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Introduction 
 

The Columbia College Chicago Archives Digital Preservation Policy establishes a 
framework to support sustainable, long-term access to its digital collection holdings.  
 
As the designated repository for the records of the College, select professional work of its 
faculty, and collections in support of curricula, the College Archives, through a mandate 
from the President of the College and the Board of Trustees, assumes primary 
responsibility for long term preventive preservation of the digital objects held within its 
holdings. 

Critical to the College Archives mission is compliance with best practices and technical 
standards to ensure ongoing preservation of collection material in all formats. 

Select digital collection material is available through the public interface that houses 
unique content focusing on the history and activities of Columbia College Chicago 
including archival material, theses, and College unit records and publications. 

Mandate  
 

College Archives is mandated by the College President and Board of Trustees to collect, 
preserve, and maintain records via the Records Authority Statement (see: Attachment A). 

 

Principles 
 

College Archives collects the official and non-official records produced by its community 
and also obtains collections from others whose work or purpose reflects the history of 
the College, or whose material falls within its collecting policy. College Archives is 
responsible for building and preserving print and digital collections in support of teaching 
and research that follows international, federal, state, local, and College policies and 
laws. To ensure long-term and continued use of collection material, the College Archives 
prescribes to a policy of active preservation to safeguard its digital resources.   

This policy supports:  

The College Mission:  to ensure that the collected material supports the College 
curricula and mission “to provide a comprehensive educational opportunity in the 
arts, communications, and public information within a context of enlightened liberal 
education”   

Sustainability: digital holdings are created or collected with long-term and 
sustainable management of these materials in mind.  



Access:  digital preservation activities have long-term access and discoverability as 
primary goals.  

Intellectual Property:  respecting and upholding intellectual property rights of donors 
and securing consent to manage such material is of paramount concern.  

Authenticity:  management of digital objects ensures the proper creator of material is 
cited along with other accompanying metadata, and, as much as possible, unaltered 
files of such material will be retained.  

Collaboration:  College Archives participates in collaborative efforts of Columbia 
College Chicago and the Library whenever possible, including but not limited to 
creating and designing record retention schedules and access policies with individual 
departments and donors, working with state and local repositories to provide 
information and wide access to digital collections, and marketing and presenting the 
work of the department at professional conferences, meetings and workshops 

Standards & Best Practices:  College Archives follows current standards and best 
practices in creating, collecting, maintaining, storing, and delivering digital objects,  
observes institutional, local, consortia, national, and international practices, and 
keeps informed of emerging technologies. The Digital Curation Resource Guide being 
one great source of information. 

 

Scope 
 

College Archives maintains digital content through digitization of selected physical 
material and through acquisition of born-digital objects. The preservation of digital 
content is subject to the same criteria as that of its physical material holdings, both of 
which are guided by the College Archives Collecting Policy. 
 
Among the many reasons why College Archives maintains digital material are to:  support 
College curriculum; preserve physical material; create access to fragile material; 
preserve born-digital material; publicize the history and activities of the College; perform 
outreach about collection holdings.   

 

Content Types 
  

Digital content held in the College Archives derive from two main sources: College 
records and manuscript collections and formats include:  

  
 Text - Digitized or born digital books, theses, articles, etc.; PDF, Word, TIF 

http://digital-scholarship.org/dcrg/dcrg.htm
http://www.colum.edu/archives/college-records/collection-policy.php


 Images – born digital or digitized art, negatives, slides, prints, posters, etc. will often 
be digitized into TIF and JPEG formats. 

 Audio / Video – videos produced on campus, recorded sound oral histories, etc. will 
often be digitized into the MP4 format. 

 Three-dimensional objects – plaques, sculptures, physical artwork, etc. will often be 
digitized into the JPEG and TIFF formats. 

 Born Digital – Born digital files will remain in their native format with a preservation 
version created in a lossless file format such as TIF, WAV, etc. 

 In all cases Preservation Formats can and will include: MPEG, AVI, MOV, MP4, AAC, 
WAV, FLAC, MP3, TIF, JPEG2000, and others. 

 

Digital Preservation Strategy  
 

The preservation of digital objects requires planning and monitoring which includes the 
following activities:   
 
Select – selection for digital preservation is informed through material use, existing 
College Archives collection development policies, and collaborative agreements, while 
addressing specific format needs and budgetary limitations. Selection of born-digital 
objects for digital preservation is based on College Archives collection development 
policies. All preservation is completed with the assumption that materials selected for 
the digital collections are for long-term retention. 
 
Create – when digital content is created, by College Archives staff or by an external 
vendor, preservation actions include: retaining digital objects in lossless formats; 
creating and/or capturing administrative, descriptive, and technical metadata; and 
utilizing a well-defined storage system designed for long-term access and sustainability, 
all of which follows current standards and best practices for capture, format, and 
storage.  
 For digitization specifications see our College Archives Digital Standards Guide (see: 

Attachment B) 
 

Ingest–digital materials ingest follows established guidelines and procedures. These 
guidelines include:  file type verification; content validation; file stabilization; metadata 
creation according to preservation standards such as administrative, technical, 
provenance, and rights information; content delivery; and transfer of data and metadata 
to long-term storage systems. 
 
Store – digital content must be stored in a manner consistent with accepted digital 
preservation best practices. This includes technical infrastructure, such as hardware, 
network access, data backup, and maintenance, as well as ongoing preservation 



management activities. Digital preservation best practice requires duplicating digital 
objects in both local and geographically-removed systems.   
 
Migrate – as technology develops, the conversion of digital content to new file formats or 
transfer to new storage media will occur so the digital material is sustainable and 
interoperable for continued access.  
 
Preservation Management – digital items require a series of preventative actions to 
ensure the integrity of digital content, most especially while this content resides in long-
term storage, including metadata validation, system reports, file format reviews, and 
preservation audits. Long-term backup systems for digital content must take into 
account these requirements as well as the current professional standards and best 
practices. 
 

Policy Review 
 

This policy is reviewed on a continual basis to meet the needs of digital collection 
material housed at the College Archives at Columbia College Chicago. Changes in policy 
may occur based on issues such as: the collection materials, changing standards and 
best practices, and improving workflows and processes. 
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Archival Records:
All administrative officers of the College, including members of the teaching faculty whose
performance of administrative duties puts them in possession of publications, files, records,
or documents inc1uding electronically stored or generated files pertaining to theft official
duties, are requested to observe the following regulations:

1. The records of the official activities of College offices and officers are the property of
Columbia College Chicago.

2. Such property is not to be destroyed or disposed of or placed in storage without the
approval of the Archivist in consultation with an authorized College unit representative. If
large scale destruction of certain types of records is routinely performed, the authorized
College unit representative in charge of the destruction should inform the Archivist, in
writing, of this action.

3. Each administrative office is responsible for sending two permanent record copies of every
College publication created by that office to the College Archives.

4. Each administrative office determines when records cease to have current administrative
value. The Archivist will thereupon (in consultation with the appropriate college authorities,
where necessary), determine which of these records have permanent value to the College and
shall arrange for theft systematic transfer to the College Archives, an appropriate records
storage area, or for theft disposal.

5. The Archivist shall consult with administrative officers to determine the type of
restrictions to be placed upon the use of confidential records.

6. The President of the College may add such further regulations and directives as may be
necessary or appropriate.

Manuscript Collections:
The Columbia College Chicago Archives is authorized to obtain and house rare books,
records, and other materials of individuals, institutions and organizations whose work or
purpose reflect the history of the College, or whose material falls within its collecting policy.
In most cases the College will request that ownership of the materials be transferred to
Columbia College Chicago, but in some cases it will administer and act as a depository for the
materials.
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Attachment B: Digital Preservation Standards 

Image Standard 
 
Color - Black and white photographs and text (black text on white background, not including 
discoloration due to aging) are scanned in grayscale. Photographs that are monochromatic but are 
not black and white (i.e., sepia) are scanned in color. Text items with colored lettering and/or colored 
background are scanned in color. 
 
Oversize Items - If the dimensions of the original item prevent it from being scanned all at once, it will 
be scanned in two parts, then integrated into one archival TIFF file. 
 
Correction steps – Images should be rotated and cropped if necessary.  If images are later 
designated for use, additional correction steps will be performed.   
 
Digital photographs (created using a digital camera) will be saved at their original dpi and saved as 
TIFF files with no corrections. 

Transmissive Originals (Film, Slides, Negatives) 

Original Size Range Pixel Array 

35mm and medium format, up to 4x5 inches 4000 Pixels across the long dimension of the 
image area excluding mounts, borders, or gutters. 

Equal to or larger than 4x5 in. and up to 8x10 in. 6000 Pixels across the long dimension of the 
image area excluding mounts and borders. 

Equal to or larger than 8x10 in. 8000 Pixels across the long dimension of the 
image area excluding mounts and borders. 

 

 

Photographic Prints 

Original Size Range Pixel Array 

Up to 4x5 in. 4000 Pixels across the long dimension of the 
image area excluding mounts and borders. 

Equal to or larger than 4x5 in. and up to 11x14 
in. 

6000 Pixels across the long dimension of the 
image area excluding mounts and borders. 

Larger than 11x14 in. 8000 Pixels across the long dimension of the 
image area excluding mounts and borders. 

 
 

Text Documents 

Original Size Range Pixel Array 

Up to Letter Size (8½x11 in.) 4000 Pixels across the long dimension of the 
image area. 

Larger than Letter Size (8½x11 in.) and up to 
11x17 in. 

6000 Pixels across the long dimension of the 
image area excluding mounts and borders. 



Attachment B: Digital Preservation Standards 

Image Standards (cont…) 
 
Access Versions 
 
Low-resolution versions of images need to be created for use in the CADC Image Database according 
to the following standards.  
 

• JPEG Format (medium quality compression) 
• 600 Pixels across the long dimension of the image area excluding mounts and borders  
• Filenames should match their uncompressed source file, replacing only the extension 

 

 

Audio Standards 

 
Audio Master Files 

Bitstream Uncompressed PCM 

Configuration Monophonic or stereo depending upon the source 

Sampling Frequency 96 or 48 kHz depending upon the source 

Word Length 24 bit 

Format WAVE 

Enhancement None 

 
 
Audio Master files can be created from analog sources using Audacity. 
 
Audio CDs should be ripped using iTunes, using the above specifications. 
 
 
  



Attachment B: Digital Preservation Standards 

Video Standards (Analog Source) 
 
 
The following recommendations are for the digitization of analog video material such as films, 
videos, or television broadcasts. Digital objects created should have the following characteristics for 
sampling, sample size, resolution, data rate, and file format. 
 
For each program of moving image material, the initial digitization should strive to create an 
uncompressed, high-quality archival master wherever possible. Uncompressed video requires an 
enormous amount of storage space, but an uncompressed master is crucial to preserving the 
integrity of the content over the long term. 
 

Video Master Files (Analog Source) Best Practice 

Codec Uncompressed YCbCr or JPEG2000 lossless encoding 

Resolution 640 x 480 (assuming 4:3 original aspect ratio), progressive 
scanning 

Sample Size 30 bit  

Data Rate 30 MBps  

Format MXF (.mxf)  

 
Archival masters created using lossy compression are not ideal, but may be used when sufficient 
storage space is unavailable or the material is deemed of less historical importance. 
 

Video Master Files (Analog Source) Acceptable Practice 

Codec MPEG-4 AVC (H.264) or DV encoding 

Resolution 640 x 480 (assuming 4:3 original aspect ratio), progressive 
scanning 

Sample Size 30 bit  

Data Rate 30 MBps  

Format AVI (.avi) or QuickTime (.mov) 

 
For more information regarding video standards, see the CARLI Guidelines For The Creation Of Digital 
Collections: 

Digitization Best Practices For Moving Images (8/1/10). 



Attachment B: Digital Preservation Standards 

Video Standards (Born-Digital) 
 
 
Libraries are increasingly assuming the responsibility for archiving and providing access to born-
digital video material. The integrity of the file formats submitted should be evaluated and the 
material should be migrated to a more preservation-friendly format if appropriate. Since the material 
has already been digitized, there is no benefit to upsampling (increasing the resolution, sample size, 
or data rate). 
 
 
Best practice - Use these recommendations for the best prospects for longevity.  
 

• Progressive scanning 
• MXF (.mxf) file format 

 
 
Acceptable practice - Use these recommendations when historical preservation is less important. 
 

• Progressive scanning 
• AVI (.avi) or QuickTime (.mov) file format 

 
 
For more information regarding video standards, see the CARLI Guidelines For The Creation Of Digital 
Collections: 

Digitization Best Practices For Moving Images (8/1/10). 
 


	DigitalPreservation_Policy
	2010RecordAuthorityStatement
	Archives_DigitalPreservationStandards
	Image Standard
	Color - Black and white photographs and text (black text on white background, not including discoloration due to aging) are scanned in grayscale. Photographs that are monochromatic but are not black and white (i.e., sepia) are scanned in color. Text i...
	Image Standards (cont…)
	Access Versions
	Low-resolution versions of images need to be created for use in the CADC Image Database according to the following standards.
	 JPEG Format (medium quality compression)
	Audio Standards
	Audio Master files can be created from analog sources using Audacity.
	Audio CDs should be ripped using iTunes, using the above specifications.
	Video Standards (Analog Source)
	The following recommendations are for the digitization of analog video material such as films, videos, or television broadcasts. Digital objects created should have the following characteristics for sampling, sample size, resolution, data rate, and fi...
	For each program of moving image material, the initial digitization should strive to create an uncompressed, high-quality archival master wherever possible. Uncompressed video requires an enormous amount of storage space, but an uncompressed master is...
	Archival masters created using lossy compression are not ideal, but may be used when sufficient storage space is unavailable or the material is deemed of less historical importance.
	Digitization Best Practices For Moving Images (8/1/10).
	Video Standards (Born-Digital)
	Libraries are increasingly assuming the responsibility for archiving and providing access to born-digital video material. The integrity of the file formats submitted should be evaluated and the material should be migrated to a more preservation-friend...
	Best practice - Use these recommendations for the best prospects for longevity.
	 Progressive scanning
	 MXF (.mxf) file format
	Acceptable practice - Use these recommendations when historical preservation is less important.
	 Progressive scanning
	 AVI (.avi) or QuickTime (.mov) file format
	Digitization Best Practices For Moving Images (8/1/10).


