Digitization Services for Faculty (DS4F) Request Form

(Digitization requests for curriculum support, a service of Digital Services, Digital Curation Services Dept.)
Faculty contact information:

Name:______________________________________________________________________________
UVa Computing ID:____________________________________________________________________
Email address (if different from UVaID@virginia.edu):_________________________________________
Phone number:_______________________________________________________________________
Information about request:
We require at least 4 weeks (20 working days) to complete a digital request (upon receipt of material).  If we are unable to complete the request in 4 weeks, we will contact you with an alternate delivery date.  Rush requests will be honored if at all possible. If the request is a sizeable one, it may take longer to complete.

Requested completion date:_____________________________________________________________
How will the digital objects be used in teaching: _____________________________________________
Material submitted and number of items: ___________________________________________________

___________________________________________________________________________________
___________________________________________________________________________________

___________________________________________________________________________________

Material belongs to (please check one) Library: ________________  Requestor: ___________________

Digital Services provides:   
2700 dpi tiff images for slides (1 inch= 2700 pixels)   OR





300 dpi jpeg images for everything else

All images will have a “watermark” added to the bottom of the image that will read “For teaching purposes only, no further distribution”.  The watermark will not obscure any of the image.  

Digital Services does not provide A/V or OCR services.
Preferred delivery method (circle 1):  Your Collab site

FTP site (DS  sends URL)
DVD 

Is there anything else we need to know about this request?_____________________________________

____________________________________________________________________________________

____________________________________________________________________________________

When this request is received in Digital Services an email will be sent to you confirming receipt of your materials and the expected delivery date.  Contact digitalservices@virginia.edu with any questions about your request.
Date submitted: _____________   Drop off location: Scholars’ Lab _________  Brown RCL  _________ 
Library staff member accepting request: ___________________________________________________

Note to library staff:  Please email digitalservices@virginia.edu immediately upon receiving a DS4F request.  Thank you!
Digitization Services for Faculty

A service of Digital Services, Digital Curation Services Dept., UVa Library

Information sheet for faculty requestors

· All DS4F requests must be for pedagogical purposes, not individual research. 



· Digital requests for texts that are under copyright should be sent to Instructional Scanning Services in Alderman Library, instead of Digital Services.

· Digital Services can digitize books, maps, manuscripts and slides.

· All images will have a “watermark” added to the bottom of the image that will read “For teaching purposes only, no further distribution”.  The watermark will not obscure any of the image—it is appended to the bottom of the image.
· Digital Services requires at least 4 weeks (20 working days) to complete a digital request (upon receipt of material).  If Digital Services is unable to complete the request in 4 weeks, the requestor will be contacted by email with an alternate delivery date.  Rush requests will be honored if at all possible. If the request is a sizeable one, it may take longer than 4 weeks to complete.
· Drop off locations:  Scholars’ Lab (4th floor, Alderman Library) and the Research Computing Lab (Brown Science & Engineering Library). 
· Digital Services provides images at 300 dpi in jpeg format for most materials (except slides). If necessary for a particular project or class, tiff format files can be requested.
· Digital Services provides 2700 dpi tiffs for slides (1 inch= 2700 pixels).





· Digital Services does not perform OCR on texts or create editable versions of documents.



· Digital Services does not digitize audio or video materials.  

· Digital Services can deliver your images through your Collab space, through an FTP site (Digital Services will provide you with a URL), or burn the images to DVD.
· After digitization is complete, materials should be picked up in the same location where they were dropped off (unless special arrangements are made with Digital Services).
· Email address to contact with questions:  digitalservices@virginia.edu
· When the request is received in Digital Services, an email will be sent to the faculty member confirming receipt of their materials and the expected delivery date.
