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Glossary 
!"#$%&'#()*''+,-.#/01234#&"5&6+$7'#$%+$#$%7#578&"&$&*"#&'#9+'75#*"#$%+$#(&:7"#&"#!"#$%&
!'(')'*+)',-&,.&#/0')+(/&$+)/0'+1*#;<787,7"67#=>?@#

ABCD 
A667''#$*#B&*)*(&6+)#C*))76$&*"'#0+$+@#A#5+$+#'6%7D+#57:7)*E75#9-#F0GH#8*,#+667''&"(#+"5#
'%+,&"(#9&*5&:7,'&$-#5+$+@##

2//&3334)53(4,0(6*)+-5+05*67786.#9!:;&

archive file 
F%7#*,&(&"+)#5&(&$+)#8&)7#6+E$I,75#+$#$%7#%&(%7'$#E,+6$&6+9)7#JI+)&$-#'$*,75#8*,#)*"(K$7,D#I'7#
+"5#+667''75#*")-#$*#E,*5I67#+#D+'$7,#8&)7@#3+-#97#'I9L76$#$*#E*'$KE,*67''&"(@#;0123?#

M77#<+*)/0&.'1/.#=,*)>=0,?/**'-(&

Atlas 
A$)+'#*8#N&:&"(#AI'$,+)&+#

2//&+1+4,0(4+@&

bit depth (image) 
A)'*#,787,,75#$*#+'#6*)*I,#57E$%.#&'#$%7#"ID97,#*8#9&$'#I'75#$*#,76*,5#$%7#6*)*I,#*8#7+6%#
E&O7)@#H,7+$7,#9&$#57E$%#+))*P'#+#(,7+$7,#,+"(7#*8#6*)*I,'#*,#'%+57'#*,#(,7-#$*#97#
,7E,7'7"$75#9-#+#E&O7).#7(#

Q >#9&$#R#9)+6S#*,#P%&$7#

Q T#9&$#R#=UV#'%+57'#*8#(,7-#*,#6*)*I,#

Q >V#9&$#6*)*I,#R#VU#UWV#6*)*I,'#

Q =X#9&$#6*)*I,#R#>V@Y#D&))&*"#6*)*I,'#

Q WZ#9&$#*,#%&(%7,#6*)*I,#R#9&))&*"'#*8#6*)*I,'#

[*,#"+$I,+)#%&'$*,-#6*))76$&*"'.#>V#9&$#6*)*I,#&'#I'I+))-#'I88&6&7"$#8*,#$%7#8&"+)#&D+(7.#$%*I(%#
+"#&D+(7#D+-#97#6+E$I,75#+"5#E,*67''75#+$#%&(%7,#9&$#57E$%'@#;0123?#

calibration 
F%7#E,*67''#*8#+5LI'$&"(#$%7#6*)*I,#*8#*"7#57:&67#,7)+$&:7#$*#+"*$%7,.#7(#+#D*"&$*,#$*#+#
E,&"$7,.#*,#+#'6+""7,#$*#+#8&)D#,76*,57,\#*,#$%7#E,*67''#*8#+5LI'$&"(#$%7#6*)*I,#*8#*"7#57:&67#
$*#+"#7'$+9)&'%75#'$+"5+,5@#;0123?#

checksum 
A#5+$ID#6+)6I)+$75#9-#+"#+)(*,&$%D#I'75#$*#57$7,D&"7#$%7#&"$7(,&$-#*8.#*,#E,7'7"67#*8#
7,,*,'#&".#+#5&(&$+)#8&)7@#

CMS 
C*))76$&*"#3+"+(7D7"$#M-'$7D@#A"#&"8*,D+$&*"#'-'$7D#;I'I+))-#6*DEI$7,K9+'75?#57'&("75#
$*#D+"+(7#*9L76$'#&"#+#6*))76$&*".#+)*"(#P&$%#$%7&,#D7$+5+$+.#DI)$&D75&+#+"5#*$%7,#,7)7:+"$#
&"8*,D+$&*"@#
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compression 
!"#$%&'()*+,#$--%)./#*'#$#/)&)*$%#0)%.#*'#(./12.#)*3#3)4.5#!%&'()*+,3#,$6#(./12.#*+.#/.*$)%#'0#
*+.#'()&)"$%#0)%.7%'336#2',-(.33)'"7'(#(.*$)"#*+.#/.*$)%7%'33%.33#2',-(.33)'"5#89:;<=#

DAMS 
9)&)*$%#$33.*#,$"$&.,."*#363*.,5#!"#)"0'(,$*)'"#363*.,#/.3)&"./#3-.2)0)2$%%6#*'#,$"$&.#
/)&)*$%#$33.*3#'0#$%%#*6-.35#>',.#)"2%1/.#*+.#2$-$?)%)*6#*'#3+$(.#$33.*3#'@.(#*+.#)"*.(".*5#

derivative 
!#/)&)*$%#0)%.#2(.$*./#0(',#$#,$3*.(#0)%.#$3#$#A'(B)"&#2'-6#'0#*+.#0)%.#'(#*'#,..*#3-.2)0)2#13.(#
"../3C#.&#-1?%)2$*)'"C#A.?D?$3./#3+$()"&5#9.()@$*)@.3#$(.#131$%%6#2(.$*./#13)"&#%'336#
2',-(.33)'"#?6#(.3$,-%)"&#*+.#,$3*.(#0)%.#$*#$#%'A.(#(.3'%1*)'"5#

>..#!"#$%&'()*%C#+,!-&%##),.'

digital asset 
!#/)&)*$%#(.-(.3."*$*)'"#'0#$"#'?E.2*#*+$*#)3#,$"$&./#$3#$"#$33.*F#.G)3*3#$3#$#/)&)*$%#0)%.5#

digital SLR 
!#/)&)*$%#3)"&%.#%."3#(.0%.G#2$,.($#*+$*#$%%'A3#*+.#13.(#*'#@).A#$#32.".#*+('1&+#*+.#*$B)"&#
%."3#($*+.(#*+$"#*+('1&+#$#@).A0)"/.(5#

digitisation 
H+.#-('2.33#'0#2(.$*)"&#$"/#.G-%')*)"&#$#/)&)*$%#(.-(.3."*$*)'"#'0#$"#'?E.2*#'(#$(*.0$2*5#I*#
+$3#3)G#2'(.#$2*)@)*).3J#

K <$B)"&#/)&)*$%#

K 9$*$?$3)"&#

K <$"$&)"&#/$*$#

K >+$()"&#/$*$#

K L3)"&#*.2+"'%'&6#

K M'@.(")"&#/)&)*)3$*)'"#

/%%#3.2*)'"#N5N'0-OP=#

.dng 
!#/)&)*$%#),$&.#0)%.#)"#9)&)*$%#Q.&$*)@.#89QM=#0'(,$*C#$"#'-."#($A#),$&.#0'(,$*#'A"./#?6#
!/'?.#13./#0'(#/)&)*$%#-+'*'&($-+65#I*#)3#?$3./#'"#*+.#HIRRSTU#3*$"/$(/#0'(,$*#$"/#
,$"/$*.3#3)&")0)2$"*#13.#'0#,.*$/$*$5#8."5A)B)-./)$5'(&SA)B)S5/"&=#

/%%#123C#4566'

dpi 
9'*3#-.(#)"2+5#!#,.$31(.#'0#*+.#"1,?.(#'0#/'*3#$#-()"*.(#2$"#-()"*#-.(#)"2+5#

Dublin Core 
!#,.*$/$*$#3*$"/$(/#0'(#/.32()?)"&#/)&)*$%#$33.*35#

/%%'789*).+,&%:,&;<'
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DwC 
!"#$%&'()#*+','-."&/"#/'/*0*1)2*/'34'5!67'8)#'-9"#%&:';*."/"."'"3)<.'-2*=%*-'
)3-*#0".%)&-'"&/'-2*=%;*&-+'

!""#$$$%&'$(%)*(+,&-.'-*',+/01+>'2345#

ftp 
?%1*'5#"&-8*#'@#).)=)1+','-."&/"#/'&*.$)#A'2#).)=)1'<-*/'.)'.#"&-8*#'8%1*-'8#);')&*'9)-.'.)'
"&).9*#'9)-.')0*#'"'5(@B3"-*/'&*.$)#A>'-<=9'"-'.9*'C&.*#&*.+'D*&+$%A%2*/%"+)#:E$%A%E?.2F'

GBIF 
71)3"1'G%)/%0*#-%.4'C&8)#;".%)&'?"=%1%.4+',':1)3"1'&*.$)#A')8'HI'=)<&.#%*-'"&/'JI'
)#:"&%-".%)&->'7GC?'2#);).*-'"&/'8"=%1%.".*-'.9*';)3%1%-".%)&>'"==*-->'/%-=)0*#4'"&/'<-*')8'
%&8)#;".%)&'"3)<.'.9*')==<##*&=*')8')#:"&%-;-')0*#'.%;*'"&/'"=#)--'.9*'21"&*.+''

!""#$$$%(678%)*(#

HISPID 
K*#3"#%<;'C&8)#;".%)&'L."&/"#/-'"&/'@#).)=)1-'8)#'C&.*#=9"&:*')8'!"."+','8%1*'8)#;".'
/*-%:&*/'.)'"11)$'.9*'-.)#":*'"&/'.#"&-;%--%)&')8'9*#3"#%<;'21"&.'-2*=%;*&'/"."+'

!""#97,:);%:9-9%)*(%-<+$7=7+>?!@?3A0#

HTTP 
K42*#.*M.'5#"&-8*#'@#).)=)1+',&'"221%=".%)&'2#).)=)1'8)#'/%-.#%3<.*/>'=)11"3)#".%0*>'
942*#;*/%"'%&8)#;".%)&'-4-.*;-+'K55@'%-'.9*'8)<&/".%)&')8'/"."'=);;<&%=".%)&'8)#'.9*'
6)#1/'6%/*'6*3+'D*&+$%A%2*/%"+)#:E$%A%EK..2F'

indexed colour 
,'#*/<=*/'=)1)<#';"22%&:>'N'3%.')#'1*--O'/)&*'.)'#*/<=*'%;":*-'.)'.9*%#'-;"11*-.'-%P*+'
();;)&14'<-*/'8)#'%;":*-'2<31%-9*/')&'.9*'$*3+'D!QKRF'

JPEG 
,'/%:%."1'%;":*'8%1*'%&'S@T7'8)#;".+'S@T7'-'"'=);;)&14'<-*/';*.9)/')8'1)--4'=);2#*--%)&'
8)#'/%:%."1'29).):#"294'D%;":*F+'59*'/*:#**')8'=);2#*--%)&'="&'3*'"/U<-.*/>'"11)$%&:'"'
-*1*=."31*'.#"/*')88'3*.$**&'-.)#":*'-%P*'"&/'%;":*'V<"1%.4+'S@T7'.42%="114'"=9%*0*-'WXYW'
=);2#*--%)&'$%.9'1%..1*'2*#=*2.%31*'1)--'%&'%;":*'V<"1%.4+'D*&+$%A%2*/%"+)#:E$%A%ES2:F'

!""':);B*",,7).#

master file 
,'=)24')8'.9*'"#=9%0*'8%1*'<-*/'.)':*&*#".*'/*#%0".%0*-+'

!""'-*:97C"#87D">''"*7C-&7C"#

migration 
@#*-*#0".%)&')8'.9*'%&.*:#%.4')8'"'/%:%."1'8%1*'34'.#"&-8*##%&:'%.'"=#)--'9"#/$"#*'"&/'-)8.$"#*'
=)&8%:<#".%)&-'"&/'"=#)--'-<3-*V<*&.':*&*#".%)&-')8'=);2<.*#'.*=9&)1):4'.)'*&-<#*'.9*'
8%1*Z-'=)&.%&<%&:'"0"%1"3%1%.4'"&/'"==*--%3%1%.4+'D!QKRF'

'
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MP3 
!"#$%&'()'!"#$%*'+,-.('/012)'3334'5()2'6(55(781')292))2-':('0;'5<=4'.;'0'<0:27:2-'-.>.:08'
0,-.('276(-.7>'9()50:',;.7>'0'9()5'(9'8(;;1'-0:0'6(5<)2;;.(7?'3:'.;'0'6(55(7'0,-.('9()50:'
9()'6(7;,52)'0,-.(';:()0>24'0;'@288'0;'0'-2'906:(';:07-0)-'(9'-.>.:08'0,-.('6(5<)2;;.(7'9()'
:A2':)07;92)'07-'<801B06C'(9'5,;.6'(7'-.>.:08'0,-.('<8012);?'D27?@.C.<2-.0?()>E@.C.E!<=F'

MP4 
!"#$%G'"0):'&G'()'!"G'D9()50881'3HIE3#J'&GGKL%&GM*NN=F'.;'0'5,8:.52-.0'6(7:0.72)'9()50:'
;:07-0)-';<26.9.2-'0;'0'<0):'(9'!"#$%G?'3:'.;'5(;:'6(55(781',;2-':(';:()2'-.>.:08'O.-2('07-'
-.>.:08'0,-.(';:)205;4'2;<26.0881':A(;2'-29.72-'B1'!"#$4'B,:'607'08;('B2',;2-':(';:()2'(:A2)'
-0:0';,6A'0;';,B:.:82;'07-';:.88'.50>2;?'D27?@.C.<2-.0?()>E@.C.E!<GF'

OCR 
I<:.608'JA0)06:2)'P26(>7.:.(74':A2'<)(62;;'(9'6(7O2):.7>'07'.50>2'(9'0':2Q:'-(6,527:'.7:('
0'6(5<,:2)')20-0B82':2Q:'9.82?'

Post-processing 
!07.<,80:.7>'0'-.>.:08'9.82'(762'6)20:2-':('27A0762'()'5(-.91'.:':('6)20:2':A2'0)6A.O2'9.82?'

!""#$%&'()"#*(+"#

ppi 
".Q28;'<2)'.76A?'+'520;,)2',;2-':('-2;6).B2':A2')2;(8,:.(7'(9'0'-.>.:08'.50>2?'+7'.50>2':A0:'
A0;'0'A.>A2)'7,5B2)'(9'<.Q28;'<2)'.76A'@.88';A(@'5()2'-2:0.8':A07'(72'@.:A'92@2)'<.Q28;'<2)'
.76A?'DRIS!F'

.psd 
+7'.50>2'9.82'6)20:2-'B1'+-(B2'"A(:(;A(<?'

quality control 
+6:.O.:.2;'0;;(6.0:2-'@.:A'5(7.:().7>':A2';1;:25;'07-'<)(62-,)2;',;2-'.7'0'<)(62;;':('
27;,)2':A0:':A2'(,:<,:;'(9':A2'<)(62;;'0)2'@.:A.7'-29.72-':(82)0762;?'DRIS!F'

RAID 
P2-,7-07:'0))01'(9'.7-2<27-27:'-.;C;'D().>.70881'T)2-,7-07:'0))01'(9'.72Q<27;.O2'-.;C;UF?'+'
;:()0>2':26A7(8(>1':A0:'6(5B.72;'5,8:.<82'-.;C'-).O2'6(5<(727:;'.7:('0'8(>.608',7.:?'R0:0'.;'
-.;:).B,:2-'06)(;;':A2'-).O2;'.7'(72'(9';2O2)08'@01;'60882-'TP+3R'82O28;U4'-2<27-.7>'(7'@A0:'
82O28'(9')2-,7-0761'07-'<2)9()50762'DO.0'<0)08828'6(55,7.60:.(7F'.;')2V,.)2-?'
D27?@.C.<2-.0?()>E@.C.EP+3RF'

RAW 
+'-.>.:08'.50>2'9.82'9()50:?'+'6052)0'P+W'.50>2'9.82'6(7:0.7;'5.7.50881'<)(62;;2-'-0:0'
9)(5':A2'.50>2';27;()'(9'0'-.>.:08'6052)04'.50>2';60772)'()'5(:.(7'<.6:,)2'9.85';60772)?'
P+W'9.82;'0)2';('7052-'B260,;2':A21'0)2'7(:'12:'<)(62;;2-'07-':A2)29()2'0)2'7(:')20-1':('
B2'<).7:2-'()'2-.:2-'@.:A'0'B.:50<'>)0<A.6;'2-.:()?'
D27?@.C.<2-.0?()>E@.C.EP0@X.50>2X9()50:F'

'

'
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RGB 
!"#$%&'""($%)*+",%-(%.##/0/1"%23*3+'%43#"*%/(%56/26%'"#$%&'""($%.(#%)*+"%*/&60%/7%234)/("#%
03%2'".0"%23*3+'7$%234)/(/(&%8+**%/(0"(7/0/"7%38%.**%06'""%03%4.9"%56/0",%:/&/0.*%2.4"'.7$%
72.(("'7%.(#%43(/03'7%+7"%!;<%03%'"23'#%.(#%#/7=*.>%23*3+'7,%?:@ABC%

resolution 
D6"%8/#"*/0>%5/06%56/26%.(%3)E"20%/7%#/&/0/7"#,%A/&6"'%'"73*+0/3(7%='31/#"%&'".0"'%8/#"*/0>,%

TDWG 
</3#/1"'7/0>%F(83'4.0/3(%G0.(#.'#7%?D:H;C$%.*73%9(35(%.7%06"%D.I3(34/2%:.0.).7"7%
H3'9/(&%;'3+=,%-%(30%83'%='38/0%72/"(0/8/2%.(#%"#+2.0/3(.*%.7732/.0/3(%06.0%/7%.88/*/.0"#%5/06%
06"%F(0"'(.0/3(.*%J(/3(%38%</3*3&/2.*%G2/"(2"7,%F0%5.7%83'4"#%03%"70.)*/76%/(0"'(.0/3(.*%
23**.)3'.0/3(%.43(&%)/3*3&/2.*%#.0.).7"%='3E"207,%?555,0#5&,3'&K.)3+0L0#5&KC%

TIFF 
D.&&"#%F4.&"%M/*"%M3'4.0,%-%8/*"%83'4.0%83'%703'/(&%/4.&"7%23(0'3**"#%)>%-#3)"%G>70"47,%
@'/&/(.**>%2'".0"#%83'%+7"%/(%#"7903=%=+)*/76/(&$%06"%DFMM%83'4.0%/7%5/#"*>%7+==3'0"#%)>%
/4.&"L4.(/=+*.0/3(%.==*/2.0/3(7$%=+)*/76/(&%.(#%=.&"%*.>3+0%.==*/2.0/3(7$%72.((/(&$%8.I/(&$%
53'#%='32"77/(&$%3=0/2.*%26.'.20"'%'"23&(/0/3(%.(#%306"'%.==*/2.0/3(7,%
?"(,5/9/="#/.,3'&K5/9/KD.&&"#NF4.&"NM/*"NM3'4.0C%

zip 
-%8/*"%83'4.0%83'%234='"77/(&%.(#%.'26/1/(&%#/&/0.*%8/*"7,%

%

% %
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About the guidance 

Introduction 
!""#$%&'(%"#)*+&,(-#.,""/.&*,$+#/$0%0/#*$#1*0*&*+%&*,$2#&)/-#1%&%3%+/#+4/.*5/$+6#*5%0/#
+4/.*5/$+#7,(#4'3"*.%&*,$#%$1#(/+/%(.)6#%$1#+)%(/#81*0*&%"9#*$7,(5%&*,$:#;*0*&*+%&*,$#*+#7*(5"-#
4%(&#,7#&)/*(#%.&*<*&*/+:#=$7,(&'$%&/"-6#5,+&#1*0*&*+%&*,$#8%4%(&#7(,5#1%&%3%+*$09#*+#!"#$%&6#
'$.,,(1*$%&/16#$,&#+&(%&/0*.#%$1#+,#*$.,54"/&/:#

>)*+#1,.'5/$&#&%?/+#%#+&(%&/0*.#%44(,%.)#&,#1*0*&*+%&*,$6#,$/#&)%&#(/.,0$*+/+#3,&)#&)/#$//1#
&,#1*0*&*+/#@)%&#*+#'$A#,(#*$.,54"/&/"-#1*0*&*+/16#%$1#&,#+'44,(&#%$1#/$)%$./#/B*+&*$0#
1*0*&*+%&*,$#%.&*<*&*/+:#C&+#4(*5/#7,.'+6#),@/</(6#*+#,$#&%.?"*$0#&)/#'$1*0*&*+/1#%$1#
*$.,54"/&/"-#1*0*&*+/1#*$#%#+&(%&/0*.#%$1#.,)/+*</#5%$$/(:#

!#5%D,(#.)%""/$0/#7,(#%$-,$/#&%.?"*$0#&)*+#4(,3"/5#*+#&,#1,#+,#@*&),'&#%1</(+/"-#*54%.&*$0#
,$#/B*+&*$0#1*0*&*+%&*,$#,(#.,""/.&*,$#5%$%0/5/$&#%.&*<*&*/+#@*&)*$#%$#*$+&*&'&*,$:##

About this document 
>)*+#1,.'5/$&2#

E ,'&"*$/+#&)/#.,$&/B&#,7#1*0*&*+%&*,$#*$#$%&'(%"#)*+&,(-#.,""/.&*,$+#8+/.&*,$#F9#

E $,5*$%&/+#&)/#?/-#.,$./4&+#*$#1*0*&*+%&*,$6#*$."'1*$0#%#5,1/"#7,(#%++/++*$0#%$#
*$+&*&'&*,$G+#(/"%&*</#1*0*&*+%&*,$#4/(7,(5%$./#8+/.&*,$#H9#

E /B4"%*$+#&)/#5%*$#.)%""/$0/+#%$#*$+&*&'&*,$#5'+&#,</(.,5/#7,(#/77/.&*</#1*0*&*+%&*,$#
8+/.&*,$#I9#

E 1*+.'++/+#%$1#4(,<*1/+#0'*1%$./#,$#4"%$$*$0#7,(#%$1#,(0%$*+*$0#%#1*0*&*+%&*,$#4(,D/.&#
8+/.&*,$+#J#%$1#K9:#

>)/#1,.'5/$&#*+#$,&#%#&/B&#3,,?#,$#1*0*&*+%&*,$L#$,(#*+#*&#%3,'&#1*0*&%"#4(/+/(<%&*,$#'()#*(#,(#
5%$%0*$0#%#1*0*&%"#.,""/.&*,$:#C&#*+#+*54"-#*$&/$1/1#&,#0'*1/#%$#*$+&*&'&*,$#%",$0#&)/#4%&)#,7#
1/</",4*$0#%#1*0*&*+%&*,$#4(,0(%5#%$1#4,*$&#&,#(/+,'(./+#&)%&#.%$#*$7,(5#4%(&*.'"%(#%+4/.&+#
,7#&)/#1*0*&*+%&*,$#4(,./++:##

Intended audience 
M)*"/#5%$-#4/,4"/#%++,.*%&/1#@*&)#$%&'(%"#)*+&,(-#.,""/.&*,$+#8,(#,&)/(#&-4/+#,7#
.,""/.&*,$+9#@*""#3/$/7*&#7(,5#&)*+#1,.'5/$&6#*&+#*$&/$1/1#%'1*/$./#*+#.'(%&,(+6#.,""/.&*,$#
5%$%0/(+6#3'+*$/++#5%$%0/(+6#1*0*&*+%&*,$#5%$%0/(+#%$1#1*0*&%"#.,""/.&*,$#5%$%0/(+#*$#
$%&'(%"#)*+&,(-#.,""/.&*,$+:##

Basis of the guidance 
N'*1%$./#*+#3%+/1#,$#&)/#,'&.,5/+#,7#1*0*&*+%&*,$#%.&*<*&*/+#*$#$%&'(%"#)*+&,(-#.,""/.&*,$+#
%",$0#@*&)#.,$+'"&%&*,$+#@*&)#5'+/'5+6#)/(3%(*%6#*5%0*$0#/B4/(&+#%$1#4'3"*."-#%<%*"%3"/#
*$7,(5%&*,$6#/0#&)/#+,*-#"%#.-/#%44(,%.)#8+/.&*,$#I:J:F6#4HO9#(/4(/+/$&+#.'((/$&#4(%.&*./+#*$#
+,5/#$%&'(%"#)*+&,(-#.,""/.&*,$+:#!+#@/""6#&)/#%44(,%.)#%1,4&/1#*+#.,$+*+&/$&#@*&)#P,,"/G+#
+'44"-#.)%*$#5,1/"#7,(#1*0*&%"#.,$&/$&#*$#5'+/'5+#8Q/7/(/$./#HR9#*""'+&(%&/1#*$#S*0'(/#F#
84O9:#
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!
Figure 1 Poole's supply chain model for digital content in museums 

Using the guidance 
"#$%&'#!()!*+#!,%-.#!()!/0.0*0'%*0(-!$%1%2030*0#'!%-/!#41#,0#-$#'!0-!-%*&,%3!+0'*(,5!
$(33#$*0(-'!%-/!*+#!6%,0#*5!()!(27#$*'!*(!2#!/0.0*0'#/8!*+#!0-)(,9%*0(-!0-!*+0'!.&0/#!0'!
-#$#''%,035!.#-#,%3:!;'!'&$+8!5(&!'+(&3/!$(-'0/#,!*+#!.&0/%-$#!%'!%!2%'0'!)(,!%$*0(-8!%-/!
%9#-/#/!0*!%'!-#$#''%,5!*(!,#)3#$*!*+#!$0,$&9'*%-$#'!()!5(&,!0-'*0*&*0(-:!

;//0*0(-%3!0-'0.+*'!%-/!.&0/%-$#!(-!/0.0*0'%*0(-!%,#!%6%03%23#!),(9!(*+#,!'(&,$#'8!0-$3&/0-.!
*+('#!30'*#/!0-!'#$*0(-!!"#<1=>?:!@(-'&3*!*+#'#!%'!-#$#''%,5:!

A0-%3358!*+0'!.&0/#!0'!-(*!0-*#-/#/!*(!2#!,#%/!),(9!),(-*B*(B2%$C:!D%$+!'#$*0(-!0'!'#3)B
$(-*%0-#/!%-/!$,(''B,#)#,#-$#/!E0*+!,#3%*#/!'#$*0(-':!D413(,#!*+#!/($&9#-*!%'!5(&!$+(('#!
*(!&-/#,'*%-/!/0))#,#-*!%'1#$*'!()!/0.0*0'%*0(-:!

!

!

! !

!"#$"%&' ()"#$*"+,- .#,/0*"+,- 1$-$&%2%-" 3+4"#+50"+,- 64%
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1 Digitisation in natural history collections 

1.1 Role of digitisation in natural history collections 
!"#$%$&$%'"#()"*+*)(%"(,%*%$%#+$%'"(-'.(+(/+.%)$0('-(.)+#'"#1(#&23(+#(.)#)+.231('"4%")(
5&64%#3%"*1(7+.8)$%"*(+",(,)/)4'5%"*()93%6%$%'"#:(;)4,'7($3'&*3(%#(,%*%$%#+$%'"(
+55.'+23),(#0#$)7+$%2+440('.(#$.+$)*%2+440:((

!"($',+0<#(2'75)$%$%/)(='.4,1(,%*%$%#+$%'"(7&#$(6)(#))"(-'.(=3+$(%$(%#>(+"(%"$)*.+4(5+.$('-(
7+"+*%"*(+("+$&.+4(3%#$'.0(2'44)2$%'":(!$(%#("'$(+"('5$%'"+4()9$.+?(%$(7&#$(6)2'7)(+(2'.)(
6&#%")##(+2$%/%$01(,)4%/).),(%"(+22'.,+"2)(=%$3(+(,%*%$%#+$%'"(#$.+$)*0:(@3&#1($3)(6+#%2(
A&)#$%'"(%#("'$(!"#$%&'()'&*+*,*-).(6&$(/#('01)'()'2)13#14*5+'0+0*5-,'#$1'&*+*,*-0,*#5'
-,10,)+6.(

;$.+$)*%2(+55.'+23)#($'(,%*%$%#+$%'"(+44'=(2'"#%,).+$%'"('-($3)(%75+2$('-($)23"'4'*0(
'5$%'"#1(5.%'.%$%)#(-'.(,%*%$%#+$%'"1(,%*%$%#+$%'"('6B)2$%/)#(+",(.)#'&.2)(7+"+*)7)"$:(@3)0(
#&55'.$('$3).(%"#$%$&$%'"+4('6B)2$%/)#(+",(+44'=(+"(%"#$%$&$%'"($'(7'.)(.)+,%40(.)#5'",($'(
23+"*%"*(2%.2&7#$+"2)#1(&#).(")),#(+",(.)#'&.2)(2'"#$.+%"$#:(

C3%4)(,%*%$%#%"*()/).0('6B)2$(%"(+(2'44)2$%'"(%#(+(4+&,+64)('6B)2$%/)(%$(%#("'$(")2)##+.%40(
5.+2$%2+4('.()##)"$%+4:(@+8%"*(+(#$.+$)*%2(+55.'+23($'(,%*%$%#+$%'"(+44'=#(0'&($'(,)2%,)(
=3+$<#(%75'.$+"$($'(,%*%$%#)(+",(=3+$<#("'$:(D.'&",($3)#)(5.%'.%$%)#(0'&(2+"()#$+64%#3(
,%*%$%#+$%'"(5.'B)2$#1('6$+%"(.)#'&.2)#(+",(,)/)4'5(,%*%$%#+$%'"(5.+2$%2)#($3+$(#&554)7)"$(
)9%#$%"*(='.8(5.+2$%2)#(.+$3).($3+"(.)54+2)($3)7:(D",(60(#$+.$%"*(#7+441($3)('/).+44($+#8(
6)2'7)#(7'.)(7+"+*)+64)1(+#(=)44(+#(5+4+$+64)1($'(#$+8)3'4,).#:(

1.2 Benefits of digitisation 
E%*%$%#+$%'"(6.%"*#(6)")-%$#($'(+"(%"#$%$&$%'"(%"24&,%"*>(

F !"#$%&'#:(!-(+(2'44)2$%'"(%#(&"%A&)('.("+$%'"+440('.(%"$)."+$%'"+440(%75'.$+"$1(,%*%$%#+$%'"('-(
$3)(2'44)2$%'"(7+8)#(%$(+/+%4+64)($'(+(=%,).(+&,%)"2):(@3%#(2+"(6.%"*(+224+%7($'(+(
2'44)2$%'"(+",(%$#(3'#$(%"#$%$&$%'"(+",(-+2%4%$+$)(*+%"%"*(+,,%$%'"+4(.)#'&.2)#(

F "#()*#(+,-"./-0(+01(+*-$%$:(G--'.$()95)",),(%"(5.'/%,%"*(+22)##($'1('.(4)",%"*1(530#%2+4(
2'44)2$%'"('6B)2$#(2+"(6)(+/'%,),('.(7%"%7%#),(60(5.'/%,%"*(+(,%*%$%#),(/).#%'"('-(+"(
'6B)2$(

F 1#,+"#$#0"*2+-!!-"%)1&%&#$:(E%*%$%#+$%'"($)23"'4'*%)#(2+"('5)"(")=(=+0#($'(+"+40#)(
'6B)2$#(%"(+(2'44)2$%'"(

F (&$*-3#"04&/&%5:(H&64%#3%"*(#5)2%7)"(%"-'.7+$%'"('"4%")I,+$+6+#)()"$.%)#1(%7+*)#1(
*)"'7)#I+44'=#(5)'54)($'(,%#2'/).(=3+$<#(%"(+(2'44)2$%'"(=%$3'&$(3+/%"*($'(,%.)2$40(
+55.'+23(+"(%"#$%$&$%'"(

F &6!"-3#(+*-//#*%&-1+6010'#6#1%+01(+*)"0%&-1:(J+/%"*(,%*%$%#),(/).#%'"#('-(2'44)2$%'"(
'6B)2$#(.),&2)#($3)%.(7+"&+4(3+",4%"*1(+44'=#(-'.()+#%).(+22'&"$%"*(+",(5.'/%,)#(+(6+#%#(
-'.(+##)##%"*($3)(2'",%$%'"('-('6B)2$#(

D(,)$+%4),(,%#2&##%'"('-($3)(6)")-%$#('-(,%*%$%#+$%'"(%#(*%/)"(%"(K)-).)"2)(LM:(
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1.3 Digitisation of collections within collections 
!"#$%&'()*'+%,-.("*/%0"++$0(-"&.%'*$%1'*(%"2%0"++$0(-&3%-&.(-()(-"&.%(,'(%-&0+)4$%0)+()*'+5%
."0-'+%'&4%'*(%"67$0(.8%9&%(,$.$%0'.$.5%(,$%&'()*'+%,-.("*/%0"++$0(-"&%).)'++/%,'.%("%"1$*'($%
:-(,-&%'%1"+-0/5%'&4%4-3-(-.'(-"&5%0"&($;(%'11+-0'6+$%("%(,$%:,"+$%-&.(-()(-"&8%9#1+$#$&(-&3%'%
4-3-(-.'(-"&%1*"3*'#%-&%-."+'(-"&%2*"#%(,$%6*"'4$*%0"&($;(%-.%(,).%"2($&%-#1*'0(-0'+%"*5%'(%
6$.(5%0,'++$&3-&38%%

<=$&%."5%$;1$*-$&0$%,'.%.,":&%(,'(%+":%.0'+$%4-3-(-.'(-"&%1*"3*'#.%0'&%6$%$22$0(-=$+/%
-#1+$#$&($4%-&%'%&'()*'+%,-.("*/%0"++$0(-"&%>:-(,-&%'%6*"'4$*%0"++$0(-&3%-&.(-()(-"&?%'&4%(,'(%
(,-.%0'&%-&2+)$&0$%4-3-(-.'(-"&%'0(-=-(-$.%-&%(,$%:-4$*%-&.(-()(-"&8%@,).5%(,$%-&2"*#'(-"&%-&%(,-.%
4"0)#$&(%0'&%6$%).$4%("%-&2"*#%(,$%4$=$+"1#$&(%"2%'%:,"+$A"2A-&.(-()(-"&%4-3-(-.'(-"&%
1*"3*'#8%%

%

% %

!"#$%&'(#))#)$*+,$%&'(#,-&#)$,#.#/'%#,$,-&0+1$2"0)$%&'3#(2$4'&$,01020)0+1$
)%#(05#+)$*+,$2"#0&$/*6#/)$*&#$,#)01+#,$2'$6#$('5%/#2#/7$)(*/*6/#$*+,$
*,*%2*6/#$2'$2"#$&#)'-&(#)$*.*0/*6/#$0+$*+$0+)202-20'+8$!"0)$*%%&'*("$9*)$2*:#+$
6#(*-)#$02$0)$9#//$-+,#&)2'',$2"*2$2"#$4-+,)$*.*0/*6/#$*2$*+7$%*&20(-/*&$
0+)202-20'+$90//$.*&7$1&#*2/78$

BC'1-4%D-3-(-.'(-"&%E*"7$0(F%G-&'+%C$1"*(5%H).(*'+-'&%I).$)#5%JKLL%
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2 Key concepts in managing digitisation 
!"#$%$&'(#)*%)+(,#*&$%("&%-&.%')*'&/($%#*%0#1#(#$2(#)*3%')*'&/($%("2(%24&%&5/,)4&0%#*%,2(&4%
$&'(#)*$6%

7 0#1#(#$2(#)*%82*21&8&*(%9428&:)4-;$&'(#)*%<=>%?/>@A%

7 ')4&%0#1#(#$2(#)*%2'(#B#(#&$;$&'(#)*%<=<%?/>CA%

7 0#1#(#$2(#)*%1)B&4*2*'&;$&'(#)*%<=@%?/>DA%

7 0#1#(#$2(#)*%$(42(&1.;$&'(#)*%<=C%?/>EA%

7 F#1#(#$2(#)*%G2(+4#(.%G)0&,;$&'(#)*%<=D%?/>EA%%

7 0#1#(2,%2$$&($%2$%2%'),,&'(#)*%:#("%2%82*21&4;$&'(#)*%<=E%?/>HA%

7 0#1#(#$2(#)*%/4)'&$$;$&'(#)*%<=H%?/>HA%

7 0#1#(2,%2$$&(;$&'(#)*%I%?/>JA%

7 )KL&'($%9)4%0#1#(#$2(#)*;$&'(#)*%<=M%?/<>A%

7 $/&'#8&*%?)KL&'(A%82*21&8&*(%/4)'&$$;$&'(#)*%<=>I%?/<<A%

7 :2.$%)9%82-#*1%2%0#1#(2,%2$$&(;$&'(#)*%<=>>%?/<@A%

7 +$&4$%)9%0#1#(2,%2$$&($;$&'(#)*%<=><%?/<CA%

7 +$&$%)9%0#1#(2,%2$$&($;$&'(#)*%<=>@%?/<CA=%

2.1 Digitisation management framework 
!"&%-&.%')*'&/($%#*%82*21#*1%0#1#(#$2(#)*%24&%2,,%')8/)*&*($%)9%("&%0#1#(#$2(#)*%
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!
Figure 2 Digitisation management framework 
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Figure 3 Core digitisation activities 
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2.3 Digitisation governance 
!"#$%&'&($)*"%)+,-,.,/'.,"&)("&/,/./)"*).0$)1%,&(,12$/3)1"2,(,$/3)1%"($+4%$/3)%"2$/)'&+)
%$/1"&/,5,2,.,$/)'//"(,'.$+)6,.0)+,-,.,/'.,"&)'(.,#,.,$/7)8*).0$/$3).0$)+,-,.,/'.,"&)1%,&(,12$/)
-,#$&),&)9":);)<1;=>)<5'/$+)"&).0"/$),&)?$*$%$&($);@>)'%$)1"//,52A).0$)B"/.),B1"%.'&.3)'/)
.0$A)('&)'112A)6,.0"4.)')*"%B'2)+,-,.,/'.,"&)%$-,B$)'&+)5$)*"22"6$+)5A)$#$%A"&$),&#"2#$+)
,&)+,-,.,/'.,"&7)
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Box 1 Digitisation principles* 
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2.4 Digitisation strategy 
!"#$%$&$'(&$)*"'&+(&,%-"$'"'$./0-"("'&(&,.,*&")1"2)3"#$%$&$'(&$)*"3$00"4,"$./0,.,*&,#"(*#"

32(&"$'"&)"4,"(52$,6,#"&2+)7%2"("#$%$&$'(&$)*"/+)%+(.8"9&".(-"4,"1)+.(0")+"$*1)+.(0"(*#"

(//0-"&)"(*"$*#$6$#7(0"5)00,5&$)*")+"&2,"$*'&$&7&$)*"('"("32)0,8""

!""#$%&'"',5&$)*":8:";/:<=8"

2.5 Digitisation Maturity Model 
>$%$&$'(&$)*"$'"(*")*%)$*%"(5&$6$&-"&2(&?"0$@,"&2,")&2,+"(5&$6$&$,'"$*"(*"$*'&$&7&$)*?"*,,#'"&)"4,"

+,6$,3,#"1+)."&$.,"&)"&$.,"&)"&(@,"(55)7*&")1?",%"52(*%$*%"5$+57.'&(*5,'?"*,3"
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Figure 4 Digitisation maturity model 
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2.6 Digital assets as a collection with a manager 
!"#"$%&'%(()$('%('%'#*+,-'+.'%*$).%/$('*)-*)()0$'%'/+&&)/$"+0'"0'$1)"*'+20'*"#1$3%'4"#"$%&'
/+&&)/$"+0'5$1+,#1'.+*'6%07'"0($"$,$"+0('$1)*)'6%7'8)'6%07'4"#"$%&'/+&&)/$"+0(93%04'(1+,&4'
8)'6%0%#)4'%('(,/1:';,($'&"<)'%07'+$1)*'/+&&)/$"+0='>'4"#"$%&'/+&&)/$"+0'(1+,&4'1%?)'"$('+20'
6%0%#)*'54"#"$%&'/+&&)/$"+0('6%0%#)*9:'4)?)&+-6)0$'-&%0'58%()4'+0'$1)'4"#"$"(%$"+0'
($*%$)#79'%04'-*)()*?%$"+0'($*%$)#7=''

@A%6-&)('+.'$1)'*+&)'+.'%'4"#"$%&'/+&&)/$"+0('6%0%#)*B'

C !"#$%&'()$*")+",-./%01'"+)$"2-.3/.04",))/"5.4.6%3"7)33'16.)08'5D).)*)0/)'EF9'

C 7'/%$8",-./'"6)"5.4.6%3"7)33'16.)0"9%0%4'&'06'5D).)*)0/)'GH9'

C 7:'1*3.86"+)$"7$'%6.04"%";$'8'$<%6.)0";)3.1='5D).)*)0/)'I9'

>''"%38)'()/$"+0'I'5-IG9='

2.7 Digitisation process 
J1"('4+/,6)0$'$%<)('%'?)*7'8*+%4'?")2'+.'/.4.6.8%6.)0B'%&&+2"0#'"$'$+')0/+6-%(('%'*%0#)'+.'
%/$"?"$")('%&&'"0$)04)4'$+'-*+4,/)'%'4"#"$%&'+8;)/$'$1%$'/%0'8)'(1%*)4'2"$1'+$1)*(='J1"('
8*+%4)*'?")2:'%('2"&&'8)'(1+20'"0'()/$"+0'H:'"(')(()0$"%&'$+'4)?)&+-"0#'%'($*%$)#"/'%--*+%/1'
$+'4"#"$"(%$"+0'%04'"6-&)6)0$"0#'%0').."/")0$'%04')..)/$"?)'4"#"$"(%$"+0'*)#"6)='

J1)'."?)'($%#)'4"#"$"(%$"+0'-*+/)(('+,$&"0)4'"0'K"#,*)'L'5-GI9'%04')A-%04)4'"0'K"#,*)'F'5-GM9'
$1*+,#1'K"#,*)'GN'5-EN9'/+0$%"0('$1)'("A'/+*)'4"#"$"(%$"+0'%/$"?"$")('5()/$"+0'E=E:'-GO9='
5>/$"?"$")('"0'$1)'P&%0'%04'Q*#%0"()'($%#)('%*)'4"(/,(()4'"0'()/$"+0('O'5-HI9'%04'L'5-LE9'
*)(-)/$"?)&7=9'R7'0)/)(("$7:'$1)'%/$"?"$")('+//,**"0#'"0')%/1'($%#)3%04'1)0/)'$1)'+?)*%&&'
6+4)&(3%*)'#)0)*"/'%04'$1,('6%7'0+$'8)'*)-*)()0$%$"?)'+.'1+2'%'($%#)'"('-)*.+*6)4'"0'%'
-%*$"/,&%*'"0($"$,$"+0='K,*$1)*:'"0'-*%/$"/):'$1)'8+,04%*7'8)$2))0'($%#)('6%7'8)'8&,**)4'+*'
?%*")4'4)-)04"0#'+0'$1)'/"*/,6($%0/)('+.'%0'"0($"$,$"+0:'$1)'0%$,*)'+.'/+&&)/$"+0('%04'$1)'
%--*+%/1'$+'4"#"$"(%$"+0'%4+-$)4='K+*')A%6-&):'"0'$1)'?-86"/)".6@'%--*+%/1'5()/$"+0'H=O=G:'
-EM9:'"$'6%7'8)'%--*+-*"%$)'$+'/+0("4)*'(+6)'+*#%0"("0#'%/$"?"$")('4,*"0#'$1)'-&%00"0#'
($%#)='S+$2"$1($%04"0#'$1)()'*)()*?%$"+0(:'$1)'%/$"?"$")('6)0$"+0)4'"0'$1)'6+4)&'2"&&'%&&'
+//,*'%$'(+6)'$"6)'4,*"0#'%'4"#"$"(%$"+0'-*+#*%6='

'

'
Figure 5 Outline digitisation process 
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!
Figure 6 Digitisation planning stage 

!

!
Figure 7 Organising digitisation stage 
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!
Figure 8 Creating the digital asset stage 
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!
Figure 9 Managing digital assets stage 

!

!
Figure 10 Sharing digital assets stage 

2.8 Digital asset 
"!#$%$&'(!'))*&!$)!&+*!,-&.,/*!,0!&+*!/'1*!#$%$&'(!.,2*!#$%$&$)'&$,3!'.&$4$&5!6)*.&$,3!7879!:;<=!
'3#!$)!>+'&!$)!/'3'%*#!'3#!)+'2*#8!

?5:*)!,0!#$%$&'(!'))*&)!0,-3#!$3!3'&-2'(!+$)&,25!.,((*.&$,3)!'2*!%$4*3!$3!@,A!7!6:7;=8!?+*)*!'2*!
'!.,3)*B-*3.*!,0!&+*!>'5)!$3!>+$.+!#$%$&'(!'))*&)!'2*!.2*'&*#!6)*.&$,3!78;;9!:7C=8!

!"#$%&'#$%$'
()*+$%,'$-#'

+&#.$

/$012"'#.3.%$4'
)56&0%,

7.,"),&')('
#.3.%$4')56&0%,

8$-$3&'#.3.%$4'
$,,&%,'$-#'

#$%$

!"#$ 9*3$-.,& :)-;&*%'$-#'
#$%$5$,&

8$-$3& <=$*&

8)-.%)*'
0=$-3.-3'
%&0=-)4)3>

!"#$%&'&(")$
*+,-.(/$"0%$
1-("%"("$(*$
-2#*3($4*31"(

53-#"3-$%&'&(")$
*+,-.(/$"0%$
1-("%"("$4*3$

/6"3&0'

57+)&/6$
1-("%"("$(*$
1-("%"("$

"''3-'"(*3/

8.(&*0$
4--%+".9

57+)&/6$*0$
:-+

57+)&/6$(*$%"("$
"''3-'"(*3/

;/-$&0(-30"))<

!"#$ =3'"0&/- >*0?-3($"0%$
%"("+"/- !"0"'- @6"3-

A2#)*&($%"("



 Digitisation: A strategic approach 

21 

Box 2 Indicative types of digital assets 

!

2.9 Objects for digitisation 
"#$%!&#'()#*!%+,'-).!$-**/$'+-&!%#,!#!0+1/!)#&2/!-3!-45/$',!,(+'#4*/!3-)!$-&6/)'+&2!'-!#!

1+2+'#*!#,,/'7!'.8+$#*!$#'/2-)+/,!#)/!*+,'/1!+&!9-:!;!<8=>?@!A+33/)/&'!$#'/2-)+/,!B#.!%#6/!

1+33/)/&'!(,/,!#&1!(,/),!<,/$'+-&!C@=D!8;E?!#&1!-3'/&!)/F(+)/!1+33/)/&'!'--*,!3-)!'%/+)!

$)/#'+-&!<,/$'+-&!=@>>D!8=;?D!,'#&1#)1,!<,/$'+-&!C@G@CD!8CH?!#&1!B/'#1#'#!<,/$'+-&!C@G@GD!

8CE?@!!

!

Box 3 Categories of objects for digitisation 

!

!"#$%&'(&)*+*,-. &-%%$,%&
!

! A#'#!+&!#!1#'#4#,/! !! A+2+'#*!+B#2/!-3!#!$-**/$'+-&!+'/B!

! A+2+'#*!+B#2/! !! A+2+'#*!IJ!,$#&!-3!#!,8/$+B/&!

! A+2+'#*!#(1+-!3+*/! !! A+2+'#*!6+1/-!3+*/!

! K8/$+/,!-4,/)6#'+-&!-&!#!0/4!,+'/! !! L/&/'+$!,/F(/&$/!

! A+2+'#*!6/),+-&!-3!#!B+$)-,$-8/!,*+1/! !! !MINO1!1-$(B/&'!

! P/4Q4#,/1!,8/$+/,!8)-3+*/! !! "*/$')-&+$!5-()&#*!

! R(*'+B/1+#!3+*/!+&!#!1+2+'#*!#,,/'!! !! K$#&&/1!6/),+-&!-3!#!3+/*1!&-'/Q!

! B#&#2/B/&'!,.,'/B! ! 4--S!

/-,$+'0*$%&'(&'12$3,%&('0&)*+*,*%-,*'4&
!

! A-$(B/&',D!/2!B-&-2)#8%,D!5-()&#*,D!&-'/4--S,D!*/12/),D!3+/*1!&-'/,D!

8%-'-2)#8%,D!B#8,!

! T)/,/)6/1!#&1!1)+/1!,8/$+B/&,U#,!+&1+6+1(#*,!

! T)/,/)6/1!#&1!1)+/1!,8/$+B/&,U+&!2)-(8,!-)!1)#0/),!

! V+6+&2!,8/$+B/&,!

! W+/*1!0-)S!#$'+6+'+/,!

! X&Q,+'(!,8/$+B/&,!#&1!,$/&/,!

! Y&#*-2(/!+B#2/,D!/2!8%-'-2)#8%+$!,*+1/,D!8#+&'+&2,!#&1!1)#0+&2,D!:Q)#.!

8*#'/,D!B+$)-3+*BD!IJ!,$#&,!

! Y&#*-2(/!B(*'+B/1+#!

! R+$)-,$-8/!,*+1/,!

! Y&#*-2(/!,-(&1!3+*/,!
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2.10 Specimen (object) management process 
!"#$%&'($)%*&+(,-($&./#0('$)-$,$-,(1+,2$")'(&+3$0&22#0()&-$,+#$("#$'*#0)%#-'4$("#3$,+#$,2'&$
&5(#-$("#$%&'($-1%#+&1'6$7-8#+'(,-8)-9$("#$*+&0#''$&5$%,-,9)-9$("#'#$'*#0)%#-'$
*+&:)8#'$)-')9"('$)-(&$("#$+&2#$&5$8)9)()',()&-$)-$("#)+$%,-,9#%#-($,-8$1'#6$;($,2'&$*+&:)8#'$
,$0&-(#<($5&+$1-8#+'(,-8)-9$("#$1'#+'$,-8$1'#'$='#0()&-$>6?@$*ABC$&5$("#$8)9)(,2$:#+')&-'$
=8)9)(,2$,''#('C$&5$("#$'*#0)%#-'6$

D)91+#$EE$=*??C$'"&F'$("#$&:#+,22$*+&0#''$5&+$%,-,9)-9$&./#0('$)-$,$0&22#0()&-G$8)9)(,2$,''#('@$
'*#0)%#-'@$8&01%#-('$,-8$&("#+$*"3')0,2$,+(#5,0('6$$

$

$
Figure 11 Outline object management process 

D&+$'*#0)%#-'@$("#+#$)'$,2'&$,-$;8#-()53$'(,9#@$,'$)221'(+,(#8$)-$D)91+#$E?$=*??C6$=H&%#()%#'@$
(")'$,88)()&-,2$'(,9#$)'$,2'&$-##8#8$5&+$&("#+$(3*#'$&5$&./#0('@$#9$(&$)8#-()53$("#$'1./#0('$)-$
,$*"&(&9+,*"6$I-8$5&+$'*#0)%#-'$&5(#-$("#$;8#-()53$'(,9#$F)22$.#$0&%.)-#8$F)("$("#$J&22#0($
'(,9#6C$

$

$

Figure 12 Outline specimen management process 

K,/&+$,0():)()#'$F)(")-$#,0"$'(,9#$,+#$'"&F-$)-$D)91+#$EA$=*ALC$F"#+#$&**&+(1-)()#'$5&+$
8)9)()',()&-$,+#$)-8)0,(#8$)-$.3$("#$$$$$$$$$$)0&-6$H)%)2,+$8)9)()',()&-$&**&+(1-)()#'$#<)'($5&+$&("#+$
(3*#'$&5$&./#0('$)-$,$0&22#0()&-6$

I9,)-@$("#$,0():)()#'$&001++)-9$)-$#,0"$'(,9#M,-8$"#-0#$("#$&:#+,22$%&8#2'M,+#$9#-#+)0$
,-8$("1'$%,3$-&($.#$+#*+#'#-(,():#$&5$"&F$,$'(,9#$)'$*#+5&+%#8$)-$,$*,+()012,+$)-'()(1()&-6$
I-8$("#$.&1-8,+3$.#(F##-$'(,9#'$%,3$.#$.21++#8$&+$:,+)#8$8#*#-8)-9$&-$("#$
0)+01%'(,-0#'$&5$,-$)-'()(1()&-@$("#$-,(1+#$&5$0&22#0()&-'$,-8$("#$,**+&,0"$(&$8)9)()',()&-$
,8&*(#86$$

!"#$
%&""'()*
(+'#)' %,+#)' -.' /0.1&.'

!"#$ %&""'() *+'$),-. %/0#)' 12' 3,24&2'

!
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!
Figure 13 Digitisation opportunities in specimen management 

2.11 Ways of making a digital asset 
"#$%&'(!)*'+,!-.!)'/%+0!'!1%0%2'(!',,*2!%+!'!+'234'(!5%,2-4#!&-((*&2%-+!'4*!0%6*+!%+!7-8!9!
:$;9<=!>-2!*6*4#!&-((*&2%-+!-4!%+,2%232%-+!?%((!3,*!'((!25*,*!)*'+,!'+1!,-)*!)'#!5'6*!
'11%2%-+'(!&'$'@%(%2%*,=!

!

!

!

!

!

!

!"#$#"%#&
'"#'("#)
$'#*+,#-

!"#$#"%#&
'"#'("#)
$'#*+,#-

.#/#0#",+-#)
$'#*+,#-

!123+$4)
$'#*+,#-

!

56%#)
$'#*+,#-

!"#'("#)7#3/)
/(0()

*633#*0+6-)
0663$

!

8#%#36')
#%#-0)

,#0(/(0(

!"#$#"%#&
'"#'("#)
$'#*+,#-

906"#)
$'#*+,#-

8(0(2($#)
$'#*+,#-

:#-60;'#)
$'#*+,#-

<#-/)
$'#*+,#-

.#*#+%#)3#-0)
$'#*+,#-

<(2#3)
$'#*+,#-

=6,'3#0#)
7#3/)-60#$

9#33>)/+$*("/>)
"#'(0"+(0#)
$'#*+,#-

?1/+0)
$'#*+,#-

8#@
(**#$$+6-)
$'#*+,#-

!1"*4($#)&
"#*#+%#)AB+C0D
$'#*+,#-

56%#)06)
0#(*4+-B)
*633#*0+6-

E20(+-)
'#",+0$

F/#-0+C;)
"#$#("*4)
'"6G#*0

=6,'3#0#)
7#3/)/(0()
*633#*0+6-)

0663$

!3(-)
*633#*0+6-)
#%#-0 =633#*0)

$'#*+,#-

F,(B#)
$'#*+,#-

=1"(0#)
$'#*+,#-

!

!

!

!

!

!
!

!

! Indicates an opportunity for digitisation

94("#)
$'#*+,#-)
,#0(/(0(

!

F/#-0+C;)
$'#*+,#-

8(0(2($#)
$'#*+,#-

!

8(0(2($#)
$'#*+,#-

!

8+$'6$#)6C)
$'#*+,#-

:#-60;'#)
$'#*+,#-

!

94("#)
$'#*+,#-)
,#0(/(0(

! F,(B#)
$'#*+,#-

!

H$#)
$'#*+,#-
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Box 4 Typical means of making digital assets 

!

2.12 Users of digital assets 
"#$%&'(%)*!+,*-,!./!$%0%('1!',,*(,!/-.2!'!#'(+-'1!3%,(.-4!&.11*&(%.#!'-*!0%)*#!%#!5.6!7!89:;<!
(3.+03!'!&.11*&(%.#!2'4!3')*!'!2.-*!#'--.=!-'#0*!./!+,*-,>!

!""#$%&'!,*&(%.#!;>:!89?@<>!

!

Box 5 Indicative users of digital assets 

!

2.13 Uses of digital assets 
A.(*#(%'1!+,*,!./!'!$%0%('1!',,*(!%#!'!#'(+-'1!3%,(.-4!&.11*&(%.#!'-*!0%)*#!%#!5.6!B!89:7<>!C3%1*!
'!,%#01*!+,*-D!*0!'!9.1%&4!2'E*-D!2'4!/').+-!'!9'-(%&+1'-!+,*!/.-!'!$%0%('1!',,*(D!*0!,9*&%*,!
&.#,*-)'(%.#D!'!$%//*-*#(!+,*-!%,!1%E*14!(.!3')*!%#!2%#$!'!$%//*-*#(!+,*!/.-!(3*!,'2*!',,*(D!*0!
,9*&%2*#!%$*#(%/%&'(%.#>!F/(*#D!'!+,*-!=%11!+,*!'!$%0%('1!',,*(!%#!='4,!#.(!%#(*#$*$!.-!
&.#,%$*-*$!=3*#!(3*!',,*(!=',!&-*'(*$>!G*#&*D!%(!%,!%29.-('#(!=3*#!&-*'(%#0!'!$%0%('1!',,*(!
(.!#.(!$*1%2%(!%(,!+,*!+##*&*,,'-%14!H4!&.#,(-'%#%#0!%(,!/*'(+-*,!,+&3!',!-*,.1+(%.#D!H%(!$*9(3!
.-!',,.&%'(*$!2*('$'('>!

!""#$%&'!,*&(%.#!;>:!89?@<>!

!"#$%&'%(")*%"%+,-,&".%"$$*& %
!

! I$$!$'('!(.!'!$'('H',*! !! J-'#,&-%H*!'!/%*1$!#.(*H..E!
! K*&.$*!'#!'+$%.!/%1*!(.!29?! !! L'E*!'!$%0%('1!MJ!,&'#!
! FMK!'!$.&+2*#(! !! L'E*!'!$%0%('1!)%$*.!
! J'E*!'!$%0%('1!93.(.0-'93! !! N&'#!'!H..E!.-!/%*1$!#.(*,!
! K*&.-$!'#!.H,*-)'(%.#!%#!'!$'('H',*! !! J-'#,&-%H*!'!,9*&%2*#!1'H*1!
! M.#)*-(!1.&'(%.#!$*,&-%9(%.#,!(.!!

$*&%2'1!1'(%(+$*!'#$!1.#0%(+$*!

/$*0$%'1 %+,-,&". %"$$*&$%
!

! K*,*'-&3*-,! !! O'(+-'1!-*,.+-&*!2'#'0*-,!
! J*'&3*-,! !! P'#$!$*)*1.9*-,!
! N(+$*#(,! !! M.#,+1('#(,!
! L'-E*(*-,! !! I+$%(.-,!
! M%(%Q*#!,&%*#(%,(,! !! M.11*&(%.#!2'#'0*-,!
! A.1%&4!2'E*-,! !! M+-'(.-,!
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Box 6 Indicative uses of digital assets 

!

  

!"#"$%&$'()(*+, $+""#*"$
!

! "#$%&'()*! !! +,-%(-.!(#-*'(/(%&'()*!
! 0)1(%2!3&4(*5! !! 67&*.%7(,'()*!
! 8-.)$7%-!3&*&5-3-*'! !! "*'-7'&(*3-*'!
! 9()#(:-7.('2!3)#-11(*5! !! ;)11-%'()*!:&1$&'()*!
! 0$<1(%&'()*! !! ;)11-%'()*!3&*&5-3-*'!
! 6&=)*)3(%!7-.-&7%>! !! ;)11-%'()*!,1&**(*5!
! ?*!1(-$!)/!.,-%(3-*!1)&*.! !! 8-%)7#4--,(*5!
! @*1(*-!:(-A(*5! !! B&,,(*5!

! +,-%(-.!%)*.-7:&'()*!
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3 Major challenges in digitisation 
!"#$%#&'()*+$,%-$%(%.+,+/+0(/+-$%1)-,)(&2%0#3#)(4%0+,$+5+6($/%6"(44#$,#0%&(7%$##.%/-%'#%
6-$5)-$/#.8%

9 )#4:6/($6#%/-%(66#1/%/"#%$##.%5-)%.+,+/+0(/+-$;0#6/+-$%<=>%?1@AB%

9 (),:&#$/0%(0%/-%C"7%.+,+/+0(/+-$%6($D/%'#%.-$#;0#6/+-$%<=@%?1@AB%

9 .#6+.+$,%C"(/%/-%.+,+/+0#;0#6/+-$%<=<%?1@EB%

9 .#6+.+$,%"-C%/-%'#,+$%.+,+/+0(/+-$;0#6/+-$%<=F%?1@EB%

9 .#6+.+$,%C"-%C+44%.-%C"(/;0#6/+-$%<=G%?<>B%

9 &-'+4+0+$,%.(/(%5-)%0"()+$,;0#6/+-$%<=A%?1<>B%

9 4-$,%/#)&%.(/(%&($(,#&#$/;0#6/+-$%<=H%?1<@B%

9 6"($,+$,%6:4/:)#%/-%0:11-)/%.+,+/+0(/+-$;0#6/+-$%<=E%?1<@B%

9 &($(,+$,%+$/#44#6/:(4%1)-1#)/7%)+,"/0;0#6/+-$%<=I%?1<@B%

9 &(+$/(+$+$,%&-&#$/:&%-$6#%7-:%(6/:(447%'#,+$%.+,+/+0(/+-$;0#6/+-$%<=>J%?1<<B=%

3.1 Accepting the need for digitisation 
!"#$%&'&(&)*+%+0%(%6-&&-$%K:#0/+-$%-5/#$%(0*#.%'7%/"-0#%C"-%C+44%'#%(55#6/#.%'7%(%
.+,+/+0(/+-$%1)-,)(&2%#,%2%&($(,#)02%6:)(/-)0%($.%6-44#6/+-$%&($(,#)0=%L$.%0+&147%1-+$/+$,%
-:/%/"#%'#$#5+/0%-5%.+,+/+0(/+-$%&(7%$-/%-3#)6-&#%6-$6#)$0%('-:/%/"#%6-0/%-5%.+,+/+0(/+-$%
($.%+/0%+&1(6/%-$%/"#%+$0/+/:/+-$%($.%+/0%1#-14#=%

Recommended practices 
M+,"4+,"/%/"#%'#$#5+/0%-5%.+,+/+0(/+-$%5-)%($%-),($+0(/+-$%?0#6/+-$%>=@2%1>>B=%

N#6-,$+0#%/"(/%0-&#%1#-14#%C+44%'#%&-)#%(55#6/#.%/"($%-/"#)02%#,%6:)(/-)0%($.%6-44#6/+-$%
&($(,#)0%C+44%'#%&-)#%+$3-43#.%/"($%0#$+-)%&($(,#)0O%(00:)#%/"#&%/"(/%/"#+)%$##.0%($.%
6-$6#)$0%C+44%'#%/(*#$%+$/-%(66-:$/=%

P(*#%+/%64#()%/"(/%.+,+/+0(/+-$%+0%(%4-$,Q/#)&%1)-6#00%/"(/%+0%&($(,#('4#%+$%0&(44%6":$*0O%
(3-+.%'#6-&+$,%-3#)C"#4&#.%'7%/"#%0+R#%-5%/"#%/(0*=%

S#3#4-1%(%.+,+/+0(/+-$%0/)(/#,7%?0#6/+-$%@=F2%1>AB%/-%0"-C%"-C%.+,+/+0(/+-$%C+44%"(11#$=%

T5%1-00+'4#2%:$.#)/(*#%(%0&(44%.+,+/+0(/+-$%1)-U#6/%/-%.#&-$0/)(/#%C"(/%7-:%C($/%/-%.-%
?0#6/+-$%<=F2%1@EB=%

3.2 Overcoming the can’ts 
V5/#$%.+,+/+0(/+-$%(6/+3+/+#0%U:0/%,-./(%'#%.-$#=%W0:(4472%/"+0%+0%($-/"#)%C(7%-5%0(7+$,%0(/)$-11$
(22$"-3%$-.%$0$%2./($4-.($(2$%2$&($-.#4-#=%

X")##%+00:#0%/#$.%/-%'#%'#"+$.%6($D/8%

9 .(/(%K:(4+/7%6-$6#)$0;0#6/+-$%<=@=>%?1@HB%

9 .(/(%0#$0+/+3+/7%6-$6#)$0;0#6/+-$%<=@=@%?1@HB%

9 4(6*%-5%)#0-:)6#0;0#6/+-$%<=@=<%?1@HB=%
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Recommended practices 
!"#$%&'(")*+,*),--)!"#$%&),.")/.$0,0-1)!"#'()&2)03*)*+,*)1$3)4,1)+,5")*$)6$.7)$3*)+$6)*$)
4,7")*+"4)+,//"&8)

9+")0"(*)6,1)*$)$5".#$4")#,&:*()'()*$);3(*)<$)*+"42),&16,18))

3.2.1 Data quality concerns 
=$$.)>3,-'*1)<,*,)'()$?*"&)3("<),().",($&)*$),5$'<)<'%'*'(,*'$&@)'*)(+$3-<)&$*)0"8)A+'-")
<'%'*'(,*'$&)6'--)+'%+-'%+*)<,*,)>3,-'*1)'((3"(2)'*),-($)/.$5'<"(),&)$//$.*3&'*1)*$)."4"<1)
*+"(")'((3"(8)9+")#+,--"&%")'()*$)<"#'<")+$6)*$)<",-)6'*+)*+")>3,-'*1)'((3"(8)

Recommended practices 
B##"/*)*+,*)<,*,)>3,-'*1)'((3"()"C'(*8)

D(")*+")<'%'*'(,*'$&)/.$%.,4)*$)'<"&*'?1),&<)>3,&*'?1)*+")&,*3."),&<)"C*"&*)$?)<,*,)>3,-'*1)
'((3"(8)

D(")<'%'*'(,*'$&)(*.,*"%'#,--1)*$)$5".#$4")<,*,)>3,-'*1)'((3"(2)"%)'?)<"*".4'&,*'$&(),.")
3&#-",.2)'4,%")(/"#'4"&(2)/30-'(+)*+")'4,%"(),&<)"&#$3.,%")"C*".&,-)"C/".*()*$)#$44"&*)
$&)*+")&$4'&,*"<)(/"#'"()&,4"8)

D(")*+")B*-,(:()*$$-()*$)5,-'<,*")<'%'*'("<)<,*,2)"%)3(")*+")E$-3&*"".)=$.*,-)
F5$-3&*"".8,-,8$.%8,3)*$)+,5")(/"#'4"&)-,0"-()*.,&(#.'0"<2)$.)*+")(,&<0$C)
F(,&<0$C8,-,8$.%8,3G)?$.)03-7)#+"#7'&%)$?)%"$-$#,*'$&(),&<)(/"#'"()&,4"(8)

3.2.2 Data sensitivity concerns 
H'4'-,.-12)#$&#".&(),0$3*)."-",('&%)("&('*'5")<,*,)#,&)0"#$4"),)#,&:*8)

B%,'&)*+"(")6'--)0")+'%+-'%+*"<)*+.$3%+)<'%'*'(,*'$&),&<),%,'&)*+"1),.")&$*),&)"C#3(")*$)&$*)
<'%'*'("8)I"#'<'&%)+$6)*$)<",-)6'*+)*+"4)'(2)1"*),%,'&2)*+")#+,--"&%"8)

Recommended practices 
B##"/*)*+,*)<,*,)("&('*'5'*1)'((3"()"C'(*8)

D(")*+")<'%'*'(,*'$&)/.$%.,4)*$)'<"&*'?1),&<)>3,&*'?1)*+")&,*3."),&<)"C*"&*)$?)<,*,)
("&('*'5'*'"(8)

D(")*+")B*-,(:()*$$-()*$)'<"&*'?1),&<)4,&,%")("&('*'5")<,*,2)"%)3(")*+")(,&<0$C)
F(,&<0$C8,-,8$.%8,3G)*$)03-7)#+"#7)(/"#'"()("&('*'5'*'"(),&<)*+")("&('*'5")<,*,)(".5'#")*$)
."(*.'#*),##"(()*$)("&('*'5")<,*,)/30-'(+"<)*+.$3%+)*+")B*-,(8)

3.2.3 Lack of resources 
J$)&,*3.,-)+'(*$.1)#$--"#*'$&)$.)#$--"#*'&%)'&(*'*3*'$&)+,(),--)*+")."($3.#"()*+"1)<"('.")$.)
#$&('<".)&"#"((,.1)*$)$/".,*")"??"#*'5"-18)I'%'*'(,*'$&)'()$?*"&)(""&),(),&),<<'*'$&,-),#*'5'*1)
,&<)$&")*+,*)6'--)."/-,#")$*+".)#3.,*$.',-)*,(7(8)

K3.*+".2)&"6)<'%'*'(,*'$&),#*'5'*'"()4,1).">3'.")&"6)">3'/4"&*)$.)?,#'-'*'"()?$.)6+'#+)*+".")
,.")&$2)$.)-'4'*"<2)?3&<(8)

D&?$.*3&,*"-12)*+"."),.")&$)('4/-")$.)>3'#7),&(6".()*$)<",-'&%)6'*+)'&,<">3,*")."($3.#"(8)
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Recommended practices 
!"#$%&'"()$)*'+'#'"$#',-)./,012#)3"'-+)4,&3-#11/")#,)*,)#(1)*'+'#'"$#',-5%3#)163'.71-#)$-*)
8$2'&'#'1")$/1)"#'&&)/163'/1*9))

!"")"12#',-):);.<=>)8,/)$)*'"23""',-),-)#(1)3"1),8)4,&3-#11/")'-)*'+'#'"$#',-)./,012#"9#

3.3 Deciding what to digitise 
?12'"',-"),-)@($#)#,)*'+'#'"1)$/1)7$*1)$").$/#),8)#(1)*141&,.71-#),8)#(1)*'+'#'"$#',-)
"#/$#1+A);"12#',-)B9BC).BD>9)E(1"1)*12'"',-")#1-*)#,)%1)*'88'23&#)$")#(1)F/'+(#G)$-"@1/)
*1.1-*"),-)8$2#,/")"32()$"H)

I #(1)-$#3/1),8)#(1)2,&&12#',-)$-*)#(1)/$-+1),8)'#17")'#)2,-#$'-"C)1+)&$/+1C)@1#)$-*)41/A)
"7$&&)".12'71-")#1-*)#,)%1)*'88'23&#)#,)'7$+1J)%3&K)'#17")&'K1)'-"12#")/163'/1)
2,-"'*1/$%&1)188,/#)#,)*$#$%$"1)

I #(1)2,-*'#',-),8)#(1)'#17")'-)#(1)2,&&12#',-C)1+).(,#,+/$.('2),/)7'2/,"2,.1)"&'*1")'-)
*$-+1/),8).(A"'2$&)*1#1/',/$#',-)7$A)@$//$-#)./',/'#A)*'+'#'"$#',-)

I #(1).3/.,"1),8)*'+'#'"$#',-C)1+)8,/)$22,3-#'-+).3/.,"1")*'+'#'"$#',-),8)#(1)@(,&1)
2,&&12#',-);'-)",71)8,/7>)7$A)%1)$../,./'$#1)

I &'K1&A)3"1/"),8)#(1)*'+'#$&)$""1#")$-*)#(1'/)1L.12#1*)3"1"9)

Recommended practices 
M-&1"")#(1/1)$/1)+,,*)/1$",-")#,)*,),#(1/@'"1C)1+)'-41-#,/A)7$-$+171-#),/)
$22,3-#$%'&'#AC)*,)-,#).&$-)#,)*'+'#'"1)#(1)@(,&1)2,&&12#',-9)

N$K1)*12'"',-"),-)@($#)#,)*'+'#'"1),-)#(1)%$"'"),8)#(1)-$#3/1),8)#(1)2,&&12#',-);"12#',-)B9DC)
.O<>)$-*)#(1)3"1/")$-*)3"1");"12#',-)B9=C).O:>),8)#(1)*'+'#$&)$""1#")./,*321*9)

!""#$%&')"12#',-)B9O);.BP>9)

3.4 Deciding how to begin 
?12'*'-+)(,@)#,)%1+'-)$)*'+'#'"$#',-)./,+/$7)'")$)K1A)*12'"',-C),-1)#($#)@'&&)83-*$71-#$&&A)
'-8&31-21)&,-+1/Q#1/7)*'+'#'"$#',-)$2#'4'#'1")$")@1&&)$")#(1)'771*'$#1Q#1/7),-1"9)

Recommended practices 
R,-"'*1/)#(1)*12'"',-),-)(,@)#,)%1+'-)$)*'+'#'"$#',-)./,+/$7)$")$)"#/$#1+'2)*12'"',-9)

3.4.1 Comprehensive or Just do it!? 
E(1/1)$/1)#@,)%$"'2)$../,$2(1")#,)%1+'--'-+)$)"#/$#1+'2)*'+'#'"$#',-)./,+/$7H)
2,7./1(1-"'415S'+3/1)DB);.=T>5$-*)()&*#+'#,*-5S'+3/1)DU);.OP>9)
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!
Figure 14 Comprehensive approach to digitisation 

!
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20CA$4##0$:4C#$52$8(#))$:5$:0;$32..A$:42(5<$

F9$5"#$)1:C#$29$-C:00/08$:$;/8/5/):5/20$)5.:5#8A$92.$5"#$3"2C#$/0)5/5(5/20$)##*)$
;:(05/08?$)#C#15/08$:$;/)1.#5#$-.2B#15$G-#.":-)$:CC$5"#$5A-#)$9.2*$:$-:.5/1(C:.$
2.;#.$29$:0/*:C)?$2.$)1:00/08$:CC$5"#$-"2528.:-"/1$)C/;#)$9.2*$20#$*()#(*$
;#-:.5*#05H$/)$:$3:A$29$)#55/08$:0$:1"/#E:4C#$82:C$3/5"/0$:$.#:C/)5/1$5/*#$
9.:*#<$!"#0$.#E/#3$:0;$;21(*#05$:0;$5":5$>023C#;8#$3/CC$"#C-$A2($4(/C;$:$
;/8/5/):5/20$)5.:5#8A$:)$A2($82<$

;<%&=$.!>$-10%%2!?$@$'$.0'$)-!A,)B&('!C0-0@&,2!D)4'#!<4.',0%$0-!C4.&4*!
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!

Figure 15 Just do it! approach to digitisation 

"#!$%#&'()&*!&+,!!"#$%&'%($)!(--'%($+!.,#/)!0&),.1!&%!,()2!03-.,3,#&(&0%#*!.,('#0#4!.,))%#)!

(#/!/,.05,'0#4!670$8!%7&$%3,)!&+(&!$(#!9,!7),/!&%!0#1%'3!17'&+,'!/040&0)(&0%#!($&050&0,):!"&!

$(#!(.)%!9,!',(/0.2!$%390#,/!;0&+!&+,!7),!%1!5%.7#&,,')!&%!$',(&,!(!5%.7#&,,'!/040&0)(&0%#!

-'%<,$&!=#**!),$&0%#!>*!-?@A:!

B,2!&%!(!)7$$,))17.!!"#$%&'%($)!-'%4'(3!0)!&%!),.,$&!(!3(#(4,(9.,!)$%-,!%1!;%'8*!,4!/040&0),!

&2-,!)-,$03,#)!0#!(!-('&0$7.('!%'/,'!%'!1(30.2*!(#/!7),!&+,!-'%4'(3!&%!0/,#&012!&+,!',(.!

$(#C&):!D&'(&,40,)!$(#!&+,#!9,!/,5,.%-,/!&%!(//',))!&+,!$(#C&)!(#/!$',(&,!&+,!/040&0)(&0%#!

3(#(4,3,#&!1'(3,;%'8:!!

Recommended practices 
E%#)0/,'!(/%-&0#4!&+,!!"#$%&'%($)!(--'%($+*!,)-,$0(..2!01!&+,!'(#4,!%1!0))7,)!.08,.2!&%!9,!
,#$%7#&,',/!/7'0#4!/040&0)(&0%#!0)!#%&!$.,('!%'!0)!,F&,#)05,:!

E%#)0/,'!$',(&0#4!),5,'(.!)3(..!-'%<,$&)!'(&+,'!&+(#!(!$%7-.,!%1!.('4,'!%#,)!()!&+0)!3(2!+(5,!

.,))!/0)'7-&05,!03-($&!%#!&+,!0#)&0&7&0%#:!

G%$73,#&!,5,'2&+0#4H.,))%#)*!-'%$,/7',)*!)%.7&0%#)H(#/!7),!&+,!0#1%'3(&0%#!&%!$',(&,!

&+,!/040&0)(&0%#!3(#(4,3,#&!1'(3,;%'8!=#**!),$&0%#!@:I*!-IJA:!

D%.5,!-'%9.,3)!()!2%7!4%*!'(&+,'!&+(#!&'2!&%!(#&0$0-(&,!&+,3!(..!(&!&+,!9,40##0#4:!

K'0#4!&+,!%'4(#0)(&0%#!;0&+!2%7!92!)+%;0#4!;+(&!$(#!9,!/%#,!;0&+!&+,!.030&,/!',)%7'$,)!

7),/:!

!""#$%&'()%)*+,

-+.+/#"'0&,)&+*12
"/)%

-$*$&$0+

3+.$+4')%5'
6)789//':,)(+4#,8
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3.4.2 Create a legacy problem 
!""#$%#&'()#*+,*'-#*.%%"+.&-*&-+$#/0*'-#*%"(1."2*,+&3$*+,*'-#*%"+4".1*5(66*6(7#62*8#*'-#*
8.&76+4*+,*9(4('($#9*$%#&(1#/$:*;3'*./*(1%+"'./'*%."'*+,*'-#*9(4('($.'(+/*$'".'#42*./9*
%"+4".1*($*9(4('($.'(+/*+,*/#5*$%#&(1#/$*$+*'-.'*'-#*8.&76+4*9+#$*/+'*4"+5:*

Recommended practices 
<"#.'#*.*6#4.&2*%"+86#1=*#/$3"#*.66*/#5*$%#&(1#/$*."#*9(4('($#9*.$*%."'*+,*'-#("*.&&#$$(+/:*
>-#/*9#)#6+%*.*9(4('($.'(+/*%"+4".1*$%#&(,(&.662*'+*9(4('($#*'-#*8.&76+4?'-#*6#4.&2*
&+66#&'(+/:*

<+/$(9#"*3$(/4*)+63/'##"$*'+*9(4('($#*'-#*6#4.&2*&+66#&'(+/?!""*$#&'(+/*@*A%BCD:*

3.5 Deciding who will do what 
E)#"2+/#*(/)+6)#9*5('-*9(4('($.'(+/*$-+369*-.)#*5#66F9#,(/#9*"#$%+/$(8(6('(#$*./9*8#*,.1(6(."*
5('-*'-+$#*"#$%+/$(8(6('(#$:**

G#&'(+/*C:H*A%IBD*$344#$'#9*'-.'*.*9(4('.6*&+66#&'(+/$*1./.4#"*$-+369*8#*.%%+(/'#9:*J$*5#66*
.$*6++7(/4*.,'#"*.66*'-#*9(4('.6*.$$#'$0*'-($*1./.4#"*$-+369*8#*&-."4#9*5('-*9#)#6+%(/4*./9*
(1%6#1#/'(/4*./2*$'".'#4(&*9(4('($.'(+/*%"+4".1:*

Recommended practices 
K."4#*(/$'('3'(+/$*5('-*$(4/(,(&./'*9(4('.6*&+66#&'(+/$*$-+369*.%%+(/'*.*,366F'(1#*9(4('.6*
&+66#&'(+/$*1./.4#":*

J66+&.'#*"#$%+/$(8(6('(#$*'+*'-#*9(4('.6*&+66#&'(+/$*1./.4#"*.$*$344#$'#9*(/*$#&'(+/*B*A%BID:*

!9#.6620*(/&639#*9(4('($.'(+/*"#$%+/$(8(6('(#$*(/*93'2*$'.'#1#/'$*,+"*'-+$#*%+$('(+/$*(/)+6)#9*
5('-*9(4('($.'(+/0*(/&639(/4*&3".'+"$*./9*&+66#&'(+/*1./.4#"$:*

3.6 Mobilising data for sharing 
L"#%."(/4*9.'.*,+"*$-."(/4*./9*.&'3.662*1.7(/4*('*.).(6.86#*&./*8#*9(,,(&36':*M-(6#*9.'.*1.2*
8#*$'+"#9*(/*$'./9."9$F&+1%6(./'*9.'.8.$#$0*/+'*.66*(1%6#1#/'.'(+/$*+,*'-#*$'./9."9*."#*
/#&#$$."(62*#N3().6#/':*J/9*/+'*.66*9.'.*($*$'+"#9*(/*$'./9."9$F&+1%6(./'*9.'.8.$#$:*G3&-*
$('3.'(+/$*"#N3("#*1.%%(/4*+,*9.'.*,(#69$*,"+1*+/#*9.'.8.$#*'+*./+'-#"*5-#"#*'-#*
1.%%(/4$*."#*+/*'-#*8.$($*+,*'-#*$#1./'(&$*+,*'-#*,(#69$*(/*#.&-*9.'.8.$#*/+'*'-#*/.1#$:*

!/*.99('(+/0*#O%+"'(/4*9.'.*,"+1*.*9.'.8.$#*+,'#/*"#N3("#$*9#)#6+%1#/'*+,*#O%+"'*$&"(%'$*
./9*$+,'5."#*'+*%."$#*./9*"#F,+"1.'*9.'.*8#,+"#*&"#.'(/4*.*$'./9."9$F&+1%6(./'*#O%+"'*,(6#*
+"*9.'.*,##9:**

P(/.6620*1./2*9.'.8.$#$*$('*8#-(/9*,("#5.66$*'-.'*13$'*8#*%#/#'".'#9*'+*.66+5*9.'.*'+*8#*
.3'+1.'(&.662*$-."#9*5('-*#O'#"/.6*+"4./($.'(+/$:*

Recommended practices 
Q$#*$'./9."9$*,+"*&.%'3"(/40*"#&+"9(/4*./9*$'+"(/4*9.'.0*#4*R."5(/*<+"#:*

J3'+1.'#*#O%+"'*$&"(%'$*.$*13&-*.$*%+$$(86#:*
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3.7 Managing data for the long term 
!"#"$%&'%(()$('*+%$%',"&)(-'%.)'(/01)2$'$3'$4)'5"2"(("$/+)('3,'24%6#"6#'$)2463&3#78'6)9',"&)'
,3.:%$(;'6)9':)+"%;'6)9'($%6+%.+(;'6)9'23:</$).'3<).%$"6#'(7($):(='>&&'+"#"$%&'
23&&)2$"36(',%2)'$4)'(%:)'<.30&):'3,'.)$%"6"6#'%22)(('$3'+%$%'"6'$4)'&36#).'$).:='>$'$4)'
:3:)6$'$4).)'"('63'(":<&)'(3&/$"36'$3'$4"('<.30&):='

Recommended practices 
>+3<$'($%6+%.+;'23::36',"&)',3.:%$('%('"6+"2%$)+'"6'$4)'+"#"$"(%$"36'<."62"<&)('*?3@'A;'<AB-='

C36"$3.'24%6#"6#'$)2463&3#7'%6+':"#.%$)'+"#"$%&'%(()$('$3'6)9',3.:%$('%6+':)+"%',.3:'
$":)'$3'$":)='

!)5)&3<'%'$)2463&3#7':%6%#):)6$'<&%6D()2$"36'E=F'*<EG-='

3.8 Managing culture change 
!"#"$"(%$"36'3,'6)9'(<)2":)6('%('<%.$'3,'%22)(("36'2%6'2.)%$)'%++"$"36%&'93.H&3%+('36'
2/.%$3.(;'.)()%.24).('%6+'23&&)2$"36':%6%#).(='I6'%++"$"36;'"$':%7'.)J/".)'24%6#)('$3'&36#K
($%6+"6#'93.H'<.%2$"2)('%6+'6)9'(H"&&(;'63$'$3':)6$"36'6)9'$)2463&3#")(='I6$.3+/2"6#'(/24'
(7($):"2'24%6#)('2%6'0)'<.30&):%$"2'%6+':%7'0)'.)("($)+='L%.),/&':%6%#):)6$'"('$4/('
.)J/".)+='

I:<3.$%6$&7;'+"#"$"(%$"36'<.3#.%:(',3.'&)#%27'(<)2":)6('*()2$"36'M=E=N;'<MA-':%7'":<%2$'
2/.%$3.('%6+'23&&)2$"36':%6%#).('%(':/24'%('9"&&'24%6#"6#'%22)(("36'<.32)(()(='O4)()'
<)3<&)'9"&&'4%5)'$3'<.35"+)'(<)2":)6(',3.'+"#"$"(%$"36'%6+'$4"('%2$"5"$7'2%6'236(/:)':/24'
3,'$4)".'$":)'*!""#$%!&'()2$"36'M=AP=N;'<MM-='

Recommended practices 
I62&/+)'%'2/&$/.)'24%6#)'<.3#.%:'%('<%.$'3,'%'+"#"$"(%$"36'<.3#.%:'$3':"6":"()'%+5).()'
":<%2$('%6+')6#%#)'($%,,'9"$4'$4)'6)9'9%7'3,'+3"6#'0/("6)((=''

Q3.''(!)#*&#+),#<.31)2$(;'236("+).'$4)'":<%2$'3,'$4)'<.31)2$'36'3$4).('"6'$4)'"6($"$/$"36='>'
:3.)'"6,3.:%&'%<<.3%24'$3'24%6#"6#'0)4%5"3/.'%6+'%$$"$/+)(':%7'0)':3.)'),,)2$"5)'$4%6'%'
,3.:%&'36)='>6+'.):):0).'$4%$'%''(!)#*&#+),'<.31)2$'2%6;'"$()&,;'0)'<%.$'3,'%'&%.#).'2/&$/.)'
24%6#)'<.31)2$='

3.9 Managing intellectual property rights 
I6$)&&)2$/%&'<.3<).$7'"6'+"#"$%&'%(()$('"('%':%13.'"((/)',3.':%67'"6($"$/$"36(;'2/.%$3.('%6+'
.)()%.24).(='O33'3,$)6'396).(4"<'3,'"6$)&&)2$/%&'<.3<).$7'"('/62&)%.;')(<)2"%&&7'9"$4'+"#"$%&'
%(()$('%6+'4%.+'23<7'+32/:)6$('&"H)'<43$3#.%<4"2'(&"+)(='Q/.$4).;'$4)'.3&)'3,':3.%&'."#4$('
*)(()6$"%&&7'$4)'."#4$'$3'%$$."0/$"36-'"('3,$)6'/6,%:"&"%.'3.'<33.&7'4%6+&)+='

C%67'#35).6:)6$('639'4%5)'R."#4$'$3'"6,3.:%$"36S'&)#"(&%$"36'$4%$'.)J/".)('"6,3.:%$"36'$3'
0)'</0&"2&7'%5%"&%0&)'07'+),%/&$;'%$'63'3.'5).7':"6":%&'23($='T@"($"6#'<.32)(()(':%7'6))+'$3'
0)'.)5"()+'$3'23:<&7'9"$4'(/24'&)#"(&%$"36'%6+'$4"('2%6'"653&5)'.)5")9"6#'439'+"#"$%&'%(()$('
%.)'23::).2"%&&7')@<&3"$)+='

Recommended practices 
!)5)&3<'%'2&)%.'"6$)&&)2$/%&'<.3<).$7'<3&"27'235)."6#'396).(4"<'%6+'(4%."6#'3,'+"#"$%&'
%(()$(;'"62&/+"6#'&"2)6("6#'236+"$"36(',3.'(4%."6#'%6+'%$$."0/$"36'3,':3.%&'%6+'3$4).'."#4$(='
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!"#$%&'#()#'*+#,-./0',(-#()#1(2/-'++&"#,-'(#%#.,3,',"%',(-#$&(4+0'5#&+6/,&+#+%0*#1(2/-'++&#'(#

%"",3-#'(#'*+#,-"','/',(-#(7-+&"*,$#()#0($8&,3*'#,-#'*+#.,3,'%2#%""+'"#'*+8#0&+%'+9#:/0*#%0',(-#

.(+"#-('#7%,1+#(&#-+3%'+#'*+#;(&%2#&,3*'"#*+2.#<8#%#1(2/-'++&#,-#'*+#.,3,'%2#%""+'"#'*+8#

0&+%'+9#

:*%&+#.,3,'%2#%""+'"#)&++285#$&+)+&%<28#/",-3#0&+%',1+#0(;;(-"#2,0+-0+"5#-('%<28#==>?@#A%-8#

/"+#%22(7+.#$&(1,.+.#'*+#"(/&0+#,"#%0B-(72+.3+.C9#!""#0&+%',1+0(;;(-"9(&39%/#)(&#;(&+#

,-)(&;%',(-#(-#0&+%',1+#0(;;(-"#2,0+-"+"9#

D;<+.#%"#;+'%.%'%#7,'*,-#%#.,3,'%2#%""+'#'*+#,-'+22+0'/%2#$&($+&'8#&,3*'"5#,-02/.,-3#;(&%2#

&,3*'"#%''&,</',(-5#'(#+-"/&+#'*%'#'*+#&,3*'"#%00(;$%-8#%-#%""+'#7*+-#,'#,"#"*%&+.#(&#

.,"'&,</'+.#(/'",.+#%-#,-"','/',(-9#

3.10 Maintaining the momentum 
E-0+#%#-+7#(&#+-*%-0+.#.,3,',"%',(-#$&(3&%;#,"#+"'%<2,"*+.5#;%,-'%,-,-3#,'#0%-#<+#

0*%22+-3,-35#+"$+0,%228#7*+-#&+"(/&0+"#%&+#2,;,'+.9#?/'#,)#'*+#%$$&($&,%'+#;+0*%-,";"#%&+#

+"'%<2,"*+.#%"#$%&'#()#'*+#$&(3&%;5#+3#%#0/2'/&+#0*%-3+#$&(3&%;5#.,3,',"%',(-#$2%-"5#

;%,-'%,-,-3#'*+#.,3,',"%',(-#;(;+-'/;#"*(/2.#<+#2+""#'&(/<2+"(;+9#

F*&++#,""/+"#,-#$%&',0/2%&#;%8#%))+0'#'*+#2(-3+1,'8#()#%#.,3,',"%',(-#$&(3&%;G#

H 3+'',-3#&+"(/&0+"I"+0',(-#J9KL9K#A$JJC#

H )++.,-3#'*+#.,3,',"%',(-#$&(0+""I"+0',(-#J9KL9M#A$JJC#

H +;<+..,-3#.,3,',"%',(-#,-#N</",-+""#%"#/"/%2OI"+0',(-#J9KL9J#A$JPC9#

3.10.1 Getting resources 
Q-%.+6/%'+#&+"(/&0+"#7%"#0,'+.#,-#"+0',(-#J9M9J#A$MRC#%"#%#&+%"(-#7*8#.,3,',"%',(-#0%-O'#<+#

.(-+9#S+"(/&0+"#)(&#.,3,',"%',(-#7,22#%27%8"#<+#2,;,'+.T#*+-0+#'*+#-++.#)(&#'*+#.,3,',"%',(-#

"'&%'+38#'(#<+#7&,''+-#%&(/-.#2,B+28#%1%,2%<2+#&+"(/&0+"9#!"#0,&0/;"'%-0+"#0*%-3+#"(#'*+#

"'&%'+38#0%-#<+#%;+-.+.#'(#&+)2+0'#'*("+#0,&0/;"'%-0+"9#

Recommended practices 
!00+$'#'*%'#&+"(/&0+"#7,22#<+#2,;,'+.#%-.#$2%-#'(#;%B+#'*+#<+"'#/"+#()#'*("+#'*%'#%&+#

%1%,2%<2+9#

=(-",.+&#/",-3#1(2/-'++&"#%-.#0&(7."(/&0,-3#'(#"/$$2+;+-'#%1%,2%<2+#&+"(/&0+"I#""$
"+0',(-#U#A$RMC9#

3.10.2 Feeding the digitisation process 
DV$+&,+-0+#*%"#"*(7-#'*%'#+1+-#";%22#"0%2+#.,3,',"%',(-#$&(4+0'"#&+6/,&+#0(-",.+&%<2+#

"/$$(&'#)&(;#0/&%'(&"#%-.#0(22+0',(-#;%-%3+&"5#$&,;%&,28#,-#$&(1,.,-3#"$+0,;+-"#)(&#

.,3,',"%',(-#%-.#$&(0+"",-3#'*+;#%)'+&#.,3,',"%',(-9##
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!

Recommended practices 
"#$%&'!(!)*+*,*-(,*&.!#(.(+/0!&0!&,1/0!(--*-,(.,!,&!2&03!2*,1!450(,&0-!(.)!4&%%/4,*&.!
#(.(+/0-!,&!0/)54/!,1/!*#$(4,!&6!$0&7*)*.+!-$/4*#/.-!6&0!)*+*,*-(,*&.8!

3.10.3 Digitisation as normal business 
9*+*,*-*.+!%/+(4'!-$/4*#/.-!:-/4,*&.!;8<8=>!$;?@!2*,1&5,!/.-50*.+!,1(,!./2!-$/4*#/.-!(0/!
(%-&!)*+*,*-/)!&.%'!*.40/(-/-!,1/!-*A/!&6!,1/!)*+*,*-(,*&.!B(43%&+!(.)!#(3/-!,1/!)*+*,*-(,*&.!
41(%%/.+/!/7/.!#&0/!&./0&5-8!

Recommended practices 
C/7*-/!(44/--*&.!$0&4/--/-!,&!*.4%5)/!)*+*,*-(,*&.!(4,*7*,*/->!/+!,&!,(3*.+!#&0/!B5,!)*66/0/.,!
*#(+/-!,&!(7&*)!1(7*.+!,&!,(3/!-541!*#(+/-!%(,/0!(.)!0*-3!)(#(+/!,&!(!-$/4*#/.!,10&5+1!
+0/(,/0!1(.)%*.+8!

D&.-*)/0!/-,(B%*-1*.+!(!)*+*,*-(,*&.!$0&E/4,!-$/4*6*4(%%'!,&!0/7*/2!(44/--*&.!$0&4/--/-!(.)!
*)/.,*6'!41(.+/-!.//)/)!,&!-5$$&0,!(44/--*&.FB(-/)!)*+*,*-(,*&.8!

!

!

! !

!"#$%#&$''$()*"#"+#,%"$-.",#/+0#-)(/#"$-,#$%#1,2)$1,&#%3,($'$(.**4#'+1#"/,#()1."$+5#
+'#%3,($-,5%#'+1#&$6$"$%$56#7,(.)%,#()1."$+5#$%#.#5+1-.*#3.1"#+'#(+**,("$+5#
-.5.6,-,5"8#9/."#$%#(*,.1#"/+)6/#$%#"/."#.#&,&$(.",&#1.3$&#&$6$"$%$56#31+:,("#
%/$'"%#"/,#31$+1$"$,%#+'#(+**,("$+5#%".''#+5"+#()1."$+5#+'#%3,($-,5%#"/."#-.4#
+"/,10$%,#5+"#/.;,#7,,5#$5#"/,$1#0+1<3*.5%8#=5*,%%#,'',("$;,*4#1,%+)1(,&#"/$%#
(.5#*,.&#"+#(+5'*$("#+;,1#0+1<#31$+1$"$,%#$5#"/,#(+**,("$+58#

GC($*)!9*+*,*-(,*&.!H0&E/4,I!J*.(%!C/$&0,>!K5-,0(%*(.!L5-/5#>!=M??!
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!

!

!

!

!

!
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!

!

!

!

!
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4 Planning for digitisation 
!"#$%&'"(')*+$+,'*'#'"$#'-)+.$/$%'&'#0+%1*')"+2'#(+/&$))')*3(-21415+%5'167+8&$))')*+
$.#'4'#'1"+$"+"(-2)+')+9'*:51+;+</=>?+$51@+

A :),15"#$),')*+#(1+.-&&1.#'-)3"1.#'-)+B7=+</CD?+

A :),15"#$),')*+#(1+:"15"+$),+:"1"+-6+,'*'#$&+$""1#"3"1.#'-)+B7E+</C>?+

A ,1.',')*+2($#+#-+,'*'#'"13"1.#'-)+B7C+</BF?+

A /51/$5')*+#(1+,'*'#'"$#'-)+"#5$#1*03"1.#'-)+B7B+</B=?+

A /51/$5')*+,'*'#'"$#'-)+*:',$).13"1.#'-)+B7G+</BC?+

A /51/$5')*+,'*'#'"$#'-)+/&$)"3"1.#'-)+B7;+</BH?+

A 514'12')*+,'*'#'"$#'-)+$.#'4'#'1"3"1.#'-)+B7D+</GF?7+

I(1"1+$.#'4'#'1"+$51+51&14$)#+#-+%-#(+#(1+.-J/51(1)"'41+$),+!"#$%&'%($)+$//5-$.(1"+<"1.#'-)+
C7BK+/E>?+#-+,'*'#'"$#'-)7+L-21415K+#(10+$51+&'M1&0+#-+%1+*'41)+,'66151)#+1J/($"1"+')+1$.(+
$//5-$.(K+1*+#(1+)1.1""'#0+#-+:),15"#$),+#(1+)$#:51+-6+$+.-&&1.#'-)+'"+J:.(+*51$#15+6-5+$+
.-J/51(1)"'41+$//5-$.(+#($)+'#+'"+6-5+!"#$%&'%($)K+*'41)+#(1+%5-$,15+.-415$*1+-6+#(1+6-5J15+
$//5-$.(7+

8$5#'.:&$5+%1)16'#"+-6+/&$))')*+,'*'#'"$#'-)+$51+#($#+'#+J')'J'"1"+#(1+,:/&'.$#'-)+-6+166-5#+
$.5-""+,'66151)#+/$5#"+-6+$)+')"#'#:#'-)N+$),+$&&-2"+1$5&0+.-)"',15$#'-)+-6+'"":1"+#($#+
')14'#$%&0+$5'"1+,:5')*+#(1+/5$.#'.1+-6+,'*'#'"$#'-)+$),+#($#+.$)+'J/1,1+/5-*51""+2('&1+#(10+
$51+%1')*+51"-&41,7++

O('&1+#(1+"#5:.#:51+-6+#('"+"1.#'-)+J$0+":**1"#+#($#+#(1+$.#'4'#'1"+J1)#'-)1,+"(-:&,+-..:5+
')+#(1+"1P:1).1+')+2('.(+#(10+$51+,'".:""1,K+#('"+'"+)-#+)1.1""$5'&0+#(1+%1"#+2$0+#-+/5-.11,K+
1*+')6-5J$#'-)+.-&&1.#'-)+$),+$)$&0"'"+J$0+%1+J-51+$//5-/5'$#1&0+.-),:.#1,+')+/$5$&&1&7++

Recommended practices 
Q-)"',15+1"#$%&'"(')*+$+,'*'#'"$#'-)+2-5M')*+*5-:/+#-+/&$)+#(1+,'*'#'"$#'-)+/5-*5$J7+
R),'.$#'41+#15J"+-6+516151).1+6-5+#('"+2-5M')*+*5-:/+$51+*'41)+')+"1.#'-)+=F+</D;?7+

R,1$&&0K+($41+#(1+,'*'#$&+.-&&1.#'-)"+J$)$*15+&1$,+#(1+/&$))')*+/5-.1""7+

8&$)+!"#$%&'%($)+/5-*5$J"K+141)+'6+#(1+/&$))')*+'"+J')'J$&+$),+($"+&'J'#1,+,1#$'&1,+$)$&0"'"7+
L-21415K+'6+#(1+"#5$#1*0+'"+#-+:"1+$+!"#$%&'%($)%/5-S1.#+#-+')6-5J+$+J-51+.-J/51(1)"'41+
$//5-$.(K+1)":51+":66'.'1)#+/&$))')*+'"+,-)1+#-+',1)#'60+#(1+'"":1"+#($#+)11,+#-+%1+T#1"#1,U+
,:5')*+#(1+!"#$%&'%($)%/5-S1.#<"?7+

4.1 Understanding the collection 
I-+*$')+$+6:&&+:),15"#$),')*+-6+$+.-&&1.#'-)+-5+*5-:/+-6+.-&&1.#'-)"K+.-)"',15+/156-5J')*+$&&+
#(1+$.#'4'#'1"+'"+#('"+"1.#'-)7+

4.1.1 Collect background information 
V),15"#$),')*+.:551)#+,'*'#'"$#'-)+$.#'4'#'1"+$),+#(1+)$#:51+-6+#(1+-%S1.#"+#-+%1+,'*'#'"1,+'"+
.1)#5$&+#-+:),15"#$),')*+#(1+,'*'#'"$#'-)+.($&&1)*1+6$.')*+$)+')"#'#:#'-)7+O'#(+#('"+
')6-5J$#'-)+$)+1661.#'41+,'*'#'"$#'-)+/5-*5$J+.$)+%1+,141&-/1,7+
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Recommended practices 
!"#$%&'()*"++'*,%#-),.')%#/"(01,%"#)+%$,'&)%#)$'*,%"#)2)345678)

9"*:0'#,),.')%#/"(01,%"#)*"++'*,'&8)

)

4.1.2 Analyse background information 
;1*<-(":#&)%#/"(01,%"#)%$)1#1+=$'&),")1++">)%#/"(0'&)&'*%$%"#$),")?')01&')1?":,).">)1#)
%#$,%,:,%"#)$.":+&)144("1*.)&%-%,%$1,%"#)%#)/:,:('8)

Recommended practices 
!"#$%&'()4'(/"(0%#-)1#1+=$%$)%#)41(1++'+)>%,.)%#/"(01,%"#)*"++'*,%"#)1#&):$'),.')1#1+=$%$),")
%#/"(0)*"++'*,%"#)1*,%@%,%'$8)

A(":4)"?B'*,$)%#,")*1,'-"(%'$)1#&):#&'($,1#&),.')&%-%,%$1,%"#)%$$:'$)1$$"*%1,'&)>%,.)'1*.)
*1,'-"(=8)

9"*:0'#,)/%#&%#-$)%#)1)('4"(,8)

)

4.2 Understanding the users and uses of digital assets 
C#&'($,1#&%#-)>."):$'$)1#)%#$,%,:,%"#D$)&%-%,1+)1$$',$)1#&).">),.'=)>%++):$'),.'0)%$)
'$$'#,%1+),"):#&'($,1#&%#-),.')('1+)@1+:')"/)&%-%,%$1,%"#)1*,%@%,%'$8)C$'($)01=)?')%#,'(#1+E
'-)*:(1,%"#F)('$'1(*.'($E"()'G,'(#1+),")1#)%#$,%,:,%"#E'-)4"+%*=)01<'($8)

!"++'*,'&)?1*<-(":#&)%#/"(01,%"#)3$'*,%"#)68H8HF)4I57)01=)%++:0%#1,')>."):$'$),.')&%-%,1+)
1$$',$)"()>.")0%-.,):$'),.'0)%/),.'=)>'(')1@1%+1?+'8)J,)01=)1+$")%#&%*1,').">),.')1$$',$)1(')
:$'&8))

)

!"# $%&"'()*+'$
! K.1,)%$),.')*"#,'G,)"/)&%-%,%$1,%"#)>%,.%#),.')%#$,%,:,%"#L)

! K.1,)%$),.')#1,:(')1#&)$%M')"/),.')*"++'*,%"#L)

!"# $%&"'()*+'$
! K.1,)%$),.')'G,'#,)1#&)#1,:(')"/),.')&%-%,%$1,%"#)*.1++'#-'L)

! N">)*1#),.')*.1++'#-')?')01&')01#1-'1?+'L)

! K.1,)1('),.')01%#)/1*,"($)1//'*,%#-),.')*.1++'#-')1#&)%,$)('$"+:,%"#L))

! K.1,)1('),.')&%-%,%$1,%"#)$,('#-,.$)>%,.%#),.')%#$,%,:,%"#),.1,)*1#)?')?:%+,)
"#L)

! K.1,)1('),.')&%-%,%$1,%"#)>'1<#'$$'$),.1,)#''&),")?')"@'(*"0'L)

! K.1,)%$$:'$)1#&)*"#$,(1%#,$)01=)%04'&')"()/"$,'()&%-%,%$1,%"#L))

! K.1,)1('),.')4",'#,%1+)4(%"(%,%'$)/"()&%-%,%$1,%"#L)
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Recommended practices 
!"#$%&#$"'#()*#+$*,+,-#*#+%$'./(#""$"&/0+$)+$1)-2.#$34$5'6478$,"$0#99$,"$%&#$:,(;-./2+<$
)+=/.*,%)/+8$%/$)<#+%)=>$(2..#+%$,+<$'/%#+%),9$)+%#.+,9$2"#."$,+<$2"#"?$

!"#$%&#$<)-)%,9$,""#%$@,92#$(&,)+$"&/0+$)+$1)-2.#$3A$5'4B8$:,"#<$/+$%&,%$-)@#+$)+$C#=#.#+(#$
B8$1)-2.#$6?A?D8$'337$%/$)<#+%)=>$(2..#+%$,+<$'/%#+%),9$#E%#.+,9$2"#."$,+<$2"#"?$F/<)=>$%&)"$
(&,)+$,"$+#(#"",.>$%/$.#=9#(%$%&#$().(2*"%,+(#"$/=$>/2.$)+"%)%2%)/+?$

G.#',.#$,$*,%.)E$/=$2"#."$,+<$2"#"$/=$<)-)%,9$,""#%"?$$

H#@#9/'$,$9)"%$/=$%&#$(&,.,(%#.)"%)("$/=$%&#$<)-)%,9$,""#%$%&,%$,.#$9);#9>$%/$:#$)*'/.%,+%$%/$
2"#."?$I+$)+<)(,%)@#$9)"%$)"$)+$J/E$K$5'LM7$0&)9#$-2)<,+(#$/+$"#9#(%)+-$,+$,''./'.),%#$
<)-)%)",%)/+$"%,+<,.<$=/.$*,+>$/=$%&#"#$(&,.,(%#.)"%)("$)"$-)@#+$)+$"#(%)/+$33$5'KN7?$

H/(2*#+%$=)+<)+-"$)+$,$.#'/.%8$0&)(&$*,>$:#$",*#$.#'/.%$(/+%,)+)+-$%&#$,+,9>")"$/=$
:,(;-./2+<$)+=/.*,%)/+$5"#(%)/+$L?3?68$'4N7?$

$

$
Figure 16 Digital asset value chain 

$
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Box 7 Indicative characteristics of digital assets 

!

!""#$%&'"!

# $%&!'!()*+,!

# $%&!-!()*',!

!

4.3 Deciding what to digitise 
./012134!5678!8%!2141819/!19!7!:/;!2/0191%3!13!)<733134!7!2141819781%3!)=%4=7>?!79!18!7@@/089!7<<!

2141819781%3!7081A181/9!B/4133134!5186!86/!2141819781%3!98=78/4;!(&""!9/081%3!*C+?!)D-,C!

E6/!FGH9!I%138!J3@%=>781%3!K;98/>9!L%>>188//!(M/@/=/30/!DN,!3%>1378/2!86/!@%<<%5134!

)=1%=181/9!@%=!2141819781%3"!!

# O7:/!86/!6122/3!A191B</"!/37B</!700/99!8%!732!P9/!%@!21@@10P<8!%=!1>)%991B</!8%!700/99!

0%<</081%39C!

# Q22=/99!7!=/0%4319/2!3//2!%=!47)!518613!</7=3134?!8/706134!%=!=/9/7=06!)=%A191%3C!

# O7)!8%!7!)7=810P<7=!7=/7!%@!86/!0P==10P<P>!%=!=/9/7=06!138/=/98C!

# J39)1=/!3/5!7A/3P/9!%@!=/9/7=06?!%=!3/5!7))=%706/9!518613!</7=3134!732!8/706134!

!"#$#%&'$()&(%)*+,*-(.(&#/ *#))'&) *
!

! J>74/!=/9%<P81%3! !! R/A/<!%@!0%>)=/991%3!

! J>74/!91S/! !! L7<1B=781%3!

! J>74/!B18!2/)86! !! QP86/3810781%3!

! QP21%!B18!2/)86! !! T30%2134!8;)/!

! QP21%!97>)<134!=/9%<P81%3! !! U1</!@%=>78!

! QP21%!B18!2/)86! !! T30%2134!@%=>78!

! J38/=)=/8781%3!7129?! !! Q00/99!%=!2/<1A/=;!7==734/>/389!

/4!0%<%P=!)7806/9!

0'1 *23')&(+4)*
" V6%!P9/9!86/!0P==/38!214187<!799/89W!

" V6%!/<9/!>1468!P9/!86/>!1@!86/;!5/=/!>%=/!B=%72<;!7A71<7B</!%=!1@!86/=/!

5/=/!>%=/!%@!86/>W!

" V678!722181%37<!799/89!5%P<2!86/;!<1:/W!

" X%5!7=/!86/!799/89!P9/2W!

" X%5!/<9/!0%P<2!86/;!B/!P9/2W!

" V678!067=708/=198109!96%P<2!86/!799/89!67A/!8%!>7:/!86/>!P9/7B</!%=!>%=/!

2/91=7B</W!
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! "#$%&'()%*+%#+,&*-%'$.+,&'%',-/+0-11+2'%3'$+-+.'4*$+-&*-+#&+3*/5+%#+,&*-%*+-+%3*0*+-,&#11+
5&*4'#)1/6+)$-11#,'-%*7+0-%*&'-/1+

! 8#)/7+$#%+#%3*&2'1*+(*+9)$7*7:+#&+(*+-(/*+%#+-%%&-,%+1'.$'9',-$%+9)$7'$.+9&#0+#%3*&+
1#)&,*1;+

! <&*+-%+&'1=+9&#0+(*'$.+/#1%+%#+#)&+,#00)$'%6+%3&#).3+1-/*:+7*%*&'#&-%'#$+#&+
7'11-.&*.-%'#$;+

Recommended practices 
!""+1*,%'#$+>;>+?5@AB+9#&+&*,#00*$7*7+5&-,%',*1;+

+

4.4 Preparing the digitisation strategy 
<+7'.'%'1-%'#$+1%&-%*.6+1*%1+#)%+%3*+'$%*$%'#$1+-$7+#(C*,%'4*1+#9+7'.'%'1-%'#$+-,%'4'%'*1+-$7+
$#0'$-%*1+3#2+%3*1*+2'//+(*+-,3'*4*7;+D%+0-6+(*E+

! %'0*+(-1*7:+*.+,#4*&+-+9'4*F6*-&+5*&'#7+

! '11)*7+-1+-+5)(/',+1%-%*0*$%+#9+'$%*$%+

! '$15'&-%'#$-/+#&+9-,%)-/+

! -+./#116+#&+5/-'$+5)(/',-%'#$;+

<1+13#2$+'$+G'.)&*+HI+?5J@B:+%3*+7'.'%'1-%'#$+1%&-%*.6+'1+%3*+#)%,#0*+#9+7)*+,#$1'7*&-%'#$+
#9E+

! %3*+'$1%'%)%'#$K1+,#//*,%'#$+-,L)'1'%'#$+5#/',6+#&+1%&-%*.6+

! %3*+$-%)&*+#9+%3*+,#//*,%'#$?1BM1*,%'#$+J;H+?5>IB+

! )1*&1+#9+%3*+7'.'%-/+-11*%1M1*,%'#$+J;@+?5>AB+

! )1*1+#9+7'.'%-/+-11*%1M1*,%'#$+J;@+?5>AB;+

N'.'%'1-%'#$+5/-$1+?1*,%'#$+J;O:+5JPB+-&*+7*4*/#5*7+(-1*7+#$+%3*+7'.'%'1-%'#$+1%&-%*.6;+

+

!"# $%&"'()*+'$
! 83-%+-&*+%3*+7&'4*&1+9#&+7'.'%'1-%'#$:+*.+'$,&*-1*7+5)(/',+-,,*11'('/'%6+#9+

15*,'0*$1:+&*7),*7+3-$7/'$.+#9+3'.3+4-/)*+15*,'0*$1:+7'.'%'1-%'#$+#9+
#(C*,%1+'$+5##&+,#$7'%'#$:+'05&#4*7+-,,#)$%-('/'%6+9#&+#(C*,%1Q+

! 83-%+-&*+%3*+5&'#&'%'*1+9#&+7'.'%'1-%'#$Q+

! 83-%+-&*+%3*+'05/',-%'#$1+#9+%3*1*+5&'#&'%'*1Q+
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!
Figure 17 Inputs to the digitisation strategy 

Recommended practices 
"#$%&'(!)#!*+(!,*-.*(/0!,($*)1#,!1#2!

3 )#*-1'&$*)1#45+.*!')/)*),.*)1#!5)%%!6(!'1#(!.#'!5+0!

3 7),)1#4*+(!(#'!81)#*!

3 /1.%,!.#'!169($*)7(,4*1!6(!.$+)(7('!.,!8.-*!1:!*+(!7),)1#;!"#$%&'(,2!')/)*),.*)1#!1:!
(<),*)#/!.#'!#(5!169($*,=!)>8-17(>(#*,!*1!$&--(#*!')/)*),.*)1#!.$*)7)*)(,?!(/!')/)*),(!.%%!
#(5!,8($)>(#,!-.*+(-!*+.#!9&,*!.!,.>8%(?!$-(.*(!.!%(/.$0!8-16%(>!@,($*)1#!A;B;C?!8ADE=!
.,,(*!,+.-)#/!.#'!(<8%1)*.*)1#!@,($*)1#!B;F?!8BGE!

3 8-)1-)*)(,!:1-!')/)*),.*)1#4$17(-)#/!61*+!(<),*)#/!$1%%($*)1#,!.#'!#(5!169($*,!

3 -(,81#,)6)%)*)(,45+1!5)%%!6(!'1)#/!5+.*!.#'!)#!5+.*!*)>(:-.>(,!

3 ),,&(,4*1!6(!.''-(,,('!)#!.$+)(7)#/!*+(!/1.%,!.#'!169($*)7(,?!(/!16*.)#)#/!-(,1&-$(,;!

H(7(%18?!.,!#($(,,.-0?!,&88%(>(#*.-0!,*-.*(/)(,!:1-!,8($):)$!$.*(/1-)(,!1:!169($*?!(/!
8+1*1/-.8+)$!,%)'(,?!>&%*)>(').!:)%(,?!.#.%1/&(!.&')1!:)%(,;!

!"#$%&'()'#*&'
+(,,&+#-(.

/0&0'()'1-2-#",'
"00&#0

!"#"$"%&$"'()
%$*&$+#,

3-2-#-0"#-(.'4,".0
3-2-#-0"#-(.'4,".0

3-2-#-0"#-(.'4,".0
3-2-#-0"#-(.'4,".

-.&$
5,,64"%#6.(.&

-.+(
7%-(%-#-&0

/'0
8(%9"#060#".1"%106

#&+*.(,(2-&06
0#(%"2&69"-.#&.".+&

1.&*+
3-0+(:&%;69&#"1"#"6
"++&006-.#&,,&+#$",'

4%(4#&%;

-.'
<&04(.0-=-,-#-&06
>(%?'4%"+#-+&0

2+%'3*4+%
7&(4,&69(.&;6

)"+-,-#-&06&@$-49&.#6
&A4&%#-0&

/0&%0'()'1-2-#",'
"00&#0

B(,,&+#-(.'
"+@$-0-#-(.'4(,-+;6

0#%"#&2;
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!"##$%&$'()*+,*+&+$%(-*$(./,&+/#(&0-&(10+2$(/,&($3$*4&0+/#(+/(-(5,22$5&+,/(/$$'(6$('+#+&+%$'7(
$3$*4&0+/#(%0,"2'(6$()*+,*+&+%$'(8,*('+#+&+%-&+,/9:(

; ,6<$5&%(,8(+/&$*/-&+,/-2(%+#/+8+5-/5$7($#(&4)$(%)$5+=$/%(

; ,6<$5&%(,8(/-&+,/-2(%+#/+8+5-/5$7($#($>)2,*$*(/,&$6,,?%(

; ,6<$5&%(1+&0(0+#0("%$*('$=-/'(

; ,6<$5&%(,8(2,5-2(%+#/+8+5-/5$(

; ,6<$5&%(-&(0+#0(*+%?(,8(2,%+/#(&0$+*(+/&$#*+&47($#(8-'$'()0,&,#*-)0+5(%2+'$%7(,6<$5&%(+/(/$$'(
,8(*$)-+*@(

A/(%$&&+/#()*+,*+&+$%(&-?$(+/&,(-55,"/&:(

; &0$()*$%$*3-&+,/(5,/'+&+,/(,8(,6<$5&%(

; &0$(8*-#+2+&4(,8(,6<$5&%(

; -55$%%+6+2+&4(,8(,6<$5&%(

; *$%,"*5$%(-3-+2-62$(8,*('+#+&+%-&+,/:(&0$(%&*-&$#4(+/'+5-&$%(0,1('+#+&+%-&+,/(1+22(,55"*(
"%+/#(&0$(*$%,"*5$%(5"**$/&24(,*()2-//$'(&,(6$(-3-+2-62$@(

B,/%+'$*(%&-*&+/#(1+&0(%=-22(6"&(+=),*&-/&(5,22$5&+,/%(&,(#-+/($>)$*+$/5$(+/('+#+&+%-&+,/(-/'(
-50+$3$(%,=$($-*24(%"55$%%$%C&0$(!"#$%&'%($)%-))*,-50(.%$5&+,/(D@E@F7()GH9@(

I>-=)2$%(,8('+#+&+%-&+,/(%&*-&$#+$%:(

; *+'##%,-&(.%/+-#-+0.$('1%/2.1%345465573453658%9"::.+;%/.<-+(.J$8$*$/5$(GK9(

; =(>($(#.$('1%9$+.$->;(.J$8$*$/5$(FL9(

; *+-.$(1>%.%=(>($(.2%9:($?#'1(.1@%=(>($(A.$('1%9$+.$->(B%/2.1%C(#B.2%D-.+#%34547345E(
.J$8$*$/5$(DK9(

(

4.5 Preparing digitisation governance 
M+#+&+%-&+,/(#,3$*/-/5$(5,/%+%&%(,8(-&(2$-%&(&0$(8,22,1+/#:(

; '+#+&+%-&+,/()*+/5+)2$%C%$5&+,/(E@N@F(.)EE9(

; '+#+&+%-&+,/(),2+54C%$5&+,/(E@N@G(.)EE9(

!"# $%&"'()*+'$
! O0,(%0,"2'(6$(+/3,23$'(+/7(,*(5,/%"2&$'7(10$/()*$)-*+/#(&0$(%&*-&$#4P(
! O0-&(&,)+5%(%0,"2'(+&(5,3$*P(
! O0-&(8,*=(%0,"2'(+&(&-?$P(
! O0-&(+%(&0$(*,2$(,8(&0$(',5"=$/&7(+/&$*/-224(-/'($>&$*/-224P(
! O0-&(+%(&0$(+/&$/'$'(#$/$*-2(-))*,-50(&,('+#+&+%-&+,/7($#()0-%$'7(

,"&%,"*5$'7(+/(5,22-6,*-&+,/(1+&0(,&0$*(+/%&+&"&+,/%P((
! (Q,1(1+22()*,#*$%%(6$(=,/+&,*$'P(
! O0,(1+22(-))*,3$(&0$(%&*-&$#4P(
! Q,1(1+22(&0$(%&*-&$#4(6$(=-*?$&$'(&,(%&-?$0,2'$*%(-/'(+/&$*$%&$'()-*&+$%P(
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! "#$%&'()*+,&-+./+0'&12)34546)78359)

! :&,&'&/$'&12)/'$2:$*:/./+0'&12)34543)783;9)

! -+'$:$'$)/'$2:$*:/./+0'&12)34545)783<94)

4.5.1 Digitisation principles 
=&,&'&/$'&12)8*&20&8%+/)8*1>&:+)$),+2+*$%)012'+?')'1):&,&'&/$'&12)$0'&>&'&+/)@()&2A1*-&2,)'B+)
:&,&'&/$'&12)81%&0()$2:)$%%):&,&'&/$'&12)$0'&>&'&+/4)

!""#$%&')/+0'&12)C46)78D594)

Recommended practices 
E:18')$/)$)-&2#-#-F)'B+)8*&20&8%+/)&2)G1?)D)78D594)

)

4.5.2 Digitisation policy 
=&,&'&/$'&12)81%&0()/+'/)1#')'B+)*#%+/)#2:+*)HB&0B):&,&'&/$'&12)H&%%)100#*)$2:),&>+/)+AA+0')'1)
'B+)$00+8'+:):&,&'&/$'&12)8*&20&8%+/)HB&%+)0120#**+2'%()/#881*'&2,)'B+):&,&'&/$'&12)/'*$'+,(4)

G+0$#/+):&,&'$%)$//+'/)$*+)$2)&2'+,*$%)8$*')1A)$)01%%+0'&12F)'B+()/B1#%:)@+)0*+$'+:)$2:)
-$2$,+:)$001*:&2,)'1)'B+)&2/'&'#'&12I/)1>+*$%%)01%%+0'&12)81%&0(4))

Recommended practices 
J2/#*+)'B+)81%&0()01>+*/)$%%)'B+)$0'&>&'&+/)&2>1%>+:)&2)'B+):&,&'&/$'&12)8*10+//)7/+0'&12)C4KF)
8DK9)$2:)/8+0&-+2)-$2$,+-+2')8*10+//)7/+0'&12)C4DLF)8CC94)

J2/#*+)'B+)&2/'&'#'&12I/)1>+*$%%)01%%+0'&12)81%&0()*+01,2&/+/)'B+)*1%+)1A):&,&'&/$'&12)$2:)
:&,&'$%)$//+'/4)

=+>+%18F)$/)2+0+//$*(F)/#88%+-+2'$*()81%&0&+/)A1*)/8+0&A&0)0$'+,1*&+/)1A)1@M+0'F)+,)
8B1'1,*$8B&0)/%&:+/F)1*)/8+0&A&0)'(8+/)1A):&,&'&/$'&12F)+,)NO)/0$22&2,4)

J?$-8%+):&,&'&/$'&12)81%&0(P)

! ('%%")*+',#-+.+*+&$*+',#/'%+)0)7Q+A+*+20+)C69)

!"# $%&"'()*+'$
! E*+)$::&'&12$%):&,&'&/$'&12)8*&20&8%+/)2+0+//$*(R)

! S1H)$*+)'B+)8*&20&8%+/)'1)@+)&-8%+-+2'+:R)

! =1+/)'B+):&,&'&/$'&12)/'*$'+,()$2:)1'B+*),1>+*2$20+):10#-+2'/)/#881*')
'B+)8*&20&8%+/R)
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!

4.5.3 Quality regime 
"##$%&'(!)*+!,$-.&)/!01!2&(&)-.!-##+)#!)*%0$(*0$)!)*+&%!.&1+!&#!&')+(%-.!)0!2&(&)&#-)&0'!-'2!)0!
+'#$%&'(!)*-)!)*+!-##+)#!-%+!-33+##&4.+!-'2!5&-4.+!&')0!)*+!1$)$%+6!7'!)*&#!30')+8)!!"#$%&'!9-/!
4+!2+1&'+2!-#!(%&)*++,(-.,/"./-+*:!#0!&)!&#!&9;0%)-')!)*-)!)*+!;0)+')&-.!$#+#!01!2&(&)-.!-##+)#!&#!
<'0='!>#+3)&0'!?6@:!;ABC6!

D*+!2-)-!,$-.&)/!%+(&9+!=&..!4+!&'10%9+2!4/E!

F )*+!&'#)&)$)&0'G#!&'10%9-)&0'!9-'-(+9+')!;0.&3/!

F 2&(&)&#-)&0'!#)-'2-%2#!>#+3)&0'!?6H6?:!;?I!-'2!#+3)&0'!?6H6H:!;?BC6!

7'10%9-)&0'!0'!3$%%+')!,$-.&)/!-##$%-'3+!-%%-'(+9+')#!30..+3)+2!-#!;-%)!01!)*+!4-3<(%0$'2!
&'10%9-)&0'!>#+3)&0'!?6J6J:!;AKC!=&..!;%05&2+!-!4-#&#!10%!2+5+.0;&'(!)*+!,$-.&)/!%+(&9+6!

!

!"# $%&"'()*+'$
! L*-)!;0.&3&+#!-%+!'++2+2M!
! L*0!#*0$.2!4+!&'50.5+2!&':!0%!30'#$.)+2:!=*+'!;%+;-%&'(!)*+!;0.&3/M!
! L*0!=&..!-;;%05+!)*+!;0.&3/M!!
! N0=!=&..!;+0;.+!<'0=!-40$)!)*+!;0.&3/M!
! O0+#!)*+!&'#)&)$)&0'G#!05+%-..!30..+3)&0'!;0.&3/!305+%!2&(&)&#-)&0'!-'2!2&(&)-.!

-##+)#M!
! L*-)!-%+!)*+!&9;.&3-)&0'#!01!)*+!;0.&3/!10%!2&(&)&#-)&0':!2&(&)-.!-##+)#!-'2!

=0%<!;%-3)&3+#!=&)*&'!)*+!&'#)&)$)&0'M!
! L*-)!&')+..+3)$-.!;%0;+%)/!%+(&9+!=&..!-;;./M!
! N0=!=&..!-##+)#!4+!.&3+'#+2!-'2!#*-%+2M!

0-)1*)%*)&$'2,&3*,4%5#6%)67,/.-8*++,%)8$"9*+,)#&".#$$',-88"..%)6,-//-.&")%&%*+,
(-.,!"#$%&',8-)&.-$:,;3%+,3#//*)+,%),#99%&%-),&-,#,.-"63,+#5/$%)6,5*&3-9,-(,
!"#$%&',8-)&.-$,")9*.&#<*),=',&3*,/.->*8&,5#)#6*.:,,

?#83,%5#6*,%+,1%*@*9,-),&3.**,+*/#.#&*,-88#+%-)+,=',"/,&-,&3.**,+*/#.#&*,
1-$")&**.+2,-)8*,#&,8#/&".*2,#6#%),#&,&3*,&%5*,-(,/-+&A/.-8*++%)6,#)9,(%)#$$'2,
@3*),&3*,9#&#=#+*,.*8-.9,%+,8.*#&*9,-.,83*8<*9:,;3*,1-$")&**.+,#.*,#+<*9,&-,
@#&83,-"&,(-.,#)',/.-=$*5,%5#6*+:,B.*!"*)&$',-88"..%)6,/.-=$*5+,%)8$"9*,
&3-+*,@3-,3#1*,(-.6-&&*),&-,#99,#,+8#$*,=#.,&-,&3*,%5#6*2,-88#+%-)#$,%5#6*+,
&3#&,#.*,+$%63&$',-"&,-(,(-8"+,-.,/--.,8-$-".,=#$#)8*,C/#.&%8"$#.$',(.-5,&3*,
5%8.-+'+&*5D:,;3*,8-$-".,=#$#)8*,%++"*,8#),=*,.*8&%(%*9,%),E3-&-+3-/2,="&,&3*,
-&3*.,/.-=$*5+,$*#9,&-,.*A8#/&".%)6,&3*,/3-&-:,;3%+,3#+,3#//*)*9,(*@*.,&3#),
&*),&%5*+,%),&3*,(%.+&,FGGG,+/*8%5*)+:,;3*.*,3#1*,=**),%)+&#)8*+,@3*.*,
1-$")&**.+,3#1*,%9*)&%(%*9,/.-=$*5+,%),/3-&-6.#/3+,&3#&,&3*',&--<,
&3*5+*$1*+:,,

!
PQ-;&2!O&(&)&#-)&0'!R%0S+3)E!T&'-.!Q+;0%):!U0$)*!"$#)%-.&-'!V$#+$9:!@WJJ!
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Recommended practices 
!"#$%&'()&'*$+,-(.'%&/-0&'123&%'+,,'+#4&1(#'25'6-/-(-#+(-2"'+"6'+,,'5+1(2%#'()+('-"5,$&"1&'
*$+,-(.7'-"1,$6-"/8'

9 24&%+(2%'(%+-"-"/'

9 6+(+'3&%-5-1+(-2"7'&/'52%':;<'+"6'(%+"#1%-4(-2"'4%21&##&#7'$#&'25'1)&1=#$0#'

9 &*$-40&"('1+,->%+(-2"'

9 +11&4(+>,&'3+%-+(-2"#'5%20'#(+"6+%6'6-/-(+,'2$(4$(#'

9 #(2%+/&'%&,-+>-,-(.'

9 3+,-6+(-2"'25'>+1=$4'4%21&##&#'

9 1204,-+"1&'?-()'#(+"6+%6#'

9 5+$,('+"6'"2"@1204,-+"1&',2//-"/'+"6'+"+,.#-#'

9 $#&'25'0&(+6+(+A'

!0>&6'*$+,-(.'+##$%+"1&'+1(-3-(-&#'()%2$/)2$('()&'6-/-(-#+(-2"'4%21&##B'62'"2('%&,.'2"'&"6@
25@4%21&##'+##$%+"1&A'

'

4.5.4 Digitisation standards 
C624(-"/'#(+"6+%6#'52%'6-/-(-#+(-2"'-#'+'1&"(%+,'12042"&"('25'()&'*$+,-(.'%&/-0&'+"6'
&##&"(-+,'52%'4%26$1-"/'12"#-#(&"('6-/-(+,'+##&(#A''

C'"$0>&%'25'6-/-(-#+(-2"'#(+"6+%6#7'52%0+,'2%'!"#$%&'(7'&D-#('123&%-"/'6-55&%&"('+#4&1(#'25'
6-/-(-#+(-2"7'-"1,$6-"/8'

9 6-/-(+,'+##&('52%0+(#7'&/'EF!G7'HIJJ'+"6'A4#6'52%'-0+/&#7'KFL'52%'#2$"6'5-,&#7'KFM'52%'
0$,(-0&6-+'

9 (%+"#0-((-"/'+"6'+11&##-"/'6-/-(+,'5-,&#7'&/'JHF7'NHHF'

9 1204%&##-"/'6-/-(+,'5-,&#7'&/'O-4'

9 (.4&#'25'-0+/&#'%&*$-%&6'52%'6-55&%&"('(.4&#'25'#4&1-0&"#7'&/',+(&%+,7'3&"(%+,'+"6'(24'
3-&?#'

9 -"(&%4%&(-"/'+"6'1+,->%+(-"/'-0+/&#7'&/'-"1,$6-"/'+'#1+,&'+"6'12,2$%'4+(1)'-"'+"'-0+/&'+#'
+>#2,$(&'%&5&%&"1&#'

9 >%+"6-"/7'&/'-"1,$6-"/'()&'-"#(-($(-2"',2/2'-"'+"'-0+/&'

!"# $%&"'()*+'$
! P)+('*$+,-(.'%&/-0&#'+,%&+6.'&D-#('-"'()&'-"#(-($(-2"'()+('1+"'>&'>$-,('2"Q'

! N2?'1+"'()&'1$%%&"('*$+,-(.'25'6-/-(+,'+##&(#'>&'-04%23&6Q'

! N2?'?-,,'()&'%&/-0&'>&'621$0&"(&6'+"6'-04,&0&"(&6Q'

! P)+('42,-1.'62&#'-('"&&6Q'

! P)2'?-,,'>&'%&#42"#->,&'52%'*$+,-(.'+##$%+"1&Q'

! P)+('$#&%'5&&6>+1='0&1)+"-#0#'?-,,'>&'-"1,$6&6Q'

'
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! "#$%&'()*+*,%)%+'-(%,(*../+,(#*0&".%1('"(2%0#*0/*(12%%'1(*+.(/+&34./+,('2%1%(/+(
/)*,%1("5('2"1%(12%%'16(

7'*+.*0.1(41%.(/+('2%(/+1'/'4'/"+(12"43.(2*8%(#%%+(/.%+'/5/%.(.40/+,(&"33%&'/"+("5(
#*&9,0"4+.(/+5"0)*'/"+(:1%&'/"+(;6<6<-(=>?@6(

(

Recommended practices 
A."='(B/.%3C(41%.(1'*+.*0.1(*1('2%C(B/33(#%()"0%(14=="0'*#3%(/+'"('2%(54'40%(*+.(B/33(%*1%(
'2%(#40.%+("5()/,0*'/+,(.*'*("8%0('/)%6(D0%5%00%.(1'*+.*0.1(5"0(./,/'*3(*11%'(5"0)*'1(*0%(
,/8%+(/+(1%&'/"+(<<(:=?E@6(

F2%0%8%0(="11/#3%-(41%(1'*+.*0.1(%+."01%.(#C(GHFI(:BBB6'.B,6"0,J@-(IKLM(
:BBB6,#/56"0,J@-("'2%0(/+'%0+*'/"+*3("0,*+/1*'/"+1("0(41%.(B/'2/+('2%(&"33%&'/"+(
&"))4+/'C6(

N+140%('2*'('2%(1'*+.*0.1(*."='%.(&*+(#%(14=="0'%.(B/'2/+('2%(/+1'/'4'/"+-(%,(GHFI(
1'*+.*0.1()41'(#%(*#3%('"(#%(41%.(/+(*11"&/*'/"+(B/'2(%O/1'/+,(1=%&/)%+(.*'*#*1%16(

!"#$%&''()$*%(+&,('*-$.(/#($%0"1"2#3%0&'2$"'$3$.0&1($43+52#"6')-$.0&+0$&*$
,3)($6%$"7$3$*0((1$"7$2"")$8639&1:$.0&1($1#3+&'2$%3%(#$%&''()$";(#$3$%&(+($"7$
7"3,<$='$*",($+&#+6,*13'+(*-$.0(#($10($*%(+&,('*$3#($%3#1&+693#9:$9&201$
+"9"6#()-$.($3#($#(%93+&'2$10($1#3+&'2$%3%(#$.&10$3$%&(+($"7$'(61#39$2#(:$+3#)<$

='$,"*1$+&#+6,*13'+(*$.($3#($%0"1"2#3%0&'2$10#(($;&(.*$>$)"#*39-$931(#39$3')$
934(9*<$=$6')(#*13')$1031$76#10(#$;&(.*$,3:$4($'(+(**3#:$7"#$)&32'"*1&+$
%6#%"*(*-$461$10(*($.&99$4($135('$"'$#(86(*1<$?6#$&,,()&31($3&,$&*$
)&*+";(#34&9&1:<$@&10$3$*"6')$)&2&139$3**(1$,3'32(,('1$*1#31(2:-$3':$76#10(#$
;&(.*$1031$3#($+3%16#()$"7$10($*3,($*%(+&,('$.&99$4($3))()$1"$10($&,32($
9&4#3#:$3')$,3)($3;3&9349($&'$10($*3,($.3:$3*$10(*($&'&1&39$;&(.*<$='$10($+3*($"7$
A(%&)"%1(#3$"#$B(,&%1(#3$.0"*($.&'2*$3#($*%#(3)-$.($3#($"'9:$+3%16#&'2$3$
)"#*39$;&(.-$3*$3$931(#39$;&(.$."69)'/1$4($;(#:$0(9%769$3')$."69)$%"*($3$#&*5$1"$
10($*%(+&,('$&'$10($,";(,('1$"7$&1<$

='$399$+&#+6,*13'+(*$10($9"'2(*1$%3#1$"7$10($*%(+&,('$&*$39&2'()$.&10$10($
9"'2(*1$%3#1$"7$10($7#3,(-$.&10$&1*$0(3)$1"$10($9(71$"7$10($7#3,(<$C='$,"*1$
A(%&)"%1(#3$%0"1"*$10($9"'2(*1$%3#1$"7$10($*%(+&,('$&*$3+#"**$10($.&'2*-$*"$
10($0(3)$&*$73+&'2$D6%.3#)*/<E$

=7$10(#($&*$)&**(+1()$,31(#&39$"#$4#"5('$%3#1*$10(:$3#($%0"1"2#3%0()$&'$.&10$
10($)"#*39$;&(.$"7$10($*%(+&,('$C6*6399:$9(2*$"#$3'1(''3($&'$+3%*69(*-$"#$
2('&139&3$,"6'1()$"'$+3#)*E<$

!"#$93#2(#$*%(+&,('*$C+3%16#()$.&10$3$FGAH$.&10$3$,3+#"$9('*E$.($3#($
%0"1"2#3%0&'2$.&10$3$IJ,,$"#$K,,$#(7(#('+($43#$&'$10($&,32(<$='$%"*1L
%#"+(**&'2$.($3#($#(,";&'2$1031$43#$3')$3))&'2$3$*+39($43#$3')$1(M1$1"$10($
&,32(<$CN0($,&+#"%0"1"2#3%0:$(86&%,('1$+3'$+39+6931($3')$3))$3$*+39($43#$
361",31&+399:-$*"$10(#($&*$9(**$'(()$7"#$%"*1L%#"+(**&'2<E$

PA3%O/1(G/+.*33-(H/,/'/1*'/"+(D0"$%&'(Q*+*,%0-(7"4'2(A41'0*3/*+(Q41%4)(
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!

4.5.5 Metadata standards 
"#$%&%$%!'(!)(#&!$*!+,*-'&#!'./*,0%$'*.!%1*)$!%!&'2'$%3!%((#$!$*!/%4'3'$%$#!'$(!&'(4*-#,5!%.&!
).&#,($%.&!'$(!4*.$#6$7!89,##!$5+#(!*/!0#$%&%$%!%,#!$5+'4%335!)(#&:!

; $#49.'4%3<!#2!4%0#,%!(#$$'.2(<!(%0+3'.2!,%$#=!)()%335!()++3'#&!15!$9#!&'2'$'('.2!&#-'4#!

; %&0'.'($,%$'-#<!#2!4*+5,'29$!*>.#,<!&'2'$'(#,<!3'4#.('.2!%,,%.2#0#.$(!

; 4*.$#.$<!#2!()1?#4$!0%$$#,7!

"#$%&%$%!4%.!1#!($*,#&!>'$9'.!%!&'2'$%3!%((#$!@#01#&&#&!0#$%&%$%A!*,!%((*4'%$#&!>'$9!'$!
%.&!($*,#&!(#+%,%$#35!@*,!1*$9A<!)()%335!'.!%!&'2'$%3!%((#$!0%.%2#0#.$!(5($#0!@BC"DA<!()49!
%(!E)0)3)(!E%.$*!%.&!F*$*G%,#<!*,!4*33#4$'*.!0%.%2#0#.$!(5($#0!@E"DA<!3'H#!IJ!J")!*,!
K#,.*.7!G9%$!0#$%&%$%!'(!#01#&&#&!>'$9'.!%!&'2'$%3!%((#$!%.&!9*>!0)49!%((*4'%$#&!>'$9!'$!
&#+#.&(!*.!$9#!'.($'$)$'*.L(!+*3'4'#(!%.&!$9#!/).4$'*.%3'$5!*/!$9#!BC"DME"D7!@N.!%&&'$'*.<!
#%49!BC"D!%.&!E"D!9%(!'$(!*>.!0#$%&%$%!,#O)',#0#.$(7A!

K%,'*)(!0#$%&%$%!($%.&%,&(!#6'($!/*,!1'*&'-#,('$5!&%$%<!#2!B%,>'.!E*,#<!CPEB!%.&!$9#!C$3%(!
'(!>*,H'.2!>'$9!,#3#-%.$!*,2%.'(%$'*.(!$*!&#-#3*+!/),$9#,!0#$%&%$%!($%.&%,&(<!#2!/*,!
0'4,**,2%.'(0(<!+3%.$!(##&(!@0%.%2#&!'.!(##&1%.H(A!%.&!$9#!3'-'.2!4*33#4$'*.(!'.!1*$%.'4!
2%,&#.(7!

Recommended practices 
C&*+$!4*00*.!0#$%&%$%!($%.&%,&7!

Q(#!B%,>'.!E*,#!@B>E!9$$+:MM>>>7$&>27*,2M%4$'-'$'#(M&%,>'.4*,#MA!$*!&#(4,'1#<!%.&!(9%,#!
&%$%!%1*)$<!/%).%3!(+#4'0#.(!'.!.%$),%3!9'($*,5!4*33#4$'*.(!%.&!4'$'R#.!(4'#.4#!+,*?#4$(7!89'(!
0#$%&%$%!'(!)()%335!'.+)$!$*<!%.&!0%.%2#&!15<!%!E"D7!

Q(#!SNDTNB!@9'(4*0749%97*,27%)M>'H'M"%'.UT%2#A<!%!-%,'%.$!*/!CPEB!
@>>>7$&>27*,2M%4$'-'$'#(M%14&MA<!$*!&#(4,'1#<!%.&!(9%,#!&%$%!%1*)$<!(+#4'0#.(!'.!
C)($,%3'%.!9#,1%,'%7!

F*,!&'2'$%3!%((#$(!,#+,#(#.$'.2!(+#4'0#.(!%.&!*$9#,!4*33#4$'*.!*1?#4$(<!#01#&!>'$9'.!#%49!
%((#$!%$!3#%($!%!+#,('($#.$!'&#.$'/'#,!@TNBA!$9%$!,#/#,(!$*!$9#!(+#4'0#.!*,!*1?#4$!,#+,#(#.$#&!
15!$9#!%((#$7!F*,!#6%0+3#<!%!&'2'$%3!'0%2#!*/!%!/%).%!(+#4'0#.!(9*)3&!9%-#!%(!#01#&&#&!
0#$%&%$%!$9#!B%,>'.!E*,#!/'#3&(!!""#$$%&"%'(!*,!"!))%"*+!&'(!@1*$9!4*.$%'.'.2!$9#!
'.($'$)$'*.L(!4*&#<!$9#!4*33#4$'*.!4*&#!%.&!).'O)#!(+#4'0#.!'&#.$'/'4%$'*.!4*&#A!>9'3#!/*,!
9#,1%,')0!(+#4'0#.(<!$9#!SNDTNB!/'#3&(!+&,+-!@N.($'$)$'*.!E*&#A!%.&!.""+-!@C44#(('*.!
N&#.$'/'#,A!(9*)3&!1#!#01#&&#&7!89'(!+'#4#!*/!0#$%&%$%!/%4'3'$%$#(!'&#.$'/5'.2!$9#!4),,#.$!

!"# $%&"'()*+'$
! G9%$!($%.&%,&(!%,#!%3,#%&5!'.!)(#!'.!$9#!'.($'$)$'*.V!
! G9%$!.#>!*,!,#-'(#&!($%.&%,&(!%,#!.##&#&V!
! G9%$!%,#!$9#!'0+3'4%$'*.(!/*,!5*),!N8!(5($#0(<!>*,H!+,%4$'4#(<!#$4!*/!$9#!

49*(#.!($%.&%,&(V!!
! G9%$!+*3'45!&*#(!'$!.##&V!
! G9%$!+,*4#((#(!>'33!1#!)(#&!$*!'0+3#0#.$!$9#!($%.&%,&(V!
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!"#"$%&'(#&)'*)+*#,"*&%(-"!*./"0&%"'*1.&'-*#,"*2#3(.*('!*3&'4&'-*#,"*&%(-"*#)*#,"*

./"0&%"'*$"0)$!*&'*5)#,*#,"*6789:278*('!*2#3(.;*

<$"+"$(53=>*(3.)>*"%5"!*&'*(*!&-&#(3*(.."#*(*./"0&%"'?.*)$&-&'(3*!"#"$%&'(#&)'>*&+*(//3&0(53">*

('!*&'#"33"0#1(3*/$)/"$#=*$&-,#.*&'+)$%(#&)';*

*

4.6 Preparing digitisation plans 
:"@"3)/%"'#*)+*(*'1%5"$*)+*./"0&+&0*/3('.*%(=*5"*(//$)/$&(#"*#)*+(0&3&#(#"*(0,&"@&'-*#,"*

)5A"0#&@".*)+*#,"*!&-&#&.(#&)'*.#$(#"-=*B."0#&)'*C;C>*/CDE;*810,*/3('.*%(=*0)@"$F*

G ".#(53&.,&'-*('!*%('(-&'-*!&-&#&.(#&)'*/$)A"0#.H!""*."0#&)'*I*B/IJE*

G .,($&'-*!&-&#(3*(.."#.*

G "K/3)&#&'-*!&-&#(3*(.."#.;*:&-&#&.(#&)'*/$)@&!".*('*)//)$#1'&#=*#)*"K/3)$"*'"L*L(=.*)+*

1.&'-*('!*"K/3)&#&'-*!&-&#(3*(.."#.;*M,&.*%(=*5"*(.*.&%/3"*(.*/$)@&!&'-*%)$"*0)'#"'#*+)$*

('*&'.#&#1#&)'?.*L"5*.&#"*)$*(.*0)%/3"K*(.*!(#(*%&'&'-*#$('.0$&5"!*+&"3!*')#"5))4.*#)*

&!"'#&+=*3)0(#&)'.>*0)33"0#&)'*"@"'#.>*./"0&".*0&#(#&)'.*)$*0,($(0#"$*4"=.*

G %('(-&'-*!&-&#(3*#"0,')3)-&".*

G %('(-&'-*!&-&#(3*(.."#.*

G &%/$)@&'-*!&-&#&.(#&)'*/"$+)$%('0"*#)*(0,&"@"*,&-,"$*3"@"3.*)+*%(#1$&#=*&'*(00)$!('0"*

L&#,*#,"*:&-&#&.(#&)'*7(#1$&#=*7)!"3*B."0#&)'*J;I>*/DNE*

G %('(-&'-*#,"*O1(3&#=*)+*!&-&#(3*(.."#.;*

Recommended practices 
6)'.13#*L&!"3=*L,"'*!"@"3)/&'-*/3('.*(.*!&++"$"'#*($"(.*)+*('*&'.#&#1#&)'*%(=*,(@"*

!&++"$"'#*@&"L.*)'*(*#)/&0>*"-*L,(#*0)'.#&#1#".*P.,($&'-?*('!*#,"*0)'!&#&)'.*)$*3&0"'0"*1'!"$*

L,&0,*&#*.,)13!*)001$*%(=*')#*5"*1'&@"$.(33=*(-$""!;*

:"@"3)/*(*!"#"$%&'%(()$'(*%+",#'-&%,*0)@"$&'-*(#*3"(.#F*

G L,(#*(.."#.*L&33*5"*.,($"!H#,"$"*%(=*5"*"K0"33"'#*$"(.)'.*+)$*')#*.,($&'-*(33*#,"*!&-&#(3*

(.."#.>*"-*0)%%"$0&(3*)$*!(#(*."'.&#&@&#=*

G ,)L*#,"=*L&33*5"*.,($"!*B&'*(.*%('=*L(=.*(.*&.*/$(0#&0(3E*

G #,"*.#('!($!.*1."!*+)$*.,($&'->*"-*!&.0)@"$=>*#$('.%&..&)'>*+)$%(#.>*%"!&(*

!"# $%&"'()*+'$
! Q,(#*%"#(!(#(*&.*01$$"'#3=*0)33"0#"!R**

! Q,(#*%"#(!(#(*.#('!($!*&.*(//$)/$&(#"R*

! Q,(#*"3."*'""!.*#)*5"*0)33"0#"!R*

! Q,(#*($"*#,"*&%/3&0(#&)'.*+)$*=)1$*SM*.=.#"%.>*L)$4*/$(0#&0".>*"#0*)+*#,"*

0,)."'*.#('!($!.R**

! Q,(#*/$)0"..".*L&33*5"*1."!*#)*&%/3"%"'#*#,"*.#('!($!.R*

! T)L*&.*%"#(!(#(*%('(-"!R*

! T)L*L&33*%"#(!(#(*5"*0(/#1$"!>*%('(-"!*('!*"%5"!!"!*&'*!&-&#(3*(.."#.R*

! Q,(#*/)3&0=*!)".*&#*'""!R*
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! "#$%&$#&'()*+%,-#.%(*/00/&1(#1(2+%3%++%45!""(1%$-#/&(6789(26:;(

! +/"%1(,&4(+%12/&1#<#"#-#%1(

! ,$$/=&-#&'(3/+(->%(=1%(/3(4#'#-,"(,11%-1(<?(%@-%+&,"(/+',&#1,-#/&1(,&4(#&4#.#4=,"17(

A%.%"/2(,&(!""#$%#&'()*$!$*)+%'(!+($/.%+#&'(,-("%,1-B(

! %@2"/#-,-#/&(/22/+-=&#-#%19(%'(%@2"/#-,-#/&(C#""("#D%"?(2+/4=$%(&%C(4,-,9(#&$"=4#&'(&%C(
-?2%1(/3(4,-,7(E%(1=+%(-/(2",&(-/($,2-=+%(,&4(0,&,'%(->#1(4,-,(,1(C%""(

! -#0%3+,0%19(1>/+-F(,&4("/&'F-%+0(,$-#.#-#%1(

! +/"%1(,&4(+%12/&1#<#"#-#%1(

! +%1/=+$%(&%%417(

A%.%"/2(,($#,-+)()./%0!+!.#0#+$%'(!+($/.%+#&'(,-("%,1-()C>%+%(->%1%(,+%(&/-($/.%+%4(#&(
/->%+(4/$=0%&-1;B(

! ,++,&'%0%&-1(3/+(0/&#-/+#&'($>,&'%1(#&(4#'#-#1,-#/&(-%$>&/"/'#%1(

! $+#-%+#,(3/+(=2'+,4#&'(-%$>&/"/'?9(0#'+,-#&'(4,-,(3/+0,-1(%-$(

! ,++,&'%0%&-1(3/+(,11=+#&'(->%(.#,<#"#-?(,&4(,$$%11#<#"#-?(/3(4#'#-,"(,11%-1(#&-/(->%(3=-=+%(

! +/"%1(,&4(+%12/&1#<#"#-#%17(

(

4.7 Reviewing digitisation activities 
A#'#-#1,-#/&(,$-#.#-#%1(1>/="4(<%(+%.#%C%4(3+/0(-#0%(-/(-#0%(-/B(

! ,11%11(2%+3/+0,&$%(,',#&1-(->%(4#'#-#1,-#/&(1-+,-%'?(,&4(2",&1(

! $/&3#+0(->,-('/.%+&,&$%(,++,&'%0%&-1(+%0,#&(.,"#4(

! $>%$D(#3(4#'#-#1,-#/&(,$-#.#-#%1($,&(<%(#02+/.%4(

! $>%$D(#3(0,&,'%0%&-(/3(->%(4#'#-,"(,11%-1(#1(%33%$-#.%(

! ,11%11(#3(1>,+#&'(,++,&'%0%&-1(,+%(1-#""(,22+/2+#,-%(

! ,11%11(->%(#&1-#-=-#/&G1(+%",-#.%(2%+3/+0,&$%(,',#&1-(->%(A#'#-#1,-#/&(H,-=+#-?(H/4%"(
)1%$-#/&(:7I9(2JK;7(

!"# $%&"'()*+'$
! L>/(1>/="4(<%($/&1="-%4(#&(4%.%"/2#&'(->%(2",&1M(
! L>,-($/&1-+,#&-1(%@#1-M(
! L>,-(/22/+-=&#-#%1(%@#1-M(
! L>,-(+%1/=+$%1(,&4($,2,<#"#-#%1(,+%(&%%4%4(-/(#02"%0%&-(->%(2",&1M(
! N/C(C#""(->%(2",&1(<%(1>,+%4M(
! L>,-(,+%(->%(#02"#$,-#/&1(/3(->%(2",&1M(
! *,&(->%(2",&1(<%(+%,1/&,<"?(#02"%0%&-%4M()O>%+%(#1(&/(1=$>(->#&'(,1(,(<,4(

2",&9(/&"?(<,4(#02"%0%&-,-#/&7;(

! L>/(,22+/.%1(->%(2",&1M(
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Recommended practices 
!"#$%&'()*+,*-.(#"(/*..('01#(*+*)2(3,+*(2*1).4(1#$(,3('0*($,5,',.1',"#(.')1'*52(,.(',6*781.*$(
'0*#(.&0*$%/*()*+,*-.(1)"%#$(%9$1'*.('"('0*(.')1'*52:(

(

( (

!"# $%&"'()*+'$
! ;01'(.0"%/$(8*()*+,*-*$<(
! ="-("3'*#<(
! >2(-0"6<(
! ?")(-01'(9%)9".*<(
! @)*($,5,',.1',"#(1&',+,',*.(.',//(*33*&',+*<(
! ;01'($,5,',.1',"#(61'%),'2(/*+*/(,.(199/,&18/*<(
! ;01'(#**$.('"(8*(1&0,*+*$(8*3")*('0*(#*A'()*+,*-<(
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5 Organising digitisation 
!"#$%&'&%#()&#&*&'$*&+%(&'(*,-(."+/-''(01(2,&/,($(.$"*&/34$"()&#&*&'$*&+%(."+5-/*(&'(.4$%%-)(
$%)(0-#3%($%)(&*(-%/+6.$''-'(*,-($/*&7&*&-'(',+2%(&%(8&#3"-(9(:.;<=>(

? -'*$04&',&%#($()&#&*&'$*&+%(."+5-/*@'-/*&+%(AB;(:.AC=(

? $""$%#&%#()&#&*&'$*&+%(-D3&.6-%*@'-/*&+%(ABE(:.AF=(

? ."-.$"&%#(:6-*$=)$*$(/$.*3"-(*++4'@'-/*&+%(ABC(:.AG=(

? ."-.$"&%#()$*-('*+"$#-@'-/*&+%(ABF(:.A9=(

? ."-.$"&%#(D3$4&*1($''3"$%/-(*++4'@'-/*&+%(ABA(:.AH=(

? ."-.$"&%#(',$"&%#(*++4'@'-/*&+%(ABG(:.GI=(

? ."-.$"&%#(-J.4+&*$*&+%(*++4'@'-/*&+%(AB9(:.GI=(

? "-/"3&*&%#($%)(*"$&%&%#('*$KKL7+43%*--"'@'-/*&+%(AB<(:.G;=(

? )-7-4+.&%#(."+/-)3"-'@'-/*&+%(ABH(:.GE=B(

M,-'-($/*&7&*&-'($"-("-4-7$%*(*+(0+*,(*,-(/+6."-,-%'&7-($%)(!"#$%&'%($)($.."+$/,-'(:'-/*&+%(
CBFN(.E<=(*+()&#&*&'$*&+%B(O+2-7-"N(*,-1($"-(4&P-41(*+(0-(#&7-%()&KK-"-%*(-6.,$'-'(&%(-$/,(
$.."+$/,N(-#(*,-(%-/-''&*1(*+(3%)-"'*$%)(*,-(%$*3"-(+K($(/+44-/*&+%(&'(63/,(#"-$*-"(K+"($(
/+6."-,-%'&7-($.."+$/,(*,$%(&*(&'(K+"(!"#$%&'%($)N(#&7-%(*,-(0"+$)-"(/+7-"$#-(+K(*,-(K+"6-"(
$.."+$/,B(

Q$%1(+"#$%&'&%#($/*&7&*&-'(2&44(0-(&%K+"6-)(01($/*&7&*&-'(*,$*(+//3""-)()3"&%#(.4$%%&%#(
:'-/*&+%(FN(.C9=($%)($"-(&%*-%)-)(*+(&6.4-6-%*(*,-(+3*/+6-'(+K(*,+'-($/*&7&*&-'B(M,-"-K+"-N(
6$%1(+"#$%&'&%#($/*&7&*&-'($"-(/+66+%(*+($44()&#&*&'$*&+%(."+5-/*'(:*+('+6-(-J*-%*($*(4-$'*N(
-#(."-.$"&%#()$*$('*+"$#-=('+(*,$*(63/,(+K(*,-(+"#$%&'&%#(%--)(+%41(0-()+%-(+%/-(2&*,(*,-(
+3*/+6-'(',$"-)($/"+''(+*,-"(."+5-/*'B((

R,&4-(*,-('*"3/*3"-(+K(*,&'('-/*&+%(6$1('3##-'*(*,$*(*,-($/*&7&*&-'(6-%*&+%-)(',+34)(+//3"(
&%(*,-('-D3-%/-(&%(2,&/,(*,-1($"-()&'/3''-)N(*,&'(&'(%+*(%-/-''$"&41(*,-(0-'*(2$1(*+(."+/--)N(
-#(."+/-)3"-'(2&44(0-("-D3&"-)(K+"(6+'*($/*&7&*&-'($%)(*,-'-(6$1(0-(0-**-"()-7-4+.-)($'(
.$"*(+K(*,-($/*&7&*1N("$*,-"(*,$%(0-&%#(4-K*($'(*,-(4$'*($/*&7&*1B(

Recommended practices 
S"+7&)-()&#&*&'$*&+%(-D3&.6-%*($%)("-'+3"/-'($'(/+66+%(&%K"$'*"3/*3"-(*,$*(/$%('3..+"*($(
"$%#-(+K()&#&*&'$*&+%(."+5-/*'B(

T$"1($%)('3..4-6-%*(*,-(/+66+%(&%K"$'*"3/*3"-($'(%-/-''$"1(*+(6--*(*,-(%--)'(+K(-$/,(
."+5-/*B(

U3&4)($(.+"*K+4&+(+K(-D3&.6-%*N(*-/,%&D3-'($%)("-'+3"/-'(*+('3..+"*()&#&*&'$*&+%(+K($("$%#-(
+K(+05-/*'B(

!"#$%&'-(!"#$%&'%($)(."+5-/*'(0$'-)(+%(*,-(%--)'(+K(*,-(."+5-/*(03*(,$7-("-#$")(*+(*,-(
.+*-%*&$4(2&)-"($..4&/$0&4&*1(+K(*,-(+3*/+6-'B((

V'(%-/-''$"1N(3'-(!"#$%&'%($)(."+5-/*'(*+(&6."+7-(1+3"(3%)-"'*$%)&%#(+K(+"#$%&'&%#($/*&7&*&-'(
$%)(*+(&)-%*&K1(+"(W."+7-X()&#&*&'$*&+%(/$.$0&4&*&-'B(
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5.1 Establishing a digitisation project 
!"#$%&'(")*"+',-(-.'"/010.0+-.0)#",()2'3.+"%-4"&'"'+.-&50+6'/"$#/'(".6'"/010.0+-.0)#"

+.(-.'14"7+'3.0)#"898:",8;<:"('*5'3.0#1"-+,'3.+")*".6'"+.(-.'14"+$36"-+"/0**'('#.",(0)(0.0'+:"

3-.'1)(0'+")*")&2'3.".)"&'"/010.0+'/")("('+)$(3'"-=-05-&050.49">-36",()2'3."+6)$5/"&'",5-##'/"

-#/"%-#-1'/9"

"

Recommended practices 
?)#+0/'("&'10##0#1"-"/010.0+-.0)#",()1(-%"@0.6"-"+0%,5'")(".(0-5",()2'3."7#)."#'3'++-(054"-"

!"#$%&'%($)",()2'3.<"+)".6-."),.0)#+"3-#"&'"'A,5)('/"-#/".6'"*)$#/-.0)#+"5-0/"*)("5-.'(:"%)('"

3)%,5'A",()2'3.+9"

B*"'%&-(C0#1")#"-"+'(0'+")*",()2'3.+:"3)#+0/'("/'='5),0#1"-#")='(-55",()2'3.",5-#"@0.6"

-3.0=0.0'+"-#/")$.3)%'+"*)("'-36",()2'3."+36'/$5'/".)"+$,,)(.".6'").6'(",()2'3.+:"'1"

'D$0,%'#."-3D$0+0.0)#9"

>+.-&50+6"'-36",()2'3."-33)(/0#1".)".6'"0#+.0.$.0)#E+"+.-#/-(/",()2'3."%-#-1'%'#."

%'.6)/)5)149"

F(',-('"-",5-#"*)("'-36",()2'3."-//('++0#1"-."5'-+.G"

H )&2'3.0='+I@6-."0+".)"&'"-360'='/"

H ,()2'3."+3),'I@6-.E+"0#"-#/"@6-.E+")$."

H -++$%,.0)#+:"3)#+.(-0#.+"-#/"/','#/'#30'+I@6-."%-4"0%,-3.")#".6'",()2'3."-#/"
+$33'++*$5"-360'='%'#.")*"0.+")&2'3.0='+"

H ,()2'3."-,,()-36I-"1'#'(-5"+.-.'%'#.")*"6)@".6'",()2'3."@055"&'"/'50='('/"

H /'50='(-&5'+I,-(.03$5-(")$.,$.+"-#/".6'0(".0%0#1:"3)='(0#1".6'").6'("-3.0=0.0'+")*"

,5-##0#1:"'1"/-.-"+.)(-1':".))5+:"/)3$%'#.-.0)#:"-+"@'55"-+".6'"/010.-5"-++'.+"

H ",()2'3."%-#-1'%'#."-((-#1'%'#.+I6)@".6'",()2'3."0.+'5*"@055"&'"%-#-1'/"

H (0+C+"-#/".6'0(".('-.%'#.I@6-."3-#"1)"@()#1"-#/"6)@"+$36"+0.$-.0)#+"@055"&'"%-#-1'/"

H ('+)$(3'+I%)#'4:",'),5':"*-3050.0'+:".'36#)5)14:".))5+I#**"+'3.0)#";J"7,KJ<"*)("-"50+.")*"
('+)$(3'+".6-."%-4"#''/"*$#/0#1"

H ()5'+"-#/"('+,)#+0&050.0'+I@6)"@055"/)"@6-.9"

+,-.'/,*0$%'1%2%&*&(32$*&%-4'5*3$%,2026*4%72#%8**0%(0$*642.9%:0;*#$(06%(0%
$7(#%-'#($('0%72#%,*20$%$72$%'0*%-*4#'0%<2#%28.*%$'%(&*0$(1/%20&%4*1(0*%$7*%
6'2.#%'1%$7*%-4'5*3$=%4*#*2437%8*#$%-423$(3*=%,2>*%&*3(#('0#%#"($28.*%$'%$7*%
0**&#%'1%$7*%(0#$($"$('0%20&%4*#-'0&%$'%-4'8.*,#%$72$%24'#*%(0%-4'3"4*,*0$%
20&%;'."0$**4%,2026*,*0$9%?7(#%>(0&%'1%-4'5*3$%'1$*0%4*@"(4*#%'4620(#2$('02.%
37206*=%20&%2%-4'5*3$%,2026*4%320%<'4>%2#%20%2&;'32$*9%?7(#%-*4#'0%(#%28.*%$'%
&4(;*%$7*%-4'5*3$=%$423>(06%-4'64*##%20&%*0#"4(06%$72$%-4'&"3$(;($/%20&%@"2.($/%
(#%(,-4';(06%14',%,'0$7%$'%,'0$79%

IL-,0/"M010.0+-.0)#"F()2'3.G"N0#-5"L',)(.:"O)$.6"!$+.(-50-#"P$+'$%:"JQ;;"
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!"#$%&'()*+')#''&),"()'-.'(*%$')%#)&%/%*%$0*%"#)0#&)10#0/'1'#*)0#&).('$'(20*%"#)",)&%/%*03)
0$$'*$4)0#&)$''5)"6*$%&')0&2%7')0$)#'7'$$0(89)

:#$6(')*+')',,"(*)%#).30##%#/)0#&)'$*0;3%$+%#/)0).("<'7*)%$)7"11'#$6(0*')=%*+)*+')
$%/#%,%70#7')",)*+').("<'7*9)

!"#$%&'()'$*0;3%$+%#/)0)2"36#*''(>;0$'&)&%/%*%$0*%"#).("<'7*)0$)0)!"#$%&'%($)).("<'7*?$'7*%"#)
@)A.BCD9)

E.."%#*)0).("<'7*)10#0/'()*")"2'($'')*+').("<'7*9)F"()30(/').("<'7*$4)*+')10#0/'()108);')
,633>*%1'9)G#&%70*%2')*'(1$)",)(','('#7'),"()0).("<'7*)10#0/'()0(')/%2'#)%#)$'7*%"#)HI)A.@ID9)

)

5.2 Arranging digitisation equipment 
:J6%.1'#*),"()&%/%*%$0*%"#)0(')*+"$')+0(&=0('4)$",*=0(')0#&),07%3%*%'$)#''&'&)*")7('0*'4)
10#0/')0#&)$+0(')0)&%/%*03)0$$'*9)K8.%703)'J6%.1'#*)%$)3%$*'&)%#)$'7*%"#)HC)A.@CD9)

!+"%7')",)$.'7%,%7)'J6%.1'#*)=%33);')%#,"(1'&);8),07*"($)$67+)0$L)

M 020%30;3')('$"6(7'$4)'/)020%30;%3%*8)",)$6%*0;3'),07%3%*%'$4)3%1%*'&);6&/'*$4)3%1%*'&)$*"(0/')
,"()*+')&%/%*03),%3'$4)76(('#*38)6$'&)'J6%.1'#*)A,"()7"1.0*%;%3%*8D4)#61;'()",).'".3')
%#2"32'&)

M *+')";<'7*$)*");')&%/%*%$'&4)'/)%#$'7*$)('J6%(')&%,,'('#*)%10/%#/)'J6%.1'#*),("1),%$+4)
%10/%#/)&(0='($)#''&)&%,,'('#*)$'*6.$),("1)%10/%#/)%#&%2%&603)$.'7%1'#$)0#&)0#03"/6')
06&%"),%3'$)#''&)*"*0338)&%,,'('#*)'J6%.1'#*),("1)$.'7%1'#$)",)0#8)*8.')

M *8.')",)&%/%*03)7"#2'($%"#4)'/)N>(084)1%7(">!K)$70##%#/4)&%/%*%$0*%"#)",).+"*"/(0.+%7)"()
1%7("$7".')$3%&'$4)*(0#$7(%.*%"#4)&0*0;0$%#/4)2%&'")7"#2'($%"#)

M #0*6(')",)*+')&%/%*%$0*%"#).("<'7*4)'/)*")'#+0#7')76(('#*)&%/%*%$0*%"#)07*%2%*%'$4)&'2'3".)
#'=)70.0;%3%*%'$)"()&%/%*%$')0#)'-%$*%#/)7"33'7*%"#)",)$.'7%1'#$)

M .("<'7*)*%1',(01'4)'/)+%/+)*+("6/+.6*)'J6%.1'#*)108);')#''&'&)*")1''*)0)*%/+*)
*%1',(01')A3%5'38)*");')1"(')'-.'#$%2')*+0#)3"=)*+("6/+.6*)'J6%.1'#*)6$'&)%#)0)3"#/'()
*'(1).("<'7*D)

M /'#'(03)0..("07+)*")&%/%*%$0*%"#4)'/)6$')",)2"36#*''($)"()76(0*"($)*")&")*+')&%/%*%$0*%"#9)

!"# $%&"'()*+'$
! O+0*)%$)*+')#0*6(')",)*+').("<'7*P)

! O+0*)=%33)%*)07+%'2'P)

! O+0*)('$"6(7'$)0(')#''&'&P)

! Q"=)%$)*+').("<'7*)*");')('$"6(7'&P)

! O+")=%33)3'0&)*+').("<'7*P)

! Q"=)=%33)*+').("<'7*);')R$"3&S)=%*+%#)*+')%#$*%*6*%"#P)

! O+0*)TQUV)%$$6'$)#''&)*");')7"#$%&'('&P)
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Recommended practices 
!"#$"%#&$'()(*%+,-%(#%.(#/"%($%+-0#*+1(#")#2",/0(3+%4#"5#-26&+)+$7#(6&+/,($%8#

9/($'#%+,(#'(:(0"/+$7#)(6&+)(,($%*#-*#/"")#%(2.$+2-0#*"0&%+"$*#;+00#2"*%#,")(#+$#%.(#0"$7#
)&$8#

9((<#(3/()%#%(2.$+2-0#-':+2(#"$#(6&+/,($%#2."+2(8#

=$*&)(#%.-%#%.(#(6&+/,($%#2."*($#2-$#*&//")%#%.(#*%-$'-)'*#$",+$-%('#+$#*(2%+"$#>>#?/@AB#
-$'#%.-%#+%#;+00#'(0+:()#'+7+%-0#-**(%*#*&+%-C0(#5")#%.(+)#+$%($'('#&*(#?*(2%+"$#D8>EF#/DGB8#

H5#+$#'"&C%#-C"&%#%.(#2-/-C+0+%+(*#"5#-#/-)%+2&0-)#/+(2(#"5#(6&+/,($%F#7(%#%.(#,-$&5-2%&)()#
")#'+*%)+C&%")#%"#'(,"$*%)-%(#+%#5")#4"&8#I&%#&*(#J*%-$'-)'+*('K#"CL(2%*#5")#%.(#
'(,"$*%)-%+"$#%"#($*&)(#2",/-)-C+0+%4#"5#)(*&0%*#C(%;(($#'+55()($%#(6&+/,($%#"/%+"$*8#

M.($#)(*"0:+$7#2",/)",+*(*#C(%;(($#2"*%#-$'#2-/-C+0+%4F#(7#0-)7()#5+0(#*+1(#;+%.#
-**"2+-%('#.+7.()#-$'#,")(#2"*%04#*%")-7(#)(6&+)(,($%*F#0""<#5")#$":(0#*"0&%+"$*F#(7#-'"/%#
2.(-/()#"/()-%+"$-0#*%")-7(#")#<((/#,-*%()#2"/+(*#+$#%.(#N%0-*K*#O")/.C-$<#+$*%-$2(#
?,")/.C-$<8-0-8")78-&PB8##

!"#$%&"'&$()&*"+)"$''",#&"&-.+/0&),"$)*"1,$)*$(*1"(&1&$(2#",#$,"%&(1$,+'+,3"$)*"
/(&2+1+4)"$(&"+)240/$,+5'&6"!"#$*".)(&$'+1,+2"&7/&2,$,+4)1"8#&)"!"5&9$)"
/'$))+)9",#+1"/(4:&2,",#$,"!"84.'*":.1,"94"$)*"5.3"$"0+2(4124/&"$)*"2$0&($;"
$)*",#$,"$''"5+,1"4<"&-.+/0&),"84.'*"5&"$5'&",4"5&".1&*"+)"*+%&(1&"*&/$(,0&),1"
4<",#&"0.1&.0"+)"/&(/&,.+,3"$<,&("03"/(4:&2,"8$1"4%&(6"=#+1"+1)>,",#&"2$1&6"!)"
4(*&(",4"5.3"$"0+2(4124/&"$)*"2$/,.(&"*&%+2&",#$,"24.'*"/#4,49($/#"+)1&2,1;"!"
)&&*&*",4"#$%&"$"<$+('3"944*"?)48'&*9&"4<"8#$,",#&"&-.+/0&),"8$1"94+)9",4"
5&".1&*"<4(6"=#+1"8$1"&%&)"04(&"+0/4(,$),"8#&)"5.3+)9"'&11"1/&2+<+2"
&-.+/0&),@*&2+*+)9"4)"'&)1&1"$)*"'+9#,+)9"<4(",#&"2$0&($"1&,A./"0&$),",#$,"
!"#$*",4"'&$()"$"#.9&"$04.),"$54.,",#&"1.+,$5+'+,3"4<"'&)1&1"$)*"'+9#,+)9"
$(($)9&0&),1"<4(",#&",$1?6"

QN0(3+*#R+$'-00F#!+7+%+*-%+"$#S)"L(2%#O-$-7()F#9"&%.#N&*%)-0+-$#O&*(&,#
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!

5.3 Preparing (meta)data capture tools 
"#$%&'(&%&!)&*%+,$!%--./!&,$!0$$($(!%-!)&*%+,$!%1$2!

3 4$%&(&%&!&//-)5&%$(!65%1!%1$!(575%&.!&//$%!&0(!5%/!*18/5)&.!&0&.-7+$9/$)%5-0!:;<;=!"*:>'!!

3 (&%&!),$&%$(!%1,-+71!%,&0/),5*%5-0!-,!(&%&?&/5079/$)%5-0!:;<;@!"*:>';!

A1&%$B$,!%1$!%&/CD!/8/%$4/!0$$(!%-!?$!($B$.-*$(!%-!,$.&%$!%1$!0$6!4$%&(&%&!&0(!(&%&!%-!
$E5/%507!(&%&!?&/$/!&0(!(&%&!/$%/;!

5.3.1 Metadata tools 
#$%&(&%&!,$F+5,$4$0%/!/1-+.(!?$!($G50$(!&/!*,-*-/$(!50!/$)%5-0!H;:;:!"*HI';!J--./!&,$!
0$$($(!%-!)&*%+,$!%15/!4$%&(&%&!&0(!*&//!5%!%-!%1$!B&,5-+/!50G-,4&%5-0!/8/%$4/!%1&%!65..!
+/$!5%D!$7!%1$!)-..$)%5-0!4&0&7$4$0%!/8/%$4!"K#L'!-,!&!(575%&.!&//$%!4&0&7$4$0%!/8/%$4!
"MN#L';!O,!%1$!4$%&(&%&!4&8!?$!(5,$)%.8!$0%$,$(!50%-!%1$/$!/8/%$4/;!

L-4$!%--./!&)F+5,$(!-,!($B$.-*$(!+0($,!/$)%5-0!:;@!"*:H'!65..!?$!&?.$!%-!)&*%+,$!*&,%!-G!
%1$!4$%&(&%&D!$7!P1-%-/1-*!)&0!$4?$(!&!,&07$!-G!4$%&(&%&;!#&08!(575%5/&%5-0!%--./!&./-!
$4?$(!4$%&(&%&!50!%1$!(575%&.!-?Q$)%/!%1$8!),$&%$D!$7!(575%&.!)&4$,&/!$4?$(!$E*-/+,$!
($%&5./;!J1$!N%.&/!)&0!*,-B5($!&!/*,$&(/1$$%!G-,!)&*%+,507!54&7$!4$%&(&%&!%-!?$!+/$(!50!
#-,*1?&0C;!

5.3.2 Data tools 
M&%&!,$)-,(507!%--./!65..!?$!0$$($(!($*$0(507!-0!61&%!(&%&!5/!%-!?$!)&*%+,$(!&0(!1-6!5%!
65..!?$!)&*%+,$(;!!

N%!-0$!$E%,$4$D!%,&0/),5*%5-0!-G!/*$)54$0!.&?$./!-,!G5$.(!0-%$?--C/!4&8!?$!(-0$!-B$,!%1$!
50%$,0$%!+/507!B-.+0%$$,/!&0(!R),-6(/-+,)507S!"/$$!/$)%5-0!ID!*T@';!L+)1!&**,-&)1$/!
,$F+5,$!$E%$0/5B$!/-G%6&,$!($B$.-*4$0%!&0(!4&50%$0&0)$!&.-07!65%1!)&,$G+.!4&0&7$4$0%;!
N%!%1$!-%1$,!$E%,$4$D!.&?$./!-,!/*$)54$0!,$75/%$,/!4&8!?$!%,&0/),5?$(!(5,$)%.8!50%-!&!K#L;!
L-4$61$,$!50!%1$!45((.$!5/!%1$!+/$!-G!&!6-,(!*,-)$//-,!%-!%,&0/),5?$!G5$.(!0-%$?--C/!
?$G-,$!%1$!%,&0/),5?$(!0-%$?--C/!&,$!*+?.5/1$(;!

!"# $%&"'()*+'$
! A1&%!$F+5*4$0%!5/!0$$($(U!
! V/!50W1-+/$!$E*$,%5/$!/+GG5)5$0%!%-!4&C$!50G-,4$(!($)5/5-0/!&?-+%!%1$

!,$F+5,$4$0%/!&0(!/+5%&?5.5%8!-G!*&,%5)+.&,!$F+5*4$0%U!
! A1-!65..!&)F+5,$!%1$4U!
! K&0!%1$8!?$!+/$(!&),-//!*,-Q$)%/D!-,!Q+/%!50!-0$!(575%5/&%5-0!*,-Q$)%U!
! A1-!65..!4&0&7$!&0(!-*$,&%$!%1$!$F+5*4$0%U!
! X-6!65..!%1$!$F+5*4$0%!?$!4&50%&50$(U!
! A1&%!%,&50507!65..!?$!0$$($(!?8!%1$!+/$,/U!
! N,$!%1$!*,-*-/$(!G&)5.5%5$/!&($F+&%$!G-,!%1$!$F+5*4$0%U!"Y$4$4?$,D!$7D!

%1&%!)-*8!/%&0(/!%$0(!%-!?$!%&..!"+*!%-!=;I4'!&0(!0$$(!&!/%,-07D!/-.5(D!
/%+,(8!?&/$Z![W,&8!&0(!-%1$,!,&(5&%5-0W*,-(+)507!$F+5*4$0%!0$$(/!
/15$.(507;'!
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Recommended practices 
!"#$#%&"'&()$'**+"$,-'.#,$'.-($/0&+1$(#2$*(#"3$#"4#5&-++6$2.#($'.*"#$'**+"$-,#$1#"&)(#1$
-,*0(1$7#'-1-'-$-(1$1-'-$"'-(1-,1"8$

90'*7-'#$'**+"$-"$705.$-"$4*""&/+#$'*$7&(&7&"#$0"#,$#,,*,8$$

$

5.4 Preparing data storage 
:.,##$'64#"$*;$1-'-$"'*,#$7-6$(##1$'*$/#$4,#4-,#1<$

= +*5-+$

= -,5.&>#$

= *4#,-'&*(-+8$

!"#$%$"'*,#"$-,#$".*,'?'#,7$"'*,#"$0"#1$'*$.*+1$'.#$1&)&'-+$-""#'"$2.#($'.#6$-,#$;&,"'$
5,#-'#13$-,#$-2-&'&()$4*"'?4,*5#""&()$*,$-,#$/#&()$4*"'?4,*5#""#18$:.#6$-,#$0"0-++6$
-""*5&-'#1$2&'.$4-,'&50+-,$1&)&'&"-'&*($*,$@7#'-A1-'-$#B0&47#('$-(1$7-6$(*'$/#$*($'.#$
&("'&'0'&*(-+$(#'2*,C3$#)$-$'#'.#,#1$5-7#,-3$-$7#7*,6$5-,1$&($-$1&)&'-+$'-4#$,#5*,1#,3$-$
2*,C"'-'&*($;*,$5-4'0,&()$',-("5,&4'&*("8$D,#4-,-'&*($*;$'.#"#$"'*,#"$&"$0"0-++6$
"',-&).';*,2-,1$-(1$1*(#$-"$4-,'$*;$"#''&()$04$'.#$1&)&'&"-'&*($#B0&47#('8$

&'#()*+$"'*,#"$7-6$/#$&($'.#$(-'0,#$*;$-$,#5*,1C##4&()$&(;*,7-'&*($"6"'#7$-(1$-,#$0"#1$'*$
.*+1$'.#$-,5.&>#$>#,"&*($*;$-$1&)&'-+$-""#'8$E05.$"6"'#7"$".*0+1$-""0,#$'.#$+*()?'#,7$
4,#"#,>-'&*(3$-55#""&/&+&'6$-(1$->-&+-/&+&'6$*;$1&)&'-+$-""#'"8$D,#4-,&()$-,5.&>-+$"'*,-)#$&"$/#"'$
+#;'$'*$F:$1#4-,'7#('"3$'.*0).$'.#6$1*$(##1$'*$C(*2$-(6$"4#5&;&5$0"#,$,#B0&,#7#('"3$"05.$
-"$/-5C$04$-(1$7#1&-$-(1$;&+#$;*,7-'$7&),-'&*(8$

!"# $%&"'()*+'$
! G.-'$7#'-1-'-$-(1$1-'-$(##1"$'*$/#$5-4'0,#1H$
! G.-'$"'-(1-,1"$-,#$'*$/#$0"#1H$
! G.#,#$1*#"$7#'-1-'-$(##1$'*$/#$+*1)#1H$
! G.-'$'**+"$*,$"6"'#7"$#%&"'$'.-'$".*0+1$/#$0"#1H$
! G.-'$-11&'&*(-+$'**+"$-,#$(##1#1H$
! G.*$2&++$1#>#+*4I-5B0&,#$'.#$-11&'&*(-+$'**+"H$
! J*2$2&++$'.#6$/#$7-&('-&(#1H$
! G.*$2&++$0"#$'.#7H$
! J*2$2&++$'.#6$/#$0"#1H$
! G.-'$',-&(&()$2&++$/#$(##1#1$/6$'.#$'**+$0"#,"H$
! J*2$2&++$'.#$'**+"$/#$&('#),-'#1$2&'.$*'.#,$&(;*,7-'&*($"6"'#7"$-(1$1-'-$

"'*,#"H$
! F;$-($&('#,7#1&-'#$@7#'-A1-'-$"'*,#$&"$0"#13$.*2$2&++$'.#$1-'-$/#$7*>#1$

&('*$'.#$0+'&7-'#$1-'-$"'*,#H$
! G.-'$-,#$'.#$&74+&5-'&*("$;*,$1-'-$"'*,-)#H$
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!"#$%&'()%*!"#$%&"!'%&!#(&!)'#'*'"&"+!,-.&!"('%&"+!/$..&/#-$0!1'0'2&1&0#!"3"#&1"!45678!
'0)!#(&!.-9&!:"&)!&'/(!)'3!#$!"#$%&+!%&#%-&;&+!"('%&+!1'0'2&!'0)!2&0&%'..3!1'-0#'-0!#(&!
1'"#&%!'0)!$<&%'#-$0'.!;&%"-$0"!$,!)-2-#'.!'""&#"=!>2'-0=!<%&<'%'#-$0!-"!*&"#!)$0&!*3!#(&!?@!
)&<'%#1&0#!-0!'//$%)'0/&!A-#(!:"&%!%&B:-%&1&0#"=!!

C-2-#'.!'""&#!1'0'2&1&0#!"3"#&1"!4C>678+!&2!D$#$E'%&+!:":'..3!<%$;-)&!*$#(!$<&%'#-$0'.!
'0)!'%/(-;&!"#$%'2&=!

?0"#-#:#-$0'.!-0,$%1'#-$0!1'0'2&1&0#!<$.-/3!'0)!<%'/#-/&"!1'3!<%$;-)&!#(&!*:"-0&""!%:.&"!
,$%!#(&"&!)'#'!"#$%&"+!&"<&/-'..3!'%/(-;&!'0)!$<&%'#-$0'.!"#$%&"+!'0)!#(&-%!1'0'2&1&0#!'0)!
1'-0#&0'0/&=!

?0!'))-#-$0!#$!<(3"-/'..3!$*#'-0-02!'0)!"&##-02!:<!#(&"&!"#$%&"+!":<<.&1&0#'%3!"$,#A'%&!
1'3!*&!0&&)&)+!&2!#$!/(&/9!/(&/9":1"+!/$0;&%#!,-.&!,$%1'#"!$%!*'/9:<!)'#'=!

Recommended practices 
F0":%&!)'#'!"#$%&"!'%&!/'<'*.&!$,!('0).-02!'..!#(&!#3<&"!'0)!B:'0#-#-&"!$,!)-2-#'.!'""&#"!
&G<&/#&)!#$!*&!<%$):/&)H!':)-$+!;-)&$+!"#-..!)-2-#'.!-1'2&"+!"/'00&)!)$/:1&0#"+!
1:.#-1&)-'=!

E(&0!)&#&%1-0-02!#(&!0&&)"!,$%!"#$%'2&+!%&1&1*&%!#('#+!,%$1!#(&!:"&%"I!<&%"<&/#-;&+!#(&!
)'#'*'"&!#&/(0$.$23!:"&)!-"!.&""!-1<$%#'0#!#('0!#(&!:"&%!-0#&%,'/&!&1<.$3&)!#$!'//&""!'0)!
1'0'2&!#(&!)-2-#'.!'""&#"=!

F0":%&!'..!)'#'!"#$%&"!'%&!%&2:.'%.3!*'/9&)!:<!A-#(!#(&!*'/9:<!%&2-1&!;'.-)'#&)=!

C$!0$#!:"&!CJC"!'"!'0!'%/(-;'.!"#$%&K!#(&-%!.$02&;-#3!-"!)$:*#,:.!'0)!#(&3!(';&!%&.'#-;&.3!
<$$%!/'<'*-.-#3=!L"&!('%)!)-"9"H!-0#&%0'.+!&G#&%0'.+!"#'0)!'.$0&+!0&#A$%9!'##'/(&)+!,-G&)!$%!
<$%#'*.&!'"!'<<%$<%-'#&=!

5$0":.#!#(&!?@!)&<'%#1&0#!A(&0!)&"-20-02!)'#'!"#$%&"!'0)!&0":%&!#(&!"#$%&"!'%&!":<<$%#&)!
*3!#(&!-0"#-#:#-$0=!!



 Digitisation: A strategic approach 

59 

!

5.5 Preparing quality assurance tools 
"#$%&'(!$))#*$+,-!."/0!'11%)!$*-!#)-2!'1!-+)#*-!'3-!4#$%&'(!$+2!&+'-5*&'(!16!2&5&'$%!$))-')7!
819-!'11%)!:&%%!;-!$#'19$'&,!$+2!,19<#'-*=;$)-2!:3&%-!1'3-*)!:&%%!;-!9$+#$%!$+2!#)-2!;(!
'31)-!21&+5!'3-!2&5&'&)$'&1+!1*!#)&+5!'3-!2&5&'$%!$))-'7!!

>31&,-!$+2!$<<%&,$'&1+!16!"/!'11%)!&)!2-'-*9&+-2!;(!'3-!2$'$!4#$%&'(!*-5&9-!2-?-%1<-2!$)!
<$*'!16!'3-!2&5&'&)$'&1+!6*$9-:1*@!.)-,'&1+!A7B7CD!<AB07!

/+!&9<1*'$+'!"/!'11%!&)!#)-*!6--2;$,@7!

Recommended practices 
E)'$;%&)3!$!9-,3$+&)9!61*!#)-*)!16!2&5&'$%!$))-')!'1!,199-+'!1+!'3-!4#$%&'(!16!'3-!$))-')!
'3-(!#)-7!

/#'19$'-!'11%)!$)!9#,3!$)!<1))&;%-7!

F)-!/'%$)!<*1?&2-2!'11%)!:3-*-?-*!<1))&;%-7!

!"# $%&"'()*+'$
! 831#%2!2&5&'$%!$))-')!;-!3-%2!&+!$!>G8!1*!$!H/G8I!
! J1:!:&%%!2&5&'$%!$))-')!&+!$!H/G8!;-!%&+@-2!:&'3!$))1,&$'-2!*-,1*2)!3-%2!&+!

$!>G8I!
! J1:!:&%%!'3-!$))-')!91?-!6*19!1+-!)'1*-!'K!$+1'3-*D!-5!%1,$%!'1!$*,3&?-I!
! L3$'!&)!$+!$<<*1<*&$'-!)'1*$5-!'-,3+1%15(!61*!-$,3!)'1*-M!,1+)#9-*!5*$2-!

+-':1*@!$''$,3-2!)'1*-D!-N'-*+$%!3$*2!2&)@D!-+'-*<*&)-!O/PHD!1'3-*I!
! L3&,3!)'1*-)!+--2!'1!;-!+-':1*@-2I!
! L31!)31#%2!3$?-!$,,-))!'1!-$,3!)'1*-I!
! L3$'!,1+)'*$&+')!$<<%(D!-5!+-':1*@!;$+2:&2'3D!+1!$*,3&?-!,$<$;&%&'(I!
! J1:!9#,3!)'1*$5-!16!$%%!'(<-)!&)!%&@-%(!'1!;-!+--2-2!61*!'3-!<*1Q-,'!$+2!

&+'1!'3-!6#'#*-I!O-9-9;-*!'3$'!;$,@#<)!*-4#&*-!)'1*$5-!$)!:-%%D!<1))&;%(!
&+!-N,-))!16!6&?-!'&9-)!'3$'!16!'3-!<*&9$*(!)'1*-)D!2-<-+2&+5!1+!'3-!;$,@#<!
$+2!$*,3&?&+5!*-5&9-)!#)-27!

! L3$'!;$,@#<!$**$+5-9-+')!$*-!&+!<%$,-I!/*-!'3-(!$2-4#$'-I!
! J1:!21-)!-$,3!)'1*-!&+'-5*$'-!:&'3!1'3-*!2$'$!)'1*-)!$+2!&+61*9$'&1+!

)()'-9)D!-5!'3-!1<-*$'&1+$%!)'1*-!9$(!$%)1!;-!#)-2!'1!<#;%&)3!&9$5-)!1+!
'3-!&+'-*+-'I!
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!

5.6 Preparing sharing tools 
"#$#!%&#'()*!#''#)*+,+)$%!#'+!-+$#(.+-!()!$&+!-#$#!%&#'()*!/.#)!0%+1$(2)!3456!/378!#)-!#'+!
$(*&$.9!.():+-!;($&!$&+!,+$#-#$#!)++-+-!$2!<#1(.($#$+!%&#'()*!0%+1$(2)%!34=4=6!/3>!#)-!=4?6!
/=584!

@)!$&+!,#()6!-#$#!%&#'()*!$22.%!;(..!A+!B%+-!A9!$&+!@C!#)-!()<2',#$(1%!-+/#'$,+)$%!#)-!
$&+%+!2'*#)(%#$(2)%!%&2B.-!A+!'+%/2)%(A.+!<2'!$&+('!-+<()($(2)6!#1DB(%($(2)!#)-!
(,/.+,+)$#$(2)6!A#%+-!2)!$&+!-#$#!%&#'()*!/.#)!#)-!%B//.+,+)$#'9!B%+'!)++-%!#)#.9%+%4!

Recommended practices 
EB$2,#$+!%&#'()*!#%!,B1&!#%!/2%%(A.+4!

F%+!%&#'()*!$22.%!-+G+.2/+-!A9!$&+!E$.#%!2'!HI@J!;&+'+G+'!/2%%(A.+4!

!

5.7 Preparing exploitation tools 
K.#)%!<2'!-#$#!+L/.2($#$(2)!;+'+!-+G+.2/+-!()!%+1$(2)!345!0/378!#)-!$22.%!#'+!'+DB('+-!$2!
(,/.+,+)$!$&+%+!/.#)%4!

Recommended practices 
F%+!+L(%$()*!$22.%!;&+'+!/2%%(A.+!$&2B*&!)+;!2'!B/*'#-+-!$22.%!#'+!.(:+.9!$2!A+!)++-+-4!

!"# $%&"'()*+'$
! M&2!(%!'+%/2)%(A.+!<2'!NEO!
! P2;!1#)!$&+!DB#.($9!'+*(,+!A+!2/+'#$(2)#.(%+-O!
! M&2!;(..!-+G+.2/Q#1DB('+!$&+!$22.%O!
! P2;!;(..!$&+9!A+!,#()$#()+-O!
! M&2!;(..!B%+!$&+,O!
! P2;!;(..!$&+!$22.%!A+!()$+*'#$+-!;($&!$&+!RST!#)-!2$&+'!-#$#!%$2'+%O!
! M&#$!$'#()()*!;(..!A+!)++-+-!A9!$&+!$22.!B%+'%O!
! P2;!(%!B%+'!<++-A#1:!-+#.$!;($&O!

!"# $%&"'()*+'$
! M&#$!-(*($#.!#%%+$%!;(..!A+!%&#'+-O!M($&!;&2,O!
! P2;!;(..!$&+!-(*($#.!#%%+$%!A+!%&#'+-O!
! M&2!;(..!-+G+.2/Q#1DB('+!$&+!$22.%O!
! P2;!;(..!$&+9!A+!,#()$#()+-O!
! M&2!;(..!B%+!$&+,O!
! P2;!;(..!$&+!$22.%!A+!()$+*'#$+-!;($&!$&+!RST!#)-!2$&+'!-#$#!%$2'+%O!
! M&#$!$'#()()*!;(..!A+!)++-+-!A9!$&+!$22.!B%+'%O!
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!

5.8 Recruiting and training staff/volunteers 
"##$%&'($!)*+!$##'%'$*&!+','&'-)&'.*!/$01'/$-!-2'33$+!4$.43$!)3.*,!5'&6!&6$!%.//$%&!$01'47$*&8!
9$4$*+'*,!.*!&6$!*)&1/$!.#!&6$!+','&'-)&'.*!4/.:$%&;!(.31*&$$/-!)*+<./!.&6$/!-4$%')3'-&-!5'33!
=$!*$$+$+!)*+!1-$+!'*!+'##$/$*&!5)>-!)*+!#./!+'##$/$*&!&)-2-8!

?.31*&$$/-!%)*!=$!/$%/1'&$+!+'/$%&3>!./!$*,),$+!&6/.1,6!%/.5+-.1/%'*,!.($/!&6$!'*&$/*$&;!
$,!)-!'*!&6$!@&3)-A-!(.31*&$$/!4./&)3!B(.31*&$$/8)3)8./,8)1<C8!9'/$%&3>!/$%/1'&$+!(.31*&$$/-!
-6.13+!/$%$'($!-.7$!&/)'*'*,!'*!6)*+3'*,!.=:$%&-!)*+!)/&$#)%&-;!1-'*,!&6$!+','&'-)&'.*!
$01'47$*&!)*+!.&6$/!&..3-!&6)&!)/$!4)/&!.#!&6$!4/.:$%&8!?.31*&$$/!$*,),$7$*&!&6/.1,6!
%/.5+-.1/%'*,!%)**.&!4/.('+$!'*+'('+1)3!&/)'*'*,!1*3$--!&6)&!&/)'*'*,!'-!)3-.!+$3'($/$+!.($/!
&6$!'*&$/*$&8!

Recommended practices 
D-$!%/.5+-.1/%$+!(.31*&$$/-!-&/)&$,'%)33>!)*+!%)/$#133>!7)*),$!&6$7!B-$$!-$%&'.*!E;!4FGC8!

@-!*$%$--)/>!&.!'74/.($!+','&'-)&'.*!7)&1/'&>!B-$%&'.*!G8H;!4IJC;!/$%/1'&!-4$%')3'-&-!'*!
+'##$/$*&!)-4$%&-!.#!+','&'-)&'.*;!+','&)3!4/$-$/()&'.*!)*+!7)*),$7$*&!.#!+','&)3!%.33$%&'.*-8!

K'($!(.31*&$$/-!'*&$/$-&'*,!&)-2-;!5'&6!&6$!5./2!)//)*,$+!'*$##'%'$*&3>!'#!*$%$--)/>!&.!)33.5!
&6$7!&.!/$7)'*!'*&$/$-&$+8!LM6.3$!:.=-A!)/$!=$-&8!

9$($3.4!&/)'*'*,!7)&$/')3-!#./!(.31*&$$/-8!N./!$O)743$P!

Q !"#$%&'"()"*+,&-%,."+,&"/%.%(%0%,."!123%4+-"5+('1%+-6"78"9'.%0('10!BR$#$/$*%$!SC!

Q /%.%(%0+(%),":)-$,(''1"*+,&;))<!BR$#$/$*%$!GC!

!"# $%&"'()*+'$
! M6)&!)--$&-!)/$!&.!=$!$O43.'&$+T!

! U.5!)/$!&6$>!&.!=$!$O43.'&$+T!

! M6)&!*$5!+)&)!5'33!=$!4/.+1%$+T!

! U.5!5'33!&6$!*$5!+)&)!=$!%)4&1/$+!)*+!7)*),$+T!

! M6.!5'33!1-$!&6$-$!&..3-T!

! U.5!5'33!&6$!&..3-!=$!'*&$,/)&$+!5'&6!&6$!VWX!)*+!.&6$/!+)&)!-&./$-T!

! M6)&!&/)'*'*,!5'33!=$!*$$+$+!=>!&6$!&..3!1-$/-T!
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5.9 Developing procedures 
"##!$%&!'()*!$%+,!-.)!/&0(1&,!0(2,(#34.$&4!.24!4(0+1&2$&4!32!5)(0&4+)&,6!'()*!5).0$30&,!
.24!'()*-#(',!.24!$%&,&!/&0(1&!$%&!/.,3,!(-!$).32327!-()!$%(,&!328(#8&4!'3$%!4373$3,.$3(29!

Recommended practices 
:.8&!.$!#&.,$!4).-$!8&),3(2,!(-!5)(0&4+)&,!.8.3#./#&!/&-()&!&27.7327!8(#+2$&&),;,$.--!$(!
0(24+0$!4373$3,.$3(29!<+77&,$&4!$(530,!-()!5)(0&4+)&,!.)&!#3,$&4!32!,&0$3(2!=>!?5@AB9!

C(2,34&)!5)(4+0327!1+#$31&43.!4&1(2,$).$3(2,!.,!'&##!.,6!()!32,$&.4!(-6!')3$$&2!
5)(0&4+)&,9!

D)3.#!.##!5)(0&4+)&,!$(!&2,+)&!$%&E!'()*!/&-()&!-32.#3,327!$%&19!

F&83&'!.24!+54.$&!5)(0&4+)&,!-)(1!$31&!$(!$31&9!

GH.15#&,!(-!5)(0&4+)&,I!

J !"#$%&'"()"*+,&-%,."+,&"/%.%(%0%,."!123%4+-"5+('1%+-6"78"9'.%0('10!?F&-&)&20&!KB!

J /%.%(%0+(%),":)-$,(''1"*+,&;))<!?F&-&)&20&!LB!

J !"#$%&'"()"*+,&-%,."+,&"/%.%(%0%,."=>'2%?',0!?F&-&)&20&!>B!

J /%.%(%0+(%),"@1)A'2("BC77"@1)2'&$1'0"5+,$+-!?F&-&)&20&!K=B!

J /%.%(%0+(%),"@1)A'2("BC77"@1)2'&$1'0"5+,$+-"=$>>-'?',(6"5+21)>3)().1+>3D!?F&-&)&20&!
KLB!

J /%.%(%0+(%),"@1)A'2("BC77"@1)2'&$1'0"5+,$+-"=$>>-'?',(6"@)0("@1)2'00%,."E?+.'0"
F@3)()03)>G!?F&-&)&20&!KKB!

!"# $%&"'()*+'$
! M%.$!?.443$3(2.#B!5&(5#&!.)&!2&&4&4!-()!$%&!5)(N&0$O!

! M%.$!,*3##,!.)&!2&&4&4O!

! <%(+#4!8(#+2$&&),!/&!+,&4O!P2#32&O!M3$%32!$%&!32,$3$+$3(2O!

! :('!'3##!$%&E!/&!)&0)+3$&4O!

! :('!'3##!$%&E!/&!1.2.7&4!.24!,+55()$&4O!

! :('!'3##!$%&E!/&!$).32&4O!

! M%.$!$).32327!1.$&)3.#!3,!2&&4&4O!
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! !

!"# $%&"'()*+'$
! "#$%!&'()*+,'*-!$'*!'*.,/'*+0!
! 1(2!$'*!%#*3!4*-%!&'*-*5%*+0!
! "#(!-#(,6+!&'*&$'*!%#*70!
! 1(2!2/66!%#*3!4*!%'/$66*+0!
! "#$%!%'$/5/58!/-!'*.,/'*+!%(!-,&&('%!%#*70!
! 1(2!(9%*5!-#(,6+!%#*3!4*!'*:/-*+0!
! "#(!2/66!$&&'(:*!%#*70!
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6 Annex: Digitisation Maturity Model 
!"#$%&'&()*+,&$-./.&/0%&10"2"1/%2-./-1.&34&%"10&34&/0%&.-5&6"/72-/8&$%9%$.&432&%"10&34&/0%&.-5&

132%&:-;-/-."/-3<&"1/-9-/-%.=&

><&-<./-/7/-3<?.&:-;-/-."/-3<&6"/72-/8&-.&"..%..%:&#8&-:%</-48-<;&(4236&/0%&/"#$%,&/0%&$%9%$&34&

6"/72-/8&/0"/&#%./&10"2"1/%2-.%.&/0%&-<./-/7/-3<?.&#%0"9-372&-<&%"10&132%&"1/-9-/8=&@/&-.&$-A%$8&

/0"/&"<&-<./-/7/-3<&B-$$&0"9%&:-44%2%</&$%9%$.&34&6"/72-/8&432&%"10&"1/-9-/8&.3&/0"/&"&.-<;$%&

6"/72-/8&$%9%$&1"<<3/&#%&:%/%26-<%:=&

C0%2%&/0%&:-.)"2-/8&-<&6"/72-/8&"123..&"1/-9-/-%.&-.&$"2;%D&"<&-<./-/7/-3<&.037$:&4317.&3<&

-6)239-<;&-/.&)%24326"<1%&(6"/72-/8,&";"-<./&/0%&$%"./&6"/72%&"1/-9-/8=&E6"$$&:-.)"2-/-%.&

6"8&32&6"8&<3/&2%F7-2%&"//%</-3<D&:%)%<:-<;&3<&4"1/32.&.710&".&/0%G&

H :%.-2%:&$%9%$&34&6"/72-/8I-/&-.&<3/&<%1%.."28&432&"<&-<./-/7/-3<&/3&"10-%9%&"<8&)"2/-17$"2&

$%9%$&34&6"/72-/8J&6"/72-/8&-.&./2"/%;-1&:%1-.-3<&

H 132%&"1/-9-/-%.&-<93$9%:I#%-<;&:-.12%)"</&-<&3<%&32&/B3&"2%".&6"8&0"9%&$-//$%&":9%2.%&

-6)"1/&3<&:-;-/-."/-3<=&

@6)239-<;&6"/72-/8&-<93$9%.&":3)/-<;&/0%&#%0"9-372&34&/0%&<%5/&$%9%$=&

Recommended practices 
@4&)3..-#$%D&4317.&3<&-6)239-<;&;39%2<"<1%&".&"<&%44%1/-9%&;39%2<"<1%&2%;-6%&1"<&:2-9%&

-6)239%6%</.&-<&/0%&3/0%2&"1/-9-/-%.=&

K3<.-:%2&-<1$7:-<;&6"/72-/8&-6)239%6%</.&-<&:-;-/-."/-3<&./2"/%;-%.&"<:&)$"<.=&

!2%"/&6"/72-/8&".&-4&-/&B%2%&L7./&"<3/0%2&-<./-/7/-3<"$&47<1/-3<&"<:&6"<";%&-/&"1132:-<;$8=&

&

&

&

!"# $%&"'()*+'$
! C0"/&$%9%$&34&6"/72-/8&-.&"))23)2-"/%&432&8372&-<./-/7/-3<M&

! N3B&B-$$&/0%&<%5/&$%9%$&34&6"/72-/8&#%&"10-%9%:M&
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Table 1 Digitisation maturity characteristics 

!"#"$%

&'("%)*+,#,+-%

.)/,01%2,1,+)$% 3)+)4)5,01%% .)0)1,01%2)+)% 67)(,01%2)+)% 85,01%+"*70'$'1-% 9'#"(0,01%
2,1,+,5)+,'0%%

!""

!"#$%&'("#)*"
• #$%&$'(')*$)"
+,-%)(%*'"./"

($0(1(02-3'"

• 4&$1*,'(&$"('"+-,)"
&5"$&,6-3"

.2'($*''"

#$0(1(02-3'"6-/"

7-1*"6-($)-($")7*(,"

&8$"0-)-.-'*'"

"

• 9*3(-$%*"&$"+-+*,"
3*0:*,'""

• #$0(1(02-3'"
6-$-:*")7*(,"&8$"

0-)-"

;(6()*0"-$0"-0"7&%"

'7-,($:"&5"+*,'&$-3"

0-)-"-'",*<2*')*0"

./"&)7*,'"&,"-'"

$**0*0"./"-$"

($0(1(02-3"

• ='*"87-)*1*,"

)*%7$&3&:/"('"-)"

7-$0"

• >7/'(%-3"&.?*%)'"
6-$-:*0"

• ;())3*"&,"$&"&1*,-33"
:&1*,$-$%*"

@""

+',"(&-*$"
• 4&$'(')*$)"
+,-%)(%*'"./"

($0(1(02-3'"

• 4&$1*,'(&$"('"+-,)"
&5"$&,6-3"

.2'($*''"

• >-+*,"3*0:*,'"-,*"
2$0(:()('*0"-$0"

'&6*)(6*'"2'*0"

• #$0(1(02-3'"0&"
&8$"0-)-.-'($:""

• #$%&6+3*)*"

%&1*,-:*"&5"

+7/'(%-3"

%&33*%)(&$A'B""

• C&"+,&%*''*'"5&,"

0-)-.-'($:"

• D(0*"2'*"&5"5(3*"

'7-,*'"-$0"

+*,'&$-3"')&,*'"

5&,"')&,($:"0(:()-3"

-''*)'"

• ;(6()*0".-%E2+"

"

• D(0*"-0"7&%"

'7-,($:"&5"

+*,'&$-3"0-)-"

.-'*0"&$"+*,'&$-3"

,*3-)(&$'7(+'"

• F-32*"&5"'7-,($:"
+&&,3/"

-++,*%(-)*0"

• 9*'),(%)(1*"
3(%*$%*'"-++3(*0"

)&"'7-,*0"0-)-"

• G-%7"+*,'&$"
%7&'*'")7*(,"&8$"

)*%7$&3&:/"

• >*,'&$-3"
)*%7$&3&:/"2'*0"

)&"'2++3*6*$)"

($')()2)(&$-33/"

+,&1(0*0"

• #$-0*<2-)*"
*<2(+6*$)"2'*0"

)&"?2')"H:*)"()"

0&$*I"

• J*%7$&3&:/"
02+3(%-)*0"

)7,&2:7&2)")7*"

($')()2)(&$"

• K2%7")*%7$&3&:/"

2$2'*0"

• C&",*%&:$()(&$"&5"

'),-)*:(%",&3*"&5"

0(:()('-)(&$"

• C&"+&3(%(*'"-$0"

+,&%*02,*'"($"

+3-%*"
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!"#"$%

&'("%)*+,#,+-%

.)/,01%2,1,+)$% 3)+)4)5,01%% .)0)1,01%2)+)% 67)(,01%2)+)% 85,01%+"*70'$'1-% 9'#"(0,01%
2,1,+,5)+,'0%%

!""
!"#$%&'()"%&'
%$*+),'
#$%&'"$("
)'*+,-.'/.(0"
,+'.%"1.'%.2-.()"

• 3*+(1+41.')1"
1.0.*+-"5$46+*'"
&')1"

• 3$6)"%$(7)4'.$("
24$%)'')'"
5$46+--8"
)'*+,-.'/)1"+(1"
1$%&6)(*)1"

• 9)(*4+-"1+*+,+')"
:9;3<"&')1"5$4"
()="+%>&.'.*.$('"

• 9)(*4+-"1+*+,+')"
:9;3<".(%-&1)'"
-.(?'"*$"4)-+*)1"
1.0.*+-"+'')*'"

• @+*+,+'.(0"
)6,)11)1".("
,&'.()''A+'A&'&+-"
5$4"()="
+%>&.'.*.$('"

• 9$(*4$--)1"
7$%+,&-+4.)'"+(1"
6)*+1+*+"
'%/)6+'".("&')"

• 9)(*4+-"1+*+,+')"
:9;3<")'*+,-.'/)1"

• B-+('".("2-+%)"*$"
6.04+*)"2)4'$(+-"
1+*+,+')'".(*$"
%)(*4+-"1+*+,+')"

• C'')*'"$("5.-)"
'/+4)'",).(0"
6.04+*)1".(*$"
%)(*4+-"'*$4+0)"

• 9)(*4+-"4)2$'.*$48"
5$4"54$(*A$5A/$&')"
.6+0)'"

• ;+(&+-"'/+4.(0"$5"
')-)%*)1"1+*+"
=.*/"')-)%*)1"
$40+(.'+*.$('"
54$6"%)(*4+-"
1+*+,+')":9;3<"

• D.6.*)1"+1"/$%"
'/+4.(0"$5"
2)4'$(+-"1+*+"

• 3$6)"%4)+*.7)"
%$66$('"
-.%)('.(0"$5"1+*+"

• 3*+(1+41'"
%$62-.+(%)"2+4*"
$5"')-)%*.$("
%4.*)4.+"5$4"()="
*)%/($-$08"

• E)%/($-$08"
+%>&.4)1"+*"
1)2+4*6)(*+-"
-)7)-"

• E4+.(.(0".("&')"$5"
*)%/($-$08"=.1)-8"
+7+.-+,-)"

• FG)%&*.7)"'&22$4*"
5$4"'*4+*)0.%"
+224$+%/"

• @.0.*+-"%$--)%*.$(H"
1.0.*.'+*.$("
6+(+0)4"
$7)4'))'"
1.0.*.'+*.$("

• I(5$46+*.$("
6+(+0)6)(*"2-+("
.("2-+%)"

• @.0.*.'+*.$("
'*4+*)08".("2-+%)"

• B4$%)1&4)'".("
2-+%)"5$4"%$66$("
1.0.*.'+*.$("
+%*.7.*.)'"+(1"
*)%/($-$0.)'"

J""
-.&(%$/+0'
#$%&'"$("
.1)(*.58.(0"+(1"
,&.-1.(0"?)8"
%$62)*)(%.)'"

• K&+-.5.)1"
%$(7)4'.$("
)G2)4*.')"
+7+.-+,-)".(A/$&')"

• E4+.(.(0"24$04+6'"
.("2-+%)"5$4"
%$(7)4*)4'"

• @.0.*+-"+'')*"
6+(+0)6)(*"
'8'*)6"&')1"5$4"
+--"1.0.*+-"+'')*'"

• I(.*.+-"
%4$=1'$&4%.(0"
+%*.7.*.)'"*$"
2$2&-+*)"

• B)4'$(+-"
1+*+,+')'",).(0"
6.04+*)1".(*$"
%)(*4+-"1+*+,+')"
:9;3<"

• @.0.*+-"+'')*"
6+(+0)6)(*"
'8'*)6".("2-+%)"

• C&*$6+*)1"
'/+4.(0"$5"+",4$+1"
4+(0)"$5"1+*+"
54$6"%)(*4+-"
1+*+,+')":9;3<"

• ;$'*"1+*+"'/+4)1"
&(1)4"%4)+*.7)"
%$66$('"-.%)(%)'"

• 9$$41.(+*.$("$5"
2&4%/+')'"+%4$''"
*/)".('*.*&*.$("

• 3)-)%*.7)"&')"$5"
,-))1.(0")10)"
*)%/($-$0.)'"

• 3/+4.(0"$5"
)G2)4.)(%)'".("

• B4$%)1&4)'"
&'&+--8"5$--$=)1"

• @.0.*+-"%$--)%*.$(H"
1.0.*.'+*.$("
6+(+0)4"+'"')(.$4"
6+(+0)4"

• @.0.*+-"%$--)%*.$("
7+-&)1"
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!"#"$%

&'("%)*+,#,+-%

.)/,01%2,1,+)$% 3)+)4)5,01%% .)0)1,01%2)+)% 67)(,01%2)+)% 85,01%+"*70'$'1-% 9'#"(0,01%
2,1,+,5)+,'0%%

!"#"$"%&%' ()*'"++'!,-,#"+'
"%%&#%'

• ."#"'
/"0"-&/&0#'
1+"00&!',0#)'#2&'
(3#3*&'"*)30!'
"0#,4,1"#&!'0&&!%'

3%,0-'
#&420)+)-,&%'
5,!&%1*&"!'

• .,-,#,%"#,)0'
1*)6&4#%'(,*/+7'
&%#"$+,%2&!'

8''
!"#$%&'(")%(*&
9&"%3*&/&0#'

• :++'4)0;&*%,)0'
1*)4&%%&%'
!)43/&0#&!'

• :++'4)0;&*#&*'%#"(('
%3,#"$+7'#*",0&!'

• <3"+,#7'4)0#*)+'
*&-,/&',0'1+"4&'

• =&-3+"*'*&;,&5%'
)('"4#,;,#,&%'

• ."#"'>3"+,#7'
*&-,/&',0'1+"4&'

• :3#)/"#&!'
1*)4&%%&%'#)'
4"1#3*&'/&#"!"#"'

• ."#"'>3"+,#7'
/&"%3*&%',0'1+"4&''

• ."#"'43%#)!,"0%'
"11),0#&!'5,#2,0'
!&1"*#/&0#%''

• ."#"$"%&%'"0!'
!"#"'%&#%'
,0#&-*"#&!'

• 9&#*,4%')0'
%2"*,0-'4)++&4#&!'

• ?%&')('%2"*&!'
!"#"'30!&*%#))!'
"0!'/)0,#)*&!'

• ?%&')('#&420)+)-7'
/)0,#)*&!'

• @&420)+)-7'
$3!-&#'
&%#"$+,%2&!'

• A)/1+,"04&'5,#2'
1*)4&!3*&%'
/)0,#)*&!'
#2*)3-2'>3"+,#7'
*&-,/&'

• .,-,#,%"#,)0'
%#*"#&-7'"0!'
1)+,47'*&-3+"*+7'
*&;,&5&!'

B&&
+"&),$&*((-&(.)'
A)0#,03)3%'
,/1*);&/&0#'

A)0;&*#&*%'"4#,;&+7'
%&&C,0-'$&##&*'5"7%'
#)'!)'4)0;&*%,)0%'

."#"$"%&*%'"4#,;&+7'
%&&C,0-'$&##&*'5"7%'
#)'!)'!"#"$"%,0-'

.,-,#,%&!'!"#"'
/"0"-&!'"%'"'
%#*"#&-,4'"%%&#'

D&5')11)*#30,#,&%'
%)3-2#'()*'%2"*,0-'

=&-3+"*'#&420)+)-7'
*&;,&5%'#)',!&0#,(7'
1)#&0#,"++7'3%&(3+'
0&5'#&420)+)-,&%'

• E0!,;,!3"+%'
1*)1)%&'42"0-&%'
#)'1*)4&!3*&%'
"0!'-);&*0"04&'
*&-,/&'

• F311)*#'"0!'E@'
%7%#&/%'
)1#,/,%&!'#)'
%311)*#'5)*C'
1*"4#,4&%'
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7 Annex: Suggested duties for a digital collections 
manager 
Duties 
!"#$%&'&()*$+,**#+(&,-.$/)-)'#0$1&**2$

3 /)-)'#$("#$+,**#+(&,-4.5$,6$%&'&()*$)..#(.$

3 %#7#*,8$)-%$/)&-()&-$("#$',7#0-)-+#$0#'&/#$6,0$%&'&(&.)(&,-9$&-+*:%&-'$("#$%&'&(&.)(&,-$
.(0)(#';$)-%$8,*&+;9$("#$%&'&()*$+,**#+(&,-$%#7#*,8/#-($8*)-9$("#$%)()$<:)*&(;$0#'&/#$4).$
&($0#*)(#.$(,$%&'&()*$)..#(.59$("#$%)()$.")0&-'$8*)-$46,0$%&'&()*$)..#(.59$("#$%)()$#=8*,&()(&,-$
8*)-$)-%$("#$(#+"-,*,';$/)-)'#/#-($8*)-$

3 #.()>*&."$%&'&(&.)(&,-$80,?#+(.$(,$/##($("#$,>?#+(&7#.$,6$("#$%&'&(&.)(&,-$.(0)(#';$

3 ,7#0.##$%&'&(&.)(&,-$)+(&7&(&#.$)-%$%&'&(&.)(&,-$80,?#+(.$

3 8)0(&+&8)(#$&-$)+<:&.&(&,-.$,6$(#+"-,*,';$.,*:(&,-.$6,0$%&'&(&.)(&,-$(,$#-.:0#$("#$
80,8,.#%$.,*:(&,-.$)0#$+,-.&.(#-($1&("$%&'&(&.)(&,-$.()-%)0%.$)-%$("#$%&'&(&.)(&,-$
.(0)(#';$

3 *&)&.#$1&("$("#$@!$%#8)0(/#-($(,$#-.:0#$("#$*,-'A(#0/$7&)>&*&(;9$)++#..&>&*&(;$)-%$
)7)&*)>&*&(;$,6$%&'&()*$)..#(.B$)%7&.#$,-$.(,0)'#$)-%$)++#..$-##%.$6,0$%&'&()*$)..#(.$

3 /,-&(,0$%#7#*,8/#-(.$&-$%&'&(&.)(&,-$)-%$&-&(&)(#$80,?#+(.$(,$+)8&()*&.#$,-$)88*&+)>*#$
%#7#*,8/#-(.$

3 %#7#*,8$)-%$*#)%$)+(&7&(&#.$&-(#-%#%$(,$&/80,7#$("#$%&'&(&.)(&,-$/)(:0&(;$,6$("#$
&-.(&(:(&,-9$&-+*:%&-'$0#6&-#/#-($,6$%&'&(&.)(&,-$1,0C$80,+#..#.$)-%$)%,8(&,-$,6$-#1$
(#+"-,*,'&#.$$

3 %#7#*,8$)-%$/)&-()&-$)$80,'0)/$,6$1,0C$(,$&/80,7#$%&'&(&.)(&,-$

3 +,-.:*($1&("$,("#0$+,**#+(&,-$/)-)'#0.9$+:0)(,0.$)-%$0#.#)0+"#0.$,-$%&'&(&.)(&,-$&..:#.$
0#*#7)-($(,$("#&0$)+(&7&(&#.D$

Experience 
@%#)**;$("#$%&'&()*$+,**#+(&,-.$/)-)'#0$1&**$>#$#=8#0&#-+#%$&-$)**$).8#+(.$,6$%&'&(&.)(&,-$)-%$
("#$/)-)'#/#-($,6$%&'&()*$)..#(.D$E,/#$:-%#0.()-%&-'$-)(:0)*$"&.(,0;$+,**#+(&,-.$,0$
>&,%&7#0.&(;$1,:*%$>#$>#-#6&+&)*D$

$

$

$ $

!"# $%&"'()*+'$
! F",$,6$("#$#=&.(&-'$.()66$&.$>#.($8*)+#%$(,$)..:/#$("#$0,*#$,6$%&'&()*$

+,**#+(&,-.$/)-)'#09$&6$)$-#1$8,.&(&,-$+)--,($>#$+0#)(#%G$
! H,#.$("#$%&'&()*$+,**#+(&,-.$/)-)'#0$8,.&(&,-$-##%$(,$>#$6:**A(&/#G$
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8 Annex: On using volunteers 
!"#$%&'()**'+,-'./"+,'0"1+#23$2%'4"1-"5'6.0407'2%8'0"1+#23$2%'4"1-"5'6047'9/#:-8'
9$+,'+-251'/;'</3"%+--#1'+/'8$&$+$1-'=/#+$/%1'/;'+,-$#'$%1->+'>/33->+$/%1?'@#/A->+1'9-#-'
$%+-%8-8'+/B'

C $%>#-21-'+,-'$%1+$+"+$/%D1'"%8-#1+2%8$%&'/;'+,-'$11"-1'$%</3<-8'$%'"1$%&'</3"%+--#1'$%'
8$&$+$12+$/%'=#/A->+1'

C 8$&$+$1-'+E=-'1=->$5-%1'6.0407F'2%8'$52&-'1=->$5-%1'2%8'+,-$#'32G-31'6047';/#'
+#2%1>#$=+$/%'/%'+,-'0+321D1'</3"%+--#'=/#+23'6</3"%+--#?232?/#&?2"7?'

H/+,'=#/A->+1'8-5/%1+#2+-8'+,-'<23"-'/;'"1$%&'</3"%+--#1'$%'Just do it! digitisation 
projects. In particular: 

C $%'.040F'*I'</3"%+--#1'>2=+"#-8'2G/"+'(())',$&,'#-1/3"+$/%F';/>"1'1+2>:-8F'=/1+J
=#/>-11-8'$52&-1'2%8'>#-2+-8'2#/"%8'I))'%-9'82+2G21-'#->/#81'$%'2G/"+'*())',/"#1'

C $%'04F'I)'</3"%+--#1'=,/+/&#2=,-8'()'I(K'1=->$5-%1'2%8'+,-$#'32G-31'$%'2#/"%8'*LM('
,/"#1?'

'

'

!"#$%#$&%'(("(#')*&%+,%#$&%-#.'(%+,%/"0")1%-2(#3'."'%4-/-5%')6%*++36")'#&6%78%
#$&%9+2)*".%+,%:&'6(%+,%-2(#3'."')%;'2)'%9+..&*#"+)(%49:-;95<%#$&%-2(#3'."')%
=2(&2>%4-=5%')6%?+2#$%-2(#3'."')%=2(&2>%4?-=-5%$'0&%7&&)%6&0&.+@")1%
3'@"6%6"1"#"('#"+)%@3+13'>(%#$'#%2#"."(&%#$&%(&30"*&(%+,%0+.2)#&&3(%2)6&3%#$&%
(2@&30"("+)%+,%6&6"*'#&6%@3+A&*#%*++36")'#+3(B%C$&(&%@3+A&*#(%$'0&%'..+D&6%#$&%
#D+%>2(&2>(%#+%6&0&.+@%')6%#&(#%*+>@.">&)#'38%@3+13'>(%#$'#%&E@.+3&%3'@"6%
6"1"#"('#"+)%>&#$+6+.+1"&(%,3+>%")6"0"62'.%$+.+#8@&(%#+%72.F%@3+*&((")1%+,%
D$+.&%63'D&3(%+,%#&33&(#3"'.%")0&3#&73'#&%(@&*">&)(B%G+#$%>2(&2>(%$'0&%
6&0&.+@&6%@3+*&623&(<%@+."*"&(%')6%6+*2>&)#'#"+)%*+0&3")1%0+.2)#&&3%
3&*32"#>&)#%')6%#3'")")1<%">'1")1%#&*$)"H2&(%')6%@3+*&((&(<%6'#'%*'@#23&%')6%
H2'."#8%'((23')*&%'(%D&..%'(%+)1+")1%'((&((>&)#(%+,%">'1")1%&H2"@>&)#<%3&'.I
#">&%2(&%')6%,"#)&((%,+3%@23@+(&B%JC$&(&%'3&%'0'".'7.&%+)%&'*$%")(#"#2#"+)K(%
D&7("#&BLM%

C$&%F)+D.&61&%')6%&E@&3"&)*&%1'#$&3&6%#$3+21$%#$&(&%@3+A&*#(%$'(%@3+0&)%
")0'.2'7.&%,+3%@.'))")1%,2#23&%6"1"#"('#"+)%'*#"0"#"&(%')6%D"..%"),+3>%6"1"#'.%
">'1")1%(#3'#&1"&(%D&..%")#+%#$&%,2#23&M%

C$&%6&0&.+@>&)#%')6%">@.&>&)#'#"+)%+,%0+.2)#&&3%7'(&6%3'@"6%6"1"#"('#"+)%
@3+13'>(%'#%-=%')6%?-=-%$'0&%@3+0&)%#+%7&%&)+3>+2(.8%(2**&((,2.%)+#%+).8%
")%#&3>(%+,%&)$')*&6%6'#'%*'@#23&%72#%'.(+%")%"),+3>")1%,2#23&%
">@.&>&)#'#"+)%(#3'#&1"&(%,+3%#$&%*+..&*#"+)(%(&*#+3B%93"#"*'.%#+%#$&%(2**&((%+,%
#$&(&%@3+13'>(%$'(%7&&)%#$&%6&0&.+@>&)#%')6%6&@.+8>&)#%+,%(+2)6%
>&#$+6+.+1"&(%'1'")(#%'13&&6%(#')6'36(%2)6&3%#$&%(2@&30"("+)%+,%6&6"*'#&6%
@3+A&*#%*++36")'#+3(B%

NO2=$8'!$&$+$12+$/%'@#/A->+B'P$%23'O-=/#+'>/<-#$%&'3-++-#F'()**'
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!

!

!

!

!

!

! !

!"#$%&'(%)*$+,-&.")'$%

!"#$%&''()*""(+,%-&"(.)-(')'..'%&,-#/)0%+$*&,"%1)&(-,%,%21)('2$#-()3''+4-*5)-%+)
"%2",%2).$66"(&)-('),%&'2(-#)&")7-,%&-,%,%2)8,2896'(3"(7,%2):"#$%&''(./))

;')*-('3$#)%"&)&")$%+'('.&,7-&')&8')&,7')('<$,('+)&")6('6-(')-%+).$66#=)
7-&'(,-#)3"():"#$%&''(.)&")+,2,&,.'/)>$(-&,"%)-%+)7-%-2'7'%&)"3)&8')
7":'7'%&)"3).6'*,7'%.)7$.&)4')+"%')4=).&-33)-%+)&8'.'),%6$&.),%*('-.')?,&8)
&8')6("+$*&,:,&=)"3)&8'):"#$%&''(./))@8'.')6("A'*&.)*"$#+)4').*-#'+)+"?%B
?8,#')&8'.')"(2-%,.-&,"%.)8-:')-)&'-7)"3):"#$%&''(.)?"(5,%2)3"$()"()3,:')+-=.)
6'()?''51)-).,%2#')+-=)"3):"#$%&''(.)?"(5,%2)"%)-).,%2#')?"(5.&-&,"%)?,##)8'#6)
$.)*8,6)-?-=)-&)&8')4-*5#"2)"3)+,2,&,.-&,"%/))C""+)6('6-(-&,"%)8'#6.)&8')
:"#$%&''(.D)?"(5),%&'2(-&')?,&8)&8')7$.'$7B'%.$(')&8-&)+-&-),.)*('-&'+),%)-)
?-=)&8-&)*-%)4'),%*"(6"(-&'+),%&")'E,.&,%2)*"##'*&,"%)7-%-2'7'%&).=.&'7.F)
'%.$(')&8-&)0@).&-33)-(')6('6-('+)&").&"('1)7-%-2')-%+)4-*5)$6)#-(2')%$74'(.)
"3)+,2,&-#),7-2'./))

)C""+)6('6-(-&,"%)-#.")8'#6.)+':'#"6)-)('6'-&-4#')6("*'+$(')&8-&)-):"#$%&''()
*-%)4')&(-,%'+),%1)-%+)&8',()6'(3"(7-%*')*-%)4')7"%,&"('+/)0&)-#.")8'#6.)7-5')
.$(')&8-&)&8'),7-2'.)-(')*"%.,.&'%&/))

@8')7".&).$**'..3$#)-%+)$.'3$#):"#$%&''(.)?'(')&8".')&8-&)?'(')+,2,&-##=)
*"%3,+'%&/)03)-)2""+)6("*'+$(')8-.)4''%)+'.,2%'+1)&8'=)*-%)4')&-$28&)
.6'*,7'%)8-%+#,%21)68"&"2(-68=)&'*8%,<$'.)-%+)+-&-4-.,%21)4$&)?'(')<$,*5'()
&")6,*5)&8'.')&8,%2.)$6),3)*"%3,+'%&),%)&8')$.')"3)*"76$&'(./)

)!"#$%&''(.)?"(5)4'.&)?8'%)?'##).$66"(&'+1)?8,*8)7'-%.)('2$#-(#=)'E6('..,%2)
-66('*,-&,"%)3"()&8',()?"(51)4$&)-#.")6(":,+,%2)3''+4-*5)-%+)*(,&,<$')"3)&8',()
?"(5)?8'%)('<$,('+/)G".&):"#$%&''(.)?-%&)&")#'-(%)."7'&8,%2)3("7)&8',()
'E6'(,'%*')-&)&8')7$.'$71)-%+)6(":,+,%2)3''+4-*5)&8-&)?,##)8'#6)&8'7)
,76(":')&8',()?"(5),.)-%)'..'%&,-#)6-(&)"3)&8-&)6("*'../)!

"#$%&'(!)'*+,$$-!.'/'0'(,0'1*!2314%50!6,*,/%3-!71809!#8(03,$',*!68(%8:!
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9 Annex: Suggested background information to 
be collected 
!"#$%&'()*"++'*,%#-),.')/"++"0%#-)%#/"(12,%"#),")3',,'()4#&'($,2#&),.')#2,4(')2#&)*"#,'5,)
"/),.')*"++'*,%"#)2#&)6"4()%#$,%,4,%"#7)

Documents 
8 *"++'*,%"#)$,(2,'-69:"+%*6)

8 %#/"(12,%"#)12#2-'1'#,):"+%*6)

8 &2,2)12#2-'1'#,):+2#$;):"+%*%'$)',*)

8 <42+%,6)2$$4(2#*')2((2#-'1'#,$)

8 &%-%,%$2,%"#):("*'&4('$)=/"(12+)"()%#/"(12+>)4$'&)

8 &%-%,%$2,%"#)$,2#&2(&$)4$'&)

8 1',2&2,2)$,2#&2(&$)4$'&)

8 ",.'()&%-%,%$2,%"#?('+2,'&)12,,'($)

Details of current digitisation activities 
8 0.2,)%$)3'%#-)&"#')=&%-%,%$2,%"#)2$)#"(12+)34$%#'$$)2#&)2$):("@'*,$>)

8 0.")%$)%#A"+A'&)

8 ("+'$)2#&)('$:"#$%3%+%,%'$)

8 "3@'*,%A'$)"/)&%-%,%$2,%"#)2*,%A%,%'$)

Details of digitisation technologies used 
8 ,'*.#"+"-%'$)4$'&)

8 4$'($)

8 12#2-'1'#,)2((2#-'1'#,$)

8 *2:23%+%,%'$)

8 $,2#&2(&$)4$'&;)%#*+4&%#-)1',2&2,2)$*.'12)

8 ,.'%()*"#&%,%"#)

Details of current digital assets 
8 #413'($)

8 ,6:'$)=!"")B"5)C;):CD>)

8 $,"(2-')2((2#-'1'#,$)

8 $,"(2-')$:2*')=%#)36,'$>)

8 "0#'($.%:)2#&)*"#,("+)2((2#-'1'#,$)

8 12#2-'1'#,)2((2#-'1'#,$)

8 4$'($)2#&)4$'$)=!"")#$!%)$'*,%"#)EFC;):GH>)

8 0.")&%-%,%$'&),.'1)

8 ,.'%()*"#&%,%"#)



 Digitisation: A strategic approach 

75 

! "#$"%&'(")'*)+','&'(-&'.*)-/-'0-10")2'&3'*)&3")'*(&'&4&'.*)

! (3-%'*,)-%%-*,"5"*&()

! '*6.%5-&'.*)(7(&"5()8.%)+-&-1-("(9)4("+)&.)-::"((;)5-*-,")-*+)(3-%")&3")-(("&()

Details of objects in the collection 
! :-&",.%'"().6).1<":&()8!"")=.#)>;)$?@9)

! *451"%)'*)"-:3):-&",.%7)

! *451"%)8$%.$.%&'.*9)+','&'("+)-()'5-,"()-*+A.%)%",'(&"%"+)'*)-)+-&-1-(")

! (&.%-,")-%%-*,"5"*&()

! :.*+'&'.*).6).1<":&()

! 5-*-,"5"*&)-*+):.*&%.0)-%%-*,"5"*&()

! ($":'-0):3-%-:&"%'(&':().6).1<":&(;)",)*-&'.*-0)(',*'6':-*:";)&7$")($":'5"*()

! 6.%)($":'5"*(;)*451"%()

B .6)"-:3)&7$")

B +"(:%'1"+)

B 4*+"(:%'1"+)

B +-&-1-("+)

B *.&)+-&-1-("+)

B '5-,"+)

B *.&)'5-,"+)

Other information 
! 4("%)6""+1-:C).*)+','&'(-&'.*)-*+)+','&-0)-(("&(;)",)&3%.4,3)'*(&'&4&'.*)2"1)('&";)

5-*-,"5"*&)(&-&"5"*&()

! $.&"*&'-0)(&-*+-%+()6.%)5"&-+-&-;)+','&'(-&'.*)"&:)

! -*7&3'*,)"0(")%"0"/-*&)&.)+','&'(-&'.*)

)

)  
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10 Annex: Digitisation working group terms of 
reference 
!"#$%&'($$)$*%+,%,#-)#.)$*%/)*)0)1(0)+$%(20)-)0)#13%0"#%/)*)0('%2+''#20)+$1%4($(*#,%1"+5'/%6#%
15&&+,0#/%67%(%/)*)0)1(0)+$%.+,8)$*%*,+5&%9:!;<=%>"#%*,+5&%4(7%+&#,(0#%?+,4(''7%+,%
,#'(0)-#'7%)$?+,4(''73%(1%(&&,+&,)(0#%0+%0"#%25'05,#%+?%0"#%)$10)050)+$=%

Terms of reference 
>"#%/)*)0)1(0)+$%.+,8)$*%*,+5&%.)''@%

A (/-)1#%0"#%/)*)0('%2+''#20)+$1%4($(*#,%+$%/)*)0)1(0)+$%4(00#,1%

A (11)10%0"#%/)*)0('%2+''#20)+$1%4($(*#,%/#-#'+&%0"#%/)*)0)1(0)+$%4($(*#4#$0%?,(4#.+,8%

A 2+$/520%,#1#(,2"%)$0+%/)*)0)1(0)+$%4(00#,1%(1%(*,##/%.)0"%0"#%/)*)0('%2+''#20)+$1%4($(*#,%

A 2+$15'0%10(8#"+'/#,1%)$%,#'(0)+$%0+%/)*)0)1(0)+$%4(00#,1%

A /#-#'+&%($/%4()$0()$%($%($$5('%.+,8%&'($%15&&+,0)$*%)01%(20)-)0)#1=%%

Membership 
>"#%:!;%2+$1)101%+?3%(0%'#(10@%

A 0"#%/)*)0('%2+''#20)+$1%4($(*#,%9B"(),<%

A (%,#&,#1#$0(0)-#%25,(0+,%+,%2+''#20)+$%4($(*#,C0+%#$15,#%0"#%$##/1%($/%#D&#,)#$2#%+?%
+0"#,%2+''#20)+$%4($(*#,1%($/%25,(0+,1%(,#%2+$1)/#,#/%

A (%/)*)0('%)4(*)$*%#D&#,0E3%#*%)$F"+51#%&"+0+*,(&"#,3%#D0#,$('%(/-)1#,C0+%&,+-)/#%#D&#,0%
)4(*)$*%(/-)2#%($/%*5)/($2#%

A (%,#&,#1#$0(0)-#%,#1#(,2"#,C0+%#$15,#%0"#%$##/1%($/%#D&#,)#$2#%+?%,#1#(,2"#,1%(,#%
2+$1)/#,#/%

A (0%'#(10%+$#%90#2"$)2('<%&#,1+$%."+%/+#1%/)*)0)1(0)+$C0+%#$15,#%0"#%$##/1%($/%
#D&#,)#$2#%+?%0"+1#%/+)$*%0"#%/)*)0)1(0)+$%(,#%2+$1)/#,#/=%

G0"#,%)$10)050)+$%10(??%1"+5'/%6#%4#46#,1%(1%$#2#11(,7=%

%

%%%%%%%%%%%%%%%%%%%%%%%%%%%%%%%%%%%%%%%% %%%%%%%%%%%%%%%%%%%% %
E%;)-#$%0"(0%4+10%$(05,('%")10+,7%2+''#20)$*%)$10)050)+$1%"(-#%#D0#$1)-#%15&&+,0%?,+4%H>%/#&(,04#$01%
650%4+,#%')4)0#/%/)*)0('%)4(*)$*%2(&(6)')073%&,+-)/)$*%#D&#,0)1#%)$%/)*)0('%)4(*)$*%)1%')8#'7%0+%6#%4+,#%
-('5(6'#%0"($%?+251)$*%+$%/(0(6(1)$*=%!"#,#%$+$F)4(*)$*%2+$-#,1)+$1%(,#%#D0#$1)-#3%2+$1)/#,%
)$2'5/)$*%($%#D&#,0%)$%0"+1#%(,#(1%('1+=%
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!

!

! !

!"# $%&"'()*+'$
! "#$!%#$&'(!)*!$+!,#*!-$./0+1!1.$&23!
! 4$-!-0''!,#*!1.$&2!$2*.5,*3!
! "#5,!-0''!)*!0,%!0+0,05'!6$7&%3!
! 4$-!-0''!,#*!1.$&2!6570'0,5,*!(*8*'$29*+,!$6!,#*!(010,0%5,0$+!95+51*9*+,!

6.59*-$./3!
! 4$-!-0''!(010,0%5,0$+!*:2*.,0%*!)*!2.$80(*(3!
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11 Annex: Digitisation standards 
!"#$%&'&()*+,&$-./.&/0%&)1%2%11%3&./"43"13.&/5&#%&6.%3&70%4&81%"/-49&3-9-/"$&"..%/.:&!0%;&

1%2$%8/&/0%&3-9-/-."/-54&)1-48-)$%.&9-<%4&-4&=5>&?&()?@,&"43&A";&#%&A53-2-%3&/5&/"B%&"88564/&

52&/0%C&

D 6.%&52&"&3-9-/"$&5#E%8/F&%9&3-9-/-.-49&"&.)%8-A%4&$"#%$&/5&#%&6.%3&-4&/1"4.81-#-49&/0%&$"#%$&

856$3&#%&354%&6.-49&"&:E)9&251A"/&-A"9%&7-/0&+&#-/&1%.5$6/-54&7-/0&"&2-$%&.-G%&52&$%..&/0"4&

?H=&

D 3-9-/-."/-54&/%8045$59;&6.%3F&%9&I!&.8"44%1.F&A-815.85)%&-A"9%1.&"43&3-9-/"$&JK1";&

A"80-4%.&52/%4&6.%&)15)1-%/"1;&251A"/.&"43&1%.5$6/-54.&/0"/&"1%&3-22-86$/&/5&<"1;:&

L4/%91"$&/5&/0%.%&./"43"13.&-.&/0%&8548%)/&52&81%"/-49&"&46A#%1&52&<%1.-54.&52&"&3-9-/"$&

"..%/C&

D "4&"180-<%&<%1.-54M/0%&N/16%O&<%1.-54&52&/0%&"..%/&215A&70-80&"$$&3%1-<"/-<%.&"1%&A"3%:&

!0-.&<%1.-54&-.&./51%3&"43&A"4"9%3&251&$549K/%1A&)1%.%1<"/-54&"43&"88%..&"43&"88%..&-.&

/-90/$;&854/15$$%3&

D "&A"./%1&<%1.-54M"&85);&52&/0%&"180-<%&<%1.-54&7-3%$;&"88%..-#$%&251&81%"/-49&3%1-<"/-<%&

<%1.-54&&

D 5)%1"/-54"$&<%1.-54.M3%1-<"/-<%.&52&/0%&A"./%1&<%1.-54&251&6.%&-4&)"1/-86$"1&15$%.F&%9&

)6#$-.0-49F&<-%7-49&54$-4%F&.0"1-49:&

H"4;&3-9-/"$&"..%/&A"4"9%A%4/&.;./%A.&)15<-3%&2648/-54"$-/;&/5&A"4"9%&"4&"180-<%&"43&

A"./%1&<%1.-54&".&/0%&."A%&2-$%&"43&8"4&9%4%1"/%&3%1-<"/-<%.&54&3%A"43&51&"6/5A"/-8"$$;:&

&

Table 2 Preferred digitisation standards* 

!"#$%&' ($)&*+$' !+,-,.)/'%)0&*+$' 1+%2,3$45)6&$+' !0$+)&,7.)/'

P63-5& Q51A"/& R%<-8%&3%)%43%4/& =SQ& :A)T&

U%.5$6/-54& V-90%./&)1"8/-8"$& • WX&BVGF&'Y&#-/&
• Y+&BVZF&'Y&#-/&
215A&$57&[6"$-/;&

/")%.&

YY:?&BVGF&?X&#-/&

\-3%5& Q51A"/& R%<-8%&3%)%43%4/& • :A>2&51&:X]?&51&

^_\&

• `5643/1"8B&".&
:7"<&

• :HJQ&251&3"/"&

%>80"49%&

• HabcK'&251&

#15"38"./&

• HabcK?&51&HabcK

Y&251&54$-4%&

3%$-<%1;&

U%.5$6/-54& V-90%./&)1"8/-8"$& _485A)1%..%3&51&

51-9-4"$&251A"/&
• HabcK'&d@]&

H#.e.&-K21"A%&/5&

&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&& &&&&&&&&&&&&&&&&&&&& &
f&`/"43"13.&"1%&#".%3&54&/05.%&9-<%4&-4&U%2%1%48%&?*F&)&*&"43&U%2%1%48%&'Y:&
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!"#$%&' ($)&*+$' !+,-,.)/'%)0&*+$' 1+%2,3$45)6&$+' !0$+)&,7.)/'

!"#$%&"'()*"+,-"
.(/"$/(0120&3"

• #-4+56%7"8"
69:;$%&"3("!<<"
;$%&".(/"()'=)>"
1>'=?>/@"

A('(B/"/>.'>23=?>"
1(2BC>)3&D"
=)2'B1=)*E"

• 2('(B/>1"C0F&"

• &>F=0"(/"2('(B/>1"
FG(3(*/0FG=2"
F/=)3&"

• C0)B&2/=F3&"

• .=>'1")(3>&"

H(/C03" IJK" • L)2(CF/>&&>1"
I+M"93=.""

• A('(B/"2(//>23>1"
• -(&35F/(2>&&>1"

N-4+"O=3G"&B=30$'>"
2(CF/>&&=()"

I>&('B3=()"
P&F03=0'Q"
0)1"3()0'R"

• S=*G>&3"F(&&=$'>"
• I+M"

• T7"$=3"
• U0/*>/"3G0)"J!E"
V<<"FF="

• WC0''>/"3G0)"J!"
$B3"'0/*>/"3G0)"
JXE"X<<"FF="

• WC0''>/"3G0)"JXE"
6T<<"FF="

Y(3"'>&&"3G0)"ZT"
1F=D"$B3"
1>F>)1>)3"()"
=)3>)1>1"B&>"

WF>2=C>)&[.0B)0" H(/C03" IJK"(/"1>?=2>"
)03=?>"

• L)2(CF/>&&>1"
I+M"93=.""

• A('(B/"2(//>23>1"
• -(&35F/(2>&&>1"

9\F*"O=3G"
2(CF/>&&=()"
&B=30$'>"3("
=)3>)1>1"B&>"

I>&('B3=()"
P&F03=0'"
0)1"3()0'R"

• S=*G>&3"F(&&=$'>"
• I+M"

• Y(3"'>&&"3G0)":"
$=3]"F/>.>/0$'@"T7"
$=3"

• S=*G>&3"F(&&=$'>"
)BC$>/"(."F=^>'&"

Y(3"'>&&"3G0)"ZT"
1F=D"$B3"
1>F>)1>)3"()"
=)3>)1>1"B&>"

WF>2=C>)&[.'(/0"
O=3G"S>/$&20)"

H(/C03" IJK"(/"1>?=2>"
)03=?>"

• L)2(CF/>&&>1"
93=."

• A('(B/"2(//>23>1"
• -(&35F/(2>&&>1"

9\F*"O=3G"
2(CF/>&&=()"
&B=30$'>"3("
=)3>)1>1"B&>"

I>&('B3=()"
P&F03=0'"
0)1"3()0'R"

• S=*G>&3"F(&&=$'>"
• I+M"

• T7"$=3"
• X<<"FF="

Y(3"'>&&"3G0)"ZT"
1F=D"$B3"
1>F>)1>)3"()"
=)3>)1>1"B&>"

WF>2=C>)&[.'(/0"
)()5S>/$&20)"

H(/C03" IJK"(/"1>?=2>"
)03=?>"

• L)2(CF/>&&>1"
93=."

• A('(B/"2(//>23>1"
• -(&35F/(2>&&>1"

9\F*"O=3G"
2(CF/>&&=()"
&B=30$'>"3("
=)3>)1>1"B&>"

"""""""""""""""""""""""""""""""""""""""" """""""""""""""""""" "
Q"WF03=0'"/>&('B3=()"=&"(F3=20'D")(3"=)3>/F('03>19"
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!"#$%&' ($)&*+$' !+,-,.)/'%)0&*+$' 1+%2,3$45)6&$+' !0$+)&,7.)/'

!"#$%&'($)*
+#,-'(-%*
-).*'$)-%/*

• 0(12"#'*,$##(3%"*
!45*

• 67*3('*
• 899*,,(*

:$'*%"##*'2-)*;6*
.,(<*3&'*
.",").")'*$)*
()'").".*&#"*

=$%$&>*
'>-)#,->")?("#*+-%%*
#(@"#/A'2"*(B-1"*
->"-*

C$>B-'* !DE* • F)?$B,>"##".*
!45*G'(H*

• =$%$&>*?$>>"?'".*

GI,1*J('2*
?$B,>"##($)*
#&('-3%"*'$*
()'").".*&#"*

* !"#$%&'($)*
+#,-'(-%*
-).*'$)-%/*

• 0(12"#'*,$##(3%"*
• !45*

• 7K*3('*
• 6999*,,(*

:$'*%"##*'2-)*;6*
.,(<*3&'*
.",").")'*$)*
()'").".*&#"*

=$%$&>*
'>-)#,->")?("#*+-%%*
#(@"#/A'2"*B$&)'*
+'$*?-,'&>"*
B"'-.-'-*$)*'2"*
B$&)'/L*#(B(%->%M*
H$>*'>-)#,->")?("#*
()*#'$>-1"*#2""'#*

C$>B-'* GI,1* N$J*?$B,>"##($)*
OPQ4*

GI,1*J('2*
?$B,>"##($)*
#&('-3%"*'$*
()'").".*&#"*

!"#$%&'($)*
+#,-'(-%*
-).*'$)-%/*

0(12"#'*,$##(3%"* • 67*3('*
• N->1"#'*,$##(3%"*
,(R"%#*

:$'*%"##*'2-)*;6*
.,(<*3&'*
.",").")'*$)*
()'").".*&#"*

=$%$&>*)"1-'(S"#*
+-%%*#(@"#/*

C$>B-'* !DE* • F)?$B,>"##".*
!45*G'(H*

• =$%$&>*?$>>"?'".*

GI,1*J('2*
?$B,>"##($)*
#&('-3%"*'$*
()'").".*&#"*

!"#$%&'($)*
+#,-'(-%*
-).*'$)-%/*

• 0(12"#'*,$##(3%"*
• !45*

• 7K*3('*
• 6999*,,(*

:$'*%"##*'2-)*;6*
.,(<*3&'*
.",").")'*$)*
()'").".*&#"*

5TE*>"H%"?'(S"*
H$>B-'#<*()?%&.()1U*

• ,2$'$1>-,2(?*
,>()'#*

• 3%-?V*-).*J2('"*
%()"*->'*

• 3%-?V*-).*J2('"*
B-,#*

• H("%.*)$'"#*

C$>B-'* !DE* • F)?$B,>"##".*
!45*G'(H*

• =$%$&>*?$>>"?'".*
• P$#'W,>$?"##".*

GI,1*J('2*
?$B,>"##($)*
#&('-3%"*'$*
()'").".*&#"*

!"#$%&'($)*
+#,-'(-%*
-).*'$)-%/*

• 0(12"#'*,$##(3%"*
• !45*

• 67*3('*
• N->1">*'2-)*DXU*
Y99*,,(*

• ZB-%%">*'2-)*DX*
3&'*%->1">*'2-)*
D8U*899*,,(*

• ZB-%%">*'2-)*D8U*
[699*,,(*

:$'*%"##*'2-)*;6*
.,(<*3&'*
.",").")'*$)*
()'").".*&#"*

5TE*)"1-'(S"#A
YXBB*

C$>B-'* !DE* • F)?$B,>"##".*
1>"M#?-%"*G'(H*

• P$#('(S"*(B-1"*

• GI,1*J('2*
?$B,>"##($)*
#&('-3%"*'$*
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!"#$%&' ($)&*+$' !+,-,.)/'%)0&*+$' 1+%2,3$45)6&$+' !0$+)&,7.)/'

• !"#"$%&'"%%(')(*&
• +",)-.%"'(,,(*&

/0)(0*(*&$,(&

• +",/)/1(&/234(&

5(,"#$)/"0&

6,.3)/3#&

30*&)"03#7&

• 8/49(,)&.",,/:#(&
• ;%3<,'3#(&

• =>&:/)&
• ?@@@&../&

A")&#(,,&)930&BC&

*./D&:$)&

*(.(0*(0)&"0&

/0)(0*(*&$,(&

EFG&0(43)/1(,H

#3%4(%&)930&?I22&

J"%23)& 5KG& • L0'"2.%(,,(*&

4%(<,'3#(&M)/N&

• +",/)/1(&/234(&

• !"#"$%&'"%%(')(*&
• +",)-.%"'(,,(*&

• MO.4&P/)9&

'"2.%(,,/"0&

,$/)3:#(&)"&

/0)(0*(*&$,(&

• +",/)/1(&/234(&

5(,"#$)/"0&

6,.3)/3#&

30*&)"03#7&

• 8/49(,)&.",,/:#(&
• ;%3<,'3#(&

• =>&:/)&
• C@@@&../&

A")&#(,,&)930&BC&

*./D&:$)&

*(.(0*(0)&"0&

/0)(0*(*&$,(&

+%/0)&

.$:#/'3)/"0,H&

0"0-E8Q&

6E/"*/1(%,/)<&

8(%/)34(&Q/:%3%<7&

J"%23)& 5KG& • L0'"2.%(,,(*&

4%(<,'3#(&M)/N&

• +",/)/1(&/234(&

• !"#"$%&'"%%(')(*&
+",)-.%"'(,,(*&

• MO.4&P/)9&

'"2.%(,,/"0&

,$/)3:#(&)"&

/0)(0*(*&$,(&

• +",/)/1(&/234(&

5(,"#$)/"0&

6,.3)/3#&

30*&)"03#7&

• 8/49(,)&.",,/:#(&
• 5;E&

• CR&:/)&
• ?@@&../&S&=@@T&

A")&#(,,&)930&BC&

*./D&:$)&

*(.(0*(0)&"0&

/0)(0*(*&$,(&

&

&

& &
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12 Annex: Digitisation resources to be funded 
!"#$%&'"#()$&(*(+,-,.,#*.,$/(0&$1"'.(.2*.(3*4(/""+(.$(5"()%/+"+($&(0%&'2*#"+(,/'6%+"7(

8 0&$1"'.(3*/*-"3"/.9("-(0&$1"'.(3*/*-"&9(:$6%/.""&('$$&+,/*.$&(

8 ";0"&.,#"(.$(*##,#.(,/(+,-,.,#*.,$/(*'.,:,.,"#(

8 6*5$%&(.$(0"&)$&3(.2"(+,-,.,#*.,$/9("-(,3*-,/-9(.&*/#'&,0.,$/9(+*.*5*#,/-(

8 *'.,:,.,"#(.$(&"'&%,.(*/+(,/+%'.(:$6%/.""&#(*/+($.2"&(#.*))9("-(*+:"&.,#,/-9(,/."&:,"<,/-(

8 )*',6,.,"#(.$(#%00$&.(:$6%/.""&#(*/+(#.*))9("-(6%/'2(&$$39('$))""(

8 #$).<*&"(*/+(2*&+<*&"='$33"&',*69($0"/(#$%&'"(*/+(5"#0$>"9("-(+,-,.*6(*##".(
3*/*-"3"/.(#4#."39()$'%#(#.*'>"&9(*%+,$("+,.,/-9('2"'>#%3(*66$'*.,$/(*/+(:*6,+*.,$/9(
),6"()$&3*.('$/:"&."&#(

8 +,-,.,#*.,$/("?%,03"/.9("-('*3"&*#9(#'*//"&#9(*%+,$(3,;"&#(*/+($.2"&(*%+,$("?%,03"/.9(
:,+"$("+,.,/-(+"'>#9(3,'&$#'$0"#9(6,-2.#9('$6$%&(0*.'2"#9('$04(#.*/+#9('*6,5&*.,$/(
"?%,03"/.9(3*-/,),'*.,$/(#'*6"#9(6$-$#(.$(*00"*&(,/(,3*-"#9(@A(#'*//"&#9(BC&*4(3*'2,/"#(

8 #.$&*-"()$&(+,-,.*6(*##".#9("-(2*&+(+,#>#(*..*'2"+(.$(+,-,.,#*.,$/(<$&>(#.*.,$/#9('$&0$&*."(
!DEF(#.$&*-"(

8 .&*,/,/-(G#.*))(*/+(:$6%/.""&#H(

8 +$'%3"/.*.,$/9("-(.&*,/,/-(3*."&,*6#9(+,-,.,#*.,$/(0&$'"+%&"#9("?%,03"/.(3*/%*6#(

8 ),.C$%.($&("#.*56,#23"/.($)()*',6,.,"#9("-(&$$3#9(6,-2.,/-9('*56,/-9()%&/,.%&"9(#2"6:"#(

8 .&*/#0$&.(*/+(2*/+6,/-("?%,03"/.()$&($51"'.#(.$(5"(+,-,.,#"+(

8 &"#$%&'"#(.$(#"6"'.9(&".&,":"9(3$:"(*/+(&".%&/($51"'.#(.$(5"(+,-,.,#"+9("-('%&*.$&(.,3"9(
)%3,-*.,$/(

8 "?%,03"/.(&"0*,&9(3*,/."/*/'"(*/+(&"06*'"3"/.(

8 '$33%/,'*.,$/#9("-(<"5(#,."('$/."/.9(/"<#6".."&#(

8 3,#'"66*/"$%#(,."3#()$&(2*/+6,/-(#0"',3"/#9("-(-6$:"#9(6*5"6#9(0,/#9(0,/(5$*&+#9()$&'"0#9(
%/,.(.&*4#(

8 3,#'"66*/"$%#('$#.#9("-("6"'.&,',.49('6"*/,/-(

(

( (

!"# $%&"'()*+'$
! I2*.(&"#$%&'"#(*&"(/""+"+()$&(.2"(0&$1"'.J(
! I2,'2($)(.2"#"(*6&"*+4(";,#.($&('*/(5"(&"0%&0$#"+()$&(.2"(0&$1"'.J(
! I2,'2(*&"(*:*,6*56"(*.(/$('$#.(.$(.2"(0&$1"'.J(
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13 Annex: Terms of reference for a digitisation 
project manager! 
Responsibilities 
!"#$%&'&(&)*(&+,$-.+/#0($1*,*'#.$2&33$.#4+.($(+$("#$%&'&(*3$5+33#0(&+,)$1*,*'#.$*,6$7#$

.#)4+,)&73#$8+.9$

: #)(*73&)"&,'$*,6$;*,*'&,'$*$6&'&(&)*(&+,$4.+/#0($

: .#0.<&(&,'=$(.*&,&,'$*,6$;*,*'&,'$+,)&(#$>+3<,(##.)$*,6$+("#.$)(*88$*))+0&*(#6$2&("$("#$

4.+/#0($

: #)(*73&)"&,'$("#$6&'&(&)*(&+,$0*4*7&3&(?$&,03<6&,'$*0@<&.&,'=$)#((&,'$<4$*,6$;*&,(*&,&,'$

("#$6&'&(&)&,'$#@<&4;#,($*,6$6*(*7*)#)$

: 3&*&)&,'$2&("$0+33#0(&+,$)(*88$

: *))<.&,'$("#$@<*3&(?$+8$("#$6&'&(&)#6$+<(4<($

: $;+,&(+.&,'$*,6$.#>&#2&,'$6&'&(&)*(&+,$4.*0(&0#)$*,6$4.+0#6<.#)A$

Selection criteria 
: B,6#.)(*,6&,'$+8=$+.$#C4#.&#,0#$&,=$2+.D&,'$2&("$,*(<.*3$"&)(+.?$0+33#0(&+,)A$$

: E7&3&(?$(+$4.&+.&(&)#$2+.D=$2+.D$2&("$;&,&;*3$)<4#.>&)&+,$*,6$)<4#.>&)#$+("#.)A$

: FC4#.&#,0#$&,$6&'&(&)*(&+,A$

: FC4#.&#,0#$&,$;*,*'&,'$);*33$4.+/#0()$*,6$;*,*'&,'$)(*88$*,6$>+3<,(##.)A$

: 5+,8&6#,0#$&,$<)&,'$*$0+;4<(#.$*,6=$&,$4*.(&0<3*.=$1&0.+)+8($G88&0#=$E6+7#$-"+(+)"+4$

*,6$+("#.$6&'&(&)*(&+,H.#3*(#6$)+8(2*.#A$

Skills and knowledge 
: E7&3&(?$(+$4.&+.&(&)#$2+.D3+*6)=$2+.D$2&("$;&,&;*3$)<4#.>&)&+,$*,6$)<4#.>&)#$+("#.)A$

: I*;&3&*.&(?$2&("$("#$+4#.*(&+,$+8$6&'&(*3$JKL$0*;#.*)=$+("#.$4"+(+'.*4"&0$#@<&4;#,($*,6$

*<6&+$*,*3+'<#$(+$0+,>#.)&+,$(++3)$*,6$(#0",&@<#)A$

: E7&3&(?$(+$0.&(&0*33?$#>*3<*(#$2+.D$4.*0(&0#)$*,6$4.+0#6<.#)A$

: 5+;;&(;#,($(+$*$0+33*7+.*(&>#$(#*;$*44.+*0"A$

: FC0#33#,($&,(#.4#.)+,*3$*,6$0+;;<,&0*(&+,$)D&33)A$

: FC4#.&#,0#$&,$("#$<)#$+8$0+33#0(&+,$;*,*'#;#,($)?)(#;)A$

: FC4#.&#,0#$&,$("#$<)#$+8$6&'&(*3$*))#($;*,*'#;#,($)?)(#;)A$

: E7&3&(?$(+$2+.D$2&("$*$7.+*6$.*,'#$+8$4#+43#=$*,6$6#;+,)(.*(#$.#)4#0(8<3=$&,03<)&>#$*,6$

0<3(<.*33?$)#,)&(&>#$7#"*>&+<.A$

: FC4#.&#,0#$&,$)<4#.>&)&,'$*,6$0++.6&,*(&,'$>+3<,(##.)A$

Daily tasks 
: F,)<.#$6&'&(&)&,'$#@<&4;#,($&)$)#($<4$*,6$+4#.*(&,'$#88#0(&>#3?A$

$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$ $$$$$$$$$$$$$$$$$$$$ $

!!"#)#$(#.;)$+8$.#8#.#,0#$*.#$*$0+;7&,*(&+,$+8$("+)#$<)#6$7?$("#$E<)(.*3&*,$1<)#<;$*,6$J+<("$

E<)(.*3&*,$1<)#<;$8+.$("#&.$4.+/#0($;*,*'#.)$8+.$("#$.*4&6$6&'&(&)*(&+,$4.+/#0(A$
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! "#$%&#$%'()*&*+,#()$-'#%.'-*/(0&1,'120$(/1%&3'

! 455155'&)1'20#6$&7'*8'9*,:'#%.'$%$&$#&1',1/1.$#6'#-&$*%'#5'%11.1.3'

! ;1<16*('9*,:'&$/1&#=615>5-)1.0615?'-*%5$.1,$%+'&)1'(#,&$-06#,'5:$66@51&'#<#$6#=61'#%.'&)1'
%11.5'*8'&#5:5'51&'=7'-*661-&$*%5'5&#883'

! A*,:'9$&)'-*661-&$*%5'5&#88'&*'1%50,1'&)1,1'$5'#'-*%&$%0*05'5&,1#/'*8'9*,:'#<#$6#=61'8*,'
.$+$&$5#&$*%3'

! B,*<$.1'&1-)%$-#6'#55$5&#%-1'&*'<*60%&11,5>5&#88'9)1%'%11.1.3'

! B,*<$.1'$%.0-&$*%5'8*,'%19'<*60%&11,5>5&#883'

! C0(1,<$51'<*60%&11,5>5&#88'#%.'1%50,1'&)1$,'5#81&7'#%.'9166=1$%+3'

! "#$%&#$%'.#$67'.$#,$15'#%.'6*+'=**:53'

! D*//0%$-#&1'&$/1&#=615>5-)1.0615'&*'<*60%&11,5>5&#883'

Other tasks 
! E1(*,&'&*'&)1';$+$&#6'D*661-&$*%5'"#%#+1,'*%'(,*+,155'#%.'*&)1,'$550153'

! "*%$&*,'5&#88$%+'61<165'#%.',1-,0$&'<*60%&11,5>5&#88'9)1%',120$,1.3'

! D*//0%$-#&1'&)1'(,*F1-&'&*'$%5&$&0&$*%#6'5&#88'#%.'&)1'9$.1,'-*//0%$&73'

! A*,:'9$&)'-*661-&$*%5'5&#88'&*'.1<$51',1#6$5&$-'.$+$&$5#&$*%'+*#65'#%.'/*%$&*,'#%.'1<#60#&1'
#-)$1<1/1%&'*8'&)*51'+*#653'

! 455$5&'$%'#%.'(,*<$.1'&,#$%$%+'&*'<*60%&11,5>5&#883'

! G/(61/1%&'$/(,*<1/1%&5'&*'.$+$&$5#&$*%'(,*-1.0,15'#%.'(,#-&$-153'

! "#%#+1'#%.',15(*%.'&*'#66'1%20$,$15',16#&$%+'&*'&)1'(,*F1-&'H=*&)'$%&1,%#6'#%.'1I&1,%#6J3'

! D,1#&1'#'9*,:(6#-1'&)#&'50((*,&5'&)1'%11.5'*8'<*60%&11,5>5&#883'

'

' '
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14 Annex: Suggested procedures 
!"##$%&$'()*+,$'"*$%(&-.&(/.0(1$$'(&+(2$('$3$4+)$'(&+(%"))+*&('5#5&5%.&5+1(51,4"'$6(

7 *$,*"5&51#(3+4"1&$$*%(

7 51'",&51#(3+4"1&$$*%(

7 &*.5151#(3+4"1&$$*%(

7 &*.5151#(+&-$*(%&.88(

7 "%51#().*&5,"4.*()5$,$%(+8($9"5)/$1&(

7 )+%&:)*+,$%%51#('5#5&.4(.%%$&%(

7 -.1'451#(%)$,5/$1%(.1'(+2;$,&%(

7 /.51&.5151#($9"5)/$1&(

7 $1&$*51#('.&.(51('.&.2.%$%(

7 ,-$,<51#(&-$(9".45&0(+8('5#5&.4(.%%$&%(

7 )$*8+*/51#('588$*$1&(&0)$%(+8('5#5&5%.&5+1=($#('5#5&5%51#()-+&+#*.)-5,(%45'$%=(5/.#51#(
51%$,&%=(,+13$*&51#(."'5+(854$%(

7 /.1.#51#(.*,-53$=(/.%&$*(.1'(+)$*.&5+1.4(3$*%5+1%(+8('5#5&.4(.%%$&%>(

(

( (
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Digitisation: 

What’s your maturity? 
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