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IRVING K. BARBER LEARNING CENTRE






Guidelines (2016/17)
Program Description

The British Columbia History Digitization Program (Program) is sponsored by the Irving K. Barber Learning Centre at the University of British Columbia
. The goal of the Program is to promote and enhance access to unique British Columbia historical materials by providing financial support for digitization activities. The Learning Centre will provide approximately $150,000 annually. These funds will be made available in matching financial contributions for digitization projects to a yearly maximum of $15,000 per institution. 

Applicant and Project Eligibility

Private or public institutions and agencies that have the preservation of historical British Columbia materials as part of their mandate are eligible to apply for funding. This includes, but is not necessarily limited to, libraries, archives, museums, post-secondary institutions and historical societies. Applications are welcomed from institutions of all sizes. Institutions submitting more than one application should rank their submissions in order of priority.
Program applications must meet the following criteria:

· Propose the digitization of unique British Columbia cultural content and provide online access to this content
· B.C. history must be reflected in the content
· Focus on the needs of users interested in the historical evolution of British Columbia

· Demonstrate that the applicant owns or has cleared copyright to allow for the digitization of material

· Ensure that the electronic resource will be accessible on-line without charge or restriction

· Propose a new project or a new portion of an existing project
In addition, applicants must ensure that:

· Content to be digitized has previously been appraised, selected and basic metadata has been assigned
· There is a commitment to the digital preservation of the digitized content

· An interim report (if required) and final report outlining the expenditure of Program funds be submitted to the Learning Centre

Financial Information

Funding from the Learning Centre is intended to augment resources provided by applicants. The applicant contribution to the project must equal at least 50% of the total project costs. Therefore, for a project budgeted to cost $20,000, the applicant must provide $10,000 as the applicant contribution. The applicant contribution may consist of both cash and in-kind contributions. However, a minimum of half of the applicant’s contribution (i.e. 25% of the total project costs) must be in the form of cash. The salaries and benefits of existing, paid staff who will be working directly on the project can be an in-kind contribution but will not count as a cash contribution. Applicants must indicate the role of the staff member(s) on the project and provide hourly pay rate and benefit calculation information as well as the number of hours the staff will work on the project as part of the Project Details narrative.  
Applicant contribution may not include:

· ‘Overhead’ costs that would have been incurred had the project not gone ahead

· Contributions occurring after the project completion date or before the project start date

· Project administrative costs in excess of 5% of the total project costs
· Sources of funding that cannot be confirmed by January 15, 2016
· Hardware and software purchased prior to the application
· In-kind contributions made by a third party (i.e. not the applicant)
Program-funded expenses may include:

· New equipment including scanners, computers, and computer peripherals (i.e. CD or DVD read/write burners, etc.) as well as sufficient memory and storage. Any application that requests equipment should clearly state how the equipment will be used to support the project

· Basic imaging software (e.g. Adobe Photoshop)

· Web design and programming expenses relating specifically to the project

· Cost of  training project personnel 
· Wages and benefits for temporary staff to be employed for the project (temporary staff means part-time or full-time personnel hired specifically to help carry out the project, or additional hours for existing part-time staff)

· Program funds may also be used to support outsourcing of digitization 

· Database software

· Metadata development 
Program-funded expenses may not include:

· Collection development activities, including the identification or acquisition of new materials

· Preservation activities of materials (reformatting of media, preservation enclosures, etc.)

· Arrangement, description or cataloguing of original material

· Retrospective conversion of catalogue records

· Transcription of material

· ‘Overhead’ or indirect costs that would have been incurred with or without the project
· On-going operational costs such as Internet Service Provider (ISP) fees

Release of funds: 

For projects requesting $3,000 or less from the Learning Centre, cheques for the full amount will be issued in May. For projects requesting in excess of $3,000, one-half of the requested funding will be released to successful applicants in May. The second half of the funds will be released upon the receipt of an interim report filed at approximately the half way point of the project and no later than December 9, 2016.
Basis for Selecting Projects for Funding

Criteria to be used in the adjudication process will include the following elements:

· Significance of material to be digitized and articulation of how the resulting collection will serve the Learning Centre’s goal to enrich the intellectual, social, cultural, and economic development of the people in British Columbia
· Clarity of project description and budget presentation

· Project design demonstrates a viable work plan and identifies appropriate staffing to undertake the project

· Technology proposed is appropriate and well-suited to the public access goals of the project (content must be described using standard metadata schema and preference will be given to projects using a recognized repository/content management/digital asset management system)
· Project design employs professional standards and practices for handling digital material

· Applicant demonstrates the capacity to successfully complete the work and maintain the data and access to it

· Demonstration of the ways in which the public will be made aware of these materials

Reporting Requirements

For projects requesting more that $3,000, applicants will be required to submit an interim report at approximately the half way point in the project. That document will indicate progress made in the project and an accounting of the expenditure of funds to that point. Receipt and acceptance of this interim report will result in the release of the second half of the requested funds. All recipients must submit a final report not later that one month following the completion of the project. This report will provide an overview of the project activities and accomplishments and provide detailed information about the expenditure of funds.
Application Process

Applicants are required to complete and submit an Application Form, Project Description Template, Project Budget Summary and Application Submission Checklist. 

General questions about the application guidelines or procedures may be directed to:

Chris Hives

Coordinator, BC History Digitization Program

University Archivist
Irving K. Barber Learning Centre

University of British Columbia

1961 East Mall

Vancouver, BC V6T 1Z1

chris.hives@ubc.ca or 604-827-3951

Send completed applications to:

Kristen Wong

Program Services Assistant
Irving K. Barber Learning Centre

University of British Columbia

1961 East Mall

Vancouver, BC V6T 1Z1

kristen.wong@ubc.ca 
Applications for 2016/17 must be received on or before 5pm on December 11, 2015.
NOTE: Applications may be submitted in paper or sent electronically as WORD or PDF files. Whichever submission format you choose we would strongly recommend that you contact us to confirm receipt of your application prior to the deadline. 

Application Submission Checklist (2016/17)

Please ensure that your application is complete using the checklist provided below.
	· 
	

	
	A detailed description (inventory) of the material to be digitized



	
	Copyright clearance or a plan for addressing any future copyright considerations


	
	A detailed description of the significance and impact of the material to be digitized



	
	A detailed project schedule and work plan



	
	Definition of the roles and responsibility of new and existing staff



	
	Identification of professional standards and best practices (technical/metadata) to be used



	
	Identification of public access goals



	
	Outline of a promotion/publicity plan



	
	A detailed budget itemizing income and expenses based on applicant contribution as well as Learning Centre funding



	
	A description of the plans for digital preservation of the digital files




Application Form (2016/17)
Applicant Institution/Organization:  ______________________________________________________

Legal name of parent organization (if applicable):_________________________________________________

Contact name for official correspondence:  _________________________________________________

Title________________________________________________________________________________

Address:  ___________________________________________________________________________

City:  _________________________________________   Province:  ______   Postal Code:  __________

Telephone:  ______________________________   Fax:  _____________________________________

Email:  ______________________________________________

Project Title:  ________________________________________________________________________

Project Timeline (yyyy/mm/dd)   Start Date:  __________________   End Date:  ____________________

Funding Requested:  $ ______________________   Total Cost of the Project:  $ ___________________

Project Manager Name:  _______________________________________________________________

Telephone Number:  _______________________   Email address:  _____________________________

Project Description Template (2016/17)

Please prepare your application using the following headings and numbering, ensuring that each section and sub-section is clearly numbered and labelled, and all pages are paginated.

A.  Overview of Project (Maximum 1 page)

1. Project title (should be descriptive of the work to be undertaken and provide detail beyond “Digitization Project”)

2. Mandate of the applicant institution or agency

3. Short summary (50 words) of the project

4. Anticipated outputs

5. Target audience

B.  Project Details (Maximum 5 pages)

1. Detailed description of the material to be digitized including the number of items, date range and a brief note on physical condition 
2. Detail how copyright considerations have been or will be addressed

3. Describe the significance and impact of making the material available online
4. Describe what human and management resources will be applied to your project. 

a. Identify the role, responsibilities and/or project-related tasks of key participants, including contractors, consultants and staff 

b. Discuss qualifications and digitization experience of project staff 

5. Describe the activities that will be undertaken and provide a project schedule that clearly indicates the date, duration and completion for each component/activity of the project. Please use hours for your calculations and indicate the estimated rate of productivity. Explain how quality control and testing will be incorporated

6. Describe the digital preservation plan that will be put in place to preserve the digitized content

C.  Public Access (Maximum 2 pages)     

1. Describe your plans (and the technical standards used) to make the digitized material publicly available and searchable on the Internet. 

2. Explain how digitization best practices will be applied to your project. 
a) Describe digitization specifications for the project, with reference to relevant standards
b) Describe metadata development plans for the project, with reference to relevant standards
D.  Plans to Publicize the Project (Maximum 1/2 page)

1. Outline your plans for publicizing the new digitized historical resource 

E.  Project Budget

1. Provide information on attached Project Budget Summary form

2. In addition to the Project Budget Summary form, provide a short narrative detailing the basis for calculating wages and services that have been identified as applicant contributions or expenditures in the application. Each line on the project costs/expenses form must be detailed here
 

a. E.g. The Salaries and Wages line needs to include hourly wages of staff including benefits, number of hours to be dedicated to the project
b. E.g. The Equipment and Software Costs line needs to include description and cost of items to be purchased
c. E.g. The Professional Management line needs to include a disclosure of supervisory details
E.g. The Project Management line needs to include description of project management tasks

Project Budget Summary (2016/17)

Project Income

Provide a summary of the anticipated project income by entering the appropriate amount under the respective category. Details about the nature of in-kind investments should be included as part of the Project Details narrative.
	Source of Income and Investment
	Cash
	  In-kind 
	Total 
(Cash + In-kind)

	Applicant
	$
	$
	$

	Learning Centre Funds Requested
	$
	
	$

	Other: (Specify)

	$
	$
	$

	                 Total Project Income
	$
	$
	$


Project Costs/Expenses

Provide a summary of the anticipated project expenditures by entering the appropriate amount under the respective category. Details about the expenditures should be included as part of the Project Details narrative.

	Costs/Expenses
	Cash
	In-kind
	Total 
(Cash + in-kind)

	Salaries and Wages
	$
	$
	$

	Professional/Consultant Fees and Services
	$
	$
	$

	Travel and Meeting Costs
	$
	$
	$

	Marketing and Communications Costs
	$
	$
	$

	Equipment and Software Costs
	$
	$
	$

	Project Management (up to 5%) 
(not covered above)
	$
	$
	$

	Other Costs: (Specify)

	$
	$
	$

	                              Total Project Expenses
	$
	$
	$
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Guidelines and Application Material (2016/17)








Affirmation





I affirm that the information in this application is accurate and complete and the project proposal, including activities and budgets, are fairly presented.


I agree that if funding is provided, any deviation from expenditures included in the project proposal will require prior written approval of the Irving K. Barber Learning Centre.


I certify that the materials to be digitized with Program funds are either in the public domain, or that all necessary copyright permissions to make the material available have been secured. 


I confirm that all digitized material created through this project will be fully and freely available on the web.


I agree to publicly acknowledge funding and assistance provided by the Irving K. Barber Learning Centre and to submit a final report on or before April 30, 2017 which includes a detailed financial accounting of the activities funded by the Learning Centre.





Authorized Signature:  ___________________________________________________________





Name and Title (please print): _____________________________________________________





Date: _________________________________








� The Irving K. Barber Learning Centre serves as an education centre, library and as a conduit of knowledge for British Columbia and beyond. The Learning Centre offers the BC History Digitization Program as part of its mandate to support education and the sharing of knowledge.


� Only organizations predominantly staffed by volunteer workers may claim volunteer hours spent on the project as in-kind contributions at a valuation of  $10 / hr. 


� Other sources of income such as grants from other organizations listed must be confirmed with the Irving K. Barber Learning Centre by January 15, 2016.
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