
 

 

 
Workflow for Creating Strategic Digitization Goals 

Part 1 – Digitization Purpose Statement 
Creating Strategic Goals for Digitization as part of your overall Digitization Policy will 
help you prioritize projects, plan projects with a clear purpose, and create concrete 

steps for each project based on a larger set of needs, values and goals. 

Before creating your digitization goals discuss the following questions with your 
department/unit/team? 

1. Why do we want to digitize? 
a. Be as specific as possible when defining “why.” For example if providing 

access is one reason you want to digitize your collections list specific 
access goals: community member access, public access, access to 
educators and how each of these types of access will be determined. 

2. How does digitization fit into your organization’s mission and strategic plan? 
a. Look at the keywords and phrases that define core values and needs and 

align your goals to those. 
b. Create a list of goals that are mission driven 

Step One  
Review your larger organization’s strategic directions and objectives to determine how 
your strategic goals can align with both short and long-term support and sustainability.  

Many tribal communities, councils, and libraries have developed specific strategic 
goals and your digitization goals should align with these larger strategic priorities.  
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Examples of strategic directions or goals could include:  

• Advance our knowledge and understanding of our tribal history 
• Improve cultural awareness and traditional knowledge 
• Increase the number of tribal members speaking our language 
• Support the development and creation of oral histories 

Step Two 
Develop your department’s strategic directions and objectives for digitization by 
aligning them with those of the larger organization. 

For example, most tribal councils or cultural committees will have a strategic direction 
that is tied to cultural awareness, education, history, or traditional knowledge, of which 
much of your strategic directions and objectives should align. Thus, the top down 
strategic directions and objectives would be as follows: 

Tribal Council or Cultural Committee 

 Strategic Direction: Improve cultural awareness, education, and traditional 
knowledge 

 Tribal Cultural Resources, Library, Archive or Museum 

 Strategic Objectives 
o Identify and address priorities for digitization 
o Develop systems and resources to capture traditional knowledge of 

digital resources 

Using organization and department goals as a foundation for your strategic digitization 
goals will ensure your work supports the larger organization and provides sustainability 
and consistency. 

Step Three  
Establish a digitization purpose statement.  

A purpose statement is concise and focused on the larger goals and framework for 
digitization.  More specifics about digitization will follow in your policies and procedures. 

 Purpose Statement Should: 
o Link to your tribe, unit or department’s overall mission, values and goals 
o Define general values for digitization 
o Define overall goals for digitization 

For example “To identify and digitize a variety of materials to be added to our larger 
database for use by tribal community members to increase cultural awareness, history, 
and traditional knowledge.” 
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Step Four 
Develop a statement regarding the role of each team member in the digitization 
process (from selection to workflow to access and use). 

It is important to clearly define the roles needed for digitization work to occur and add 
these roles into the existing duties of your staff or staff positions that you would like to 
have. Thus it is important to define roles not in terms of specific people, but in terms of 
positions (archivist, assistant curator, cataloger, etc). 

 General Roles Statement 
o Begin with an overall statement about which units and departments will 

be part of digitization work. 

For example, “The Language and Culture Department along with the Archives will be 
the primary units responsible for carrying out digitization projects.” 

 Specific Roles and Duties 
o Create the roles based on your digitization priorities and goals (some of 

these may be aspirational—roles you do not have filled with current staff 
but will need). 

o Account for all aspects of digitization work in the roles and duties. 

For example:  

“In collaboration, the head of the department and the digitization technician will 
identify single items or entire collections for digitization, based upon selection criteria.” 

 “The Assistant Archivist will lead metadata creation and supervision of student and 
intern workers on all digitization projects. The Assistant Archivist will report to the Head 
Archivist and follow the digitization plan set by the department head.” 

 
 

________________ 

Developed by: 

Jennifer O’Neal, University Historian and Archivist, University of Oregon Libraries and Kim 
Christen Withey, co-Director of the Center for Digital Scholarship and Curation, 
Washington State University 
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