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            Overview
Scan for Keeps is a program developed by the Minnesota Digital Library for the purpose of loaning digitization kits for scanning events and other community projects. Kits are available for libraries, historical societies, archives, schools, and other organizations to digitize local history collections, encourage community engagement, and foster preservation education.
Five scanning kits are available for a checkout period of up to one month. Each kit includes:
	Epson Perfection V850 Pro Photo Scanner (letter-sized) OR Epson Expression 12000XL Scanner (legal-sized)
	Dell laptop
	Pelican travel case and lid organizer
	Power strips
	Instructions for using all equipment

One portable LimoStudio 24" Folding Photo Light Box is also available for photographing 3-D objects (Note: cameras are not included). Please see the Scan for Keeps equipment list for complete details and pricing of one scanning kit.
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Procedures
If you are interested in borrowing a Scan for Keeps kit, please fill out this request form. We will use this information to check scanner availability and make specific arrangements with you directly. Please note that your request will be handled in the order it was received, and we cannot guarantee a scanner will be available for the time you request. 
Before checking out any equipment, all users must sign a Memorandum of Understanding and complete required training, either in person or over Zoom.
For locations outside the metro area, delivery of kits is available through the Minitex courier system. For metro locations, pick up kits at the Minitex office at the University of Minnesota:
Wilson Library Room 60
309 19th Ave. South
Minneapolis, MN 55455
For more information on scheduling a Scan for Keeps event and related training, contact mino@umn.edu.
Want to Host a Scan for Keeps Event?
Some borrowers use Scan for Keeps equipment at community scanning events. They invite members of their community to bring personal collections to a site for digitization. There are many things to keep in mind if you are interested in hosting an event like this, including:
Planning
Planning a Scan for Keeps community event may take several months. Some factors to consider include: availability of equipment and space, coordination with partner organizations, and time to create and distribute promotional materials. Consider including additional activities such as workshops or guest speakers to increase attendance. During the planning process, each organization should determine answers to the following questions:
	What is the purpose of the event?
	Will personal contact information be captured from the participating individuals?
	Will digital files and metadata be saved by the host organization?

The responses to these questions will determine the number of staff members and workstations, as well as what forms to use.
Location
Choose a venue for the event that is accessible and visible within the community. The ideal location should have ample electrical outlets as well as room for multiple workstations. Essential workstations include project intake and scanning. Additional stations may be added for metadata creation, interactive activities, demonstrations, or guest speakers.
Staffing
A minimum of 5-6 staff members and volunteers is usually required to keep the event running smoothly. For example, at least one person operates the intake station, greets visitors, fills out the Check-in form for attendees, and provides any other relevant information.
If you plan to capture metadata about the scanned materials, the metadata station requires 2-3 people. The remaining staff members operate the scanning equipment and create the digital files.
Forms
Depending on how the event is structured, certain forms are useful for capturing different types of information. Feel free to use the sample forms provided below, or create your own.
	The Check-in form collects contact information, lists the items to be scanned, and assigns a contributor code or ID for each visitor. This contributor code allows items to be tracked through each station and remain organized across documents and scanned images.
	The Metadata form captures relevant information about the materials being scanned.
	A Consent / Release form is required if the hosting organization wants to use images of scanned materials or images of the event in future promotional activities. Appropriate language can also be included on the Check-in form.

A Deed of Gift form is used only if the hosting organization is interested in collecting digital copies or original materials from the event to add to their collection. MDL does not provide this form, as the specifics will vary across organizations.
Partnerships
Collaborating with community organizations and individuals may amplify the success of Scan for Keeps events. Potential community partners may include:
	Historical societies
	Museums
	Genealogical societies and clubs
	Local libraries
	Senior centers
	K-12 schools
	Local colleges and universities

Contact Us to Learn More
If you are interested in borrowing the Scan for Keeps equipment kits, or would like more information about the program, please contact mino@umn.edu.
Resources
	Memorandum of Understanding (required upon borrowing of kit)
	Check-in form
	Metadata form
	Sample flyer / publicity
	Sample photo release form #1
	Sample photo release form #2



      
  

      
  



                

              

                                              

        

      

      

  
      

      
        
              
  

  
    

            
            

Quick Links


	Home
	About MDL
	Latest News
	Contribute to MDL
	Contributing Organizations
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	Online Privacy Statement





Follow Us


Facebook Twitter Instagram


Stay Connected


Stay connected with the latest news from the Minnesota Digital Library by subscribing to email updates on the Minitex News platform.





Contact Us


Minnesota Digital Library

University of Minnesota

Wilson Library, Room 60

309 19th Avenue South

Minneapolis, MN 55455
 612-624-4002
 800-462-5348
Send us a message
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