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October 2006 update 
 
Protocol for Scanning Documents for Digital Scrapbook of Southern Tier 
Technology 
 
REMEMBER, these are historical records.  Wash your hands before starting.   Do not 
mark the papers; do not bend the pages.   Do not eat or drink  while working with these 
records.   
 
1. Create a new folder for each donor; use donor surname for folder name.   
 
2. The following parameters should be selected; most are defaults to verify 
 before the first scan.   
 Image Quality 200 dpi 
 Scan Mode  Color             color originals are scanned in color 
    Grayscale     text or b/w photos are scanned in grayscale 

File format/type JPEG 
File name  Do not save files in folders named Today's date 
 

File Naming Conventions: 
Folder Name  Donor's Surname 
File Name  xxxxxxx-yy  Where xxxxxxx is Document description. Be Specific. 
                               and yy is page number indicator. Do not write pg or page. 
    
   If the document has a title use a short form of the title, followed 
   by page number indicators  
  
   Letters/Memos     Signer’s surname-date-page number indicator 
   e.g.,  Drake-09-21-2004a, Drake-09-21-2004b. Don’t use name on  
   letterhead.     
 
   Photos                  Subject-date-PH  
   Victory Factory-1952-PH; dinner guests-1960s-PH; If no date, omit. 
   Don’t forget to put the PH. 
   
Page number indicator 
   If pages are numbered, use page numbers from document;  

for unnumbered “front matter” 
   Front Cover fc; Back Cover bc; Inside front cover  ifc, etc. 

   If more than 9 pages, use two digit page number - 01, 02, 03, etc. 
   If more than 99 pages, use a three digit page number – 001, 002,  
   etc.  Remember the “0” 
   If unnumbered pages, use letters as page number indicators. 
 



3.    Check the image to make sure you haven’t cut anything off, the image is not 
crooked, etc. Copy again if the image is unacceptable. Remember these images will be 
used as reference material. 
 
4.   Copy image files to CD – labeled with donor’s name and your name. Labels are with 
sign-in binder. 
 
5.   When a document is scanned, make a note on a red/pink sheet and replace in the 
original folder.  Also note how you named the files to keep each group consistent. If you 
stop in the middle of a document, return it to its original location with a red/pink sheet 
as a bookmark, indicating your name, date, the file name you chose, and which pages 
are complete.  If you begin in the middle of a document, pls. save it to the proper Donor 
CD, and add your name to the CD label.  Each folder of originals should have a red/pink 
sheet indicating status. 
 
6.   Be sure to sign documents in and out each and every time.  Do not remove 
documents from Pod  EVER.   
 
7.    Do not download drivers to POD computers EVER.   On POD computer, use only 
equipment provided by POD.  
 
Thanks, 
Susan Sherwood  
 
 
 
 


