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Project Proposal Form

All sections within this form should be completed, if information is not available please note reasons
why in the space provided.

This Project Proposal form is an evolving document and should be added to as more information
becomes available. It is essential that version control is used, both within #3 below and in the naming
convention.

When complete submit to digitisation approval@bl.uk

Please note here any document which accompany this form, such as finance breakdowns, RFIs etc

Project information

E Project Reference Number

Project / working Title

= || Contact for Proposal
Name:
Li A
@ ine Manager Approval Date:
Document Version and Version Number:
5 | process stage (refer to Revisions from last version:
toolkit) Stage of process that proposal is at:

Timescales that need to be
@ adhered to and why

Version: 0708-001



Aly Conteh
Project Reference Number will be assigned by the Content Creation Project and Process Manager

Aly Conteh
If there is no formal prject title please supply a working name. Ensure the name is clear and unambiguous to avoid confusion with other projects.

Aly Conteh
The primary BL contact name and extension number.

Aly Conteh
Identify line manager who has authorised the proposal. Should be grade A and above.

Aly Conteh
Detail the planned start and end dates and/or timetable and deadlines for funding applications.

mailto:digitisation_approval@bl.uk
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Digitisation

Project Proposal Form

E Approved By (inc. date)

Campaign Steering Group

Digital Approvals Group

Publishing Opportunities Group

Version: 0708-001



Aly Conteh
Will be completed by the Content Creation Project and Process Manager


Digitisation

I:
ny
5
[a'd

m-<

Project Proposal Form

Content Details: Description of material and outputs

‘What:

Collection

E Media

Does it include any
treasures or high profile
items?

How many:

@ Items

Pages / Hours / Images

@ Originals or surrogates

Preservation requirements
@ of hardcopy material

Version: 0708-001



Aly Conteh
Provide a detailed description of the collection item(s) to be digitised.

Aly Conteh
As appropriate to the collection item identify the size of the project e.g. books and newspapers in number of pages, sound in number of hours. If known provide information on the number of images that will be created.

Aly Conteh
If surrogates exist for the material to be digitised but the original is to be digitised explain why/

Aly Conteh
Collection Care must be consulted as a preservation assessment on all collection items to be digitised must be undertaken.
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Project Proposal Form

Output:

@ Intended audience

Access approach-

website / database /
@ hard copy, internal or
external

E Digital capture

standards to be used.

Metadata standard to

be followed (i.e.DTD,
@ Schema, profile) inc.
data to be gathered for
BL catalogues

Process for

@ preservation of
digitised content

Version: 0708-001



Aly Conteh
Who is the intended audience. Provide evidence of demand.

Aly Conteh
Detail how access to the digitised content is to be provided. Contact WSDU and eIS Architecture (Nicki Clegg) to discuss website access requirements. Also detail if access is to be limited e.g. Reading Room access only. 

Aly Conteh
Refer to the Digitisation Technical Standards and Guidelines document for further information.

Aly Conteh
Refer to the Digitisation Technical Standards and Guidelines document for further information.


Aly Conteh
Identify requirements for preservation and storage of digitised masters. Digital Preservation Team (primary contact: Paul Wheatley) must be consulted – provide details of any contact with Digital Preservation Team.
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Project Proposal Form

Business Model

E Funding route / partner

Business model to be
used, refer to
E arrangements in the

toolkit

19|:;;$ustainabi]jty

License Agreement /

20 Contract

21
Procurement need

Version: 0708-001



Aly Conteh
Who will provide the funding for the project. Provide details of known partners. State here any explicit  conditions of funding which may affect business model


Aly Conteh
Refer to the Business Models section of the Content Creation Approvals intranet pages

Aly Conteh
Refer to the Finance/Sustainability section of the Content Creation Approvals intranet pages
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Digitisation

Project Proposal Form

Business Case

B

Fit with strategy

Fit with other digitisation
projects

Key benefits

Critical success factors

Risks

Other options considered
to
a. digitise content or
b. use funding

Version: 0708-001



Aly Conteh
Describe how this project will contribute to key objectives contained in the business plan or the corporate or digitisation strategy. Provide the reference to the item number in the Business plan and/or strategy. Please contact the Corporate Strategist for more information.


Aly Conteh
How does this proposal fit with what has already been digitised on the web? Can it be related to other digitisation; does it go towards creating a virtual collection;  does it add to a critical mass of material which can be presented to users?


Aly Conteh
Please summarise the Benefit(s), following completion of the project.  

Aly Conteh
All activities are understood in and shaped by their context and all have different success criteria. Defining and agreeing these from the outset will determine fundamentally how the project is to be managed and measured. These success criteria may be defined as Critical Success Factors (measurable factors that, when present in the activity’s environment, are most conducive to the achievement of a successful activity). 
No matter how basic, determine how success will be measured e.g., percentage take up of a new service over x years, with milestones for each annual improvement in take up.


Aly Conteh
: List any risks that are know that may have a bearing upon the final outcome of the project, these may include areas of potential slippage, overspends, or possible impediments that may hamper the project or even cause it to fail. 

Aly Conteh
Provide details of any options considered in the planning stage of the project. 
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Digitisation

Project Proposal Form

Management of the project

&

Individual / department
who will be managing
project once approved

29

Reporting / audit
expectations of funder /
partner

Financial Implications

Income to BL

Year 1

Year 2

Year 3

External Funds | £ £ £
Ongoing £ £ £
Revenue

Total Income | £ £ £
Costs to BL

One-off £ £ £
Project costs,

e.g..

digitisation etc.

Ongoing costs | £ £ £
—e.g. hosting

Total Costs £ £ £
Net Funding £ £ £

Please annotate funding position with a “X”

Self Funding | Within Bid- In year Bid — Business
current Plan
budget

Version:

0708-001



Aly Conteh
Who will take day-to-day responsibility for the project once it has been approved and funded. They will be contacted on a periodic basis to provide a report on project progress.

Aly Conteh
Please detail how this project will be funded and any ongoing financial implications for the BL.
If funded by an external body then please place their contribution into the External Funds section. If this generates an ongoing revenue stream to the BL please provide best estimates in the Ongoing Revenue section. 
All costs should be considered including internal costs associated with selection, retrieval, digitisation, metadata creation, hosting, access and long-term storage. 

Net funding represents Total Income less Total Costs.
Please state whether any net costs to the BL are already budgeted for, (i.e. it may be curator time and therefore the salary is already budgeted for) or whether it is the subject of a bid for additional funds.  

If you require any assistance in completing the financial section please contact Management Accounts on email “Management-Info” or ext 6042.
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