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?
· Is the volunteer working on the prep?
· Decide who will be attending the jail’s inmate escort program (I don’t know the real name of it) in December.
· 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?
· 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.
· How and when will you get the scanner to the jail and configure it?
· Do you need to create a set of procedures or instructions for scanning?
· Decide on the AD logins and permissions for the scanning staff, and set up the accounts and test the permissions ahead of time.
· What are your indexes for OnBase?
· What are your scanning standards?
· dpi
· file format (tiff, png, jpg, pdf, pdf/a)
· color, gray scale, or b&w
· file naming convention
· 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
· 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
· Coordinating with the recipient agency if the scanned files are to be donated
· Determining indexes for OnBase
· Creating index files for importing to OnBase
· Importing the files to OnBase
· Determine how will you measure progress and estimate a completion date

