound from the original recording. Any conservation work shall be noted in the process metadata for that physical item.

The Library will provide slotless take-up reels and archival storage boxes for the original recordings, at no cost to the vendor. These should be used for storing the original materials after they are digitized. Original containers and reels also are to be returned to the Library. More details will follow.
C. Digitization Instructions

This SOW requests only master files with no derivatives. The digitization shall capture audio with the following specifications:

Master files:  96/24 WAVE format

Special note about tapes: The tapes that are mono should be captured as mono. If any source tapes are found to be recorded in stereo, these should be transferred as stereo. Any irregularities should be noted as such in the process metadata.

As work proceeds, if UGA and LOC mutually agree about any revisions to these specifications, they shall be memorialized in email or other written documents.

The tapes in their boxes shall be returned to the American Folklife Center.

II. Filenames, Pathnames, and Header Information
A. Examples of the numbering system:


example:

<aggregate ID: afc1984004><item I.D. afc1984004_sr001>

B. Typical filenames 

1. Samples for audio (master)

C 
sr001am.wav [sound recording #1, side a, master, wav format]
C 
sr001bm.wav [sound recording #1, side b, master, wav format]
C. Header Information

UGA will include selected header information in the master audio files. The following information should be included under “Summary”:


example:

Title: afc1984004_sr001a




Engineer: [name here]



Copyright: See Copyright Restriction Statement.

D.  Delivering the files to the Library

The Library will provide a portable drive for the delivery of digital files.
III. Metadata
A.  UGA shall provide selected data for the files that have been created.  This entails the use of a spreadsheet (that includes four worksheets). Additional information can be added, at UGA’s discretion, should further discoveries be made of a useful nature.
B.  UGA shall provide process metadata about digital provenance, or the digital production process. Instructions for filling out this worksheet can be made available, upon UGA’s request.
Note: The “Digitize Audio” worksheet shall also include information about the “carrier treatment” process when cleaning has been undertaken (under “Technical Notes”).

C. As progress deliveries are made, the Excel spreadsheet shall be delivered to LOC via the same portable drive as the master files.
IV. Batches and Scheduling
1. A batch is defined as a group of materials to be transferred, reviewed for quality, and invoiced.  For the purpose of this task order, all of the audio items constitute a singe batch, and will include:

C 
audio materials

C 
the Excel spreadsheet with information for materials in the batch

2. Delivery of the batch is understood to have been completed when all of the files that comprise the batch have arrived at the Library, including the Excel spreadsheet. 

V. Quality Review and Rework
1. Each batch will undergo LOC’s quality review process during the 15 working days following completion of delivery.  LOC will review the delivered materials to ensure that they conform to standards set forth in this task statement.  The elements for quality review include the following:

C 
audio files

C 
Excel spreadsheet
2.  Rework.  If any part of the batch does not conform to the standards set forth in this document, it can be rejected, and rework requested from UGA. Rework can consist of (but is not limited to) any or all of the following:

C 
re-transfer of recording(s)

C 
adding to or editing the Excel spreadsheet
LOC will notify UGA of any rework to be done, in specific detail. Rework should be done only after a representative of UGA has spoken with a representative of LOC to confirm an understanding of the reason the batch was rejected, and discuss the parameters of the rework. 





