Phillips Files Planning
I wanted to get an update on the Phillips files and how it is going prepping them.
· How are you measuring progress and estimate a completion date for prepping?
· Once it is scanned in the computer and verified the original is going into the dumpster. 
· If the map is super cool (old, unique, etc) they are going to various places that may want them. 
· Stetson, Embry Riddle, and Daytona State College
· There is no current process for tracking we gave them to this person. 
· Records retention is questionable
· Nancy has a record of what was originally in the boxes, but there is no “log” of when we destroyed. 
· TO DO: We likely need a record disposition form 
· Is the volunteer working on the prep?
· We haven’t found a qualified volunteer to date, but once found they will start sorting boxes. 
· 4 volunteered ; 1 has gone through background but no luck 
· Retouch base with Bruce likely in end of August / Middle Nov. 
· Decide who will be attending the jail’s inmate escort program (I don’t know the real name of it) in December.
· Brandon Barnett
· Nancy Church
· Patrick Ricker
· Find someone else who is willing?
· Once the inmates start scanning, it would be preferable if there were no gaps in their work.  We don’t want them to complete scanning on the batch they have, and then have to wait for us to prep more.  How can we minimize that?  Can all prep be completed prior to their start date?
· Currently doing everything we can to prepare “prepped” boxes for scanning. Right now there are 14 boxes prepped but still need to be reviewed for “jail” ready (no metal, no sharp objects, no staples, no paper-clip, no stabbables, etc.)
· We’ll need escorts present with the inmates while they scan, but they should be doing their normal work and not simply sitting there.  Determine who will work on what while they’re escorting.
· Do something productive, remotely, while “watching prisoners”.
· How and when will you get the scanner to the jail and configure it?
· Maintenance plan on Karrisa’s scanner, so we want to use her scanner for roughly a year. 
· We will set up the scanner in Nancy’s space and this way we can test / document anything relevant. 
· Try and locate another scanner by the end of the year. Community Services? 
· Joe Brown is figuring out computers for scanning and will set them up accordingly
· Could potentially use the laptop Nancy currently has (loaner laptop) currently in Nancy’s area.
· Do you need to create a set of procedures or instructions for scanning?
· These are created, but need to add the file stuff
· 600 DPI
· Raw Tiffs
· Decide on the AD logins and permissions for the scanning staff, and set up the accounts and test the permissions ahead of time.
· Do this in Nancy’s space on Karissa’s Scanner with Nancy’s ‘old old’ laptop
· What are your indexes for OnBase? – Section Township Range Indexes
· What are your scanning standards? – Going to try and use template for scanning
· Dpi - 600
· file format (tiff, png, jpg, pdf, pdf/a) - tiff
· color, gray scale, or b&w- mixed
· file naming convention – the name of the file
· possibly incorporating the indexes in the file name
· What is the plan for
· Reviewing the files and re-scanning the files that don’t meet your standards
· For things we have scanned and we want to “remove” we convert to PDF and remove non-relevant stuff, and then convert back to Tiff
· Segregating or marking scanned files vs non-scanned files
· Disposal policy and procedures for scanned files (or donation policy), and completion of the disposition forms
· Records disposition form, possibly backdate with known records
· Coordinating with the recipient agency if the scanned files are to be donated
· Need to come up with a log after these things are scanned in if we do give away the “original”.
· Determining indexes for OnBase – Township, Range, Section (TRS) 
· Creating index files for importing to OnBase – Township, Range, Section
· Importing the files to OnBase – Probably some dip file with naming post-GIS data entry. 
· Determine how will you measure progress and estimate a completion date
· Currently measuring progress with how many boxes we have vs. how many boxes we have prepped vs. how many we have in the jail vs. how many we have QA/QC’ed. 
· How many boxes total?
· How many boxes do we have prepped? 
· How many are being scanned at the jail?
· How many are remaining to be QA/QC’ed. 
