Preservation Re-Recording of Columbia University Libraries’

Ditson Fund Recordings Archive of Musical Works
2006-2007
SPECIFICATIONS AND REQUIREMENTS

OWNERSHIP

All original audio tapes, analog disks, and digital copies are and will remain the property of Columbia University Libraries (CUL) and may not be reproduced or sold without the express written authorization of CUL.

QUANTITY AND NATURE OF ORIGINAL MATERIALS

Description:

The materials consist of unique music recordings made in the 1940s-1950s.

64 reel-to-reel audiotapes containing 58 musical works
· Some recorded at 30 ips, some at 15 ips, some at 7.5 ips

· Mixture of 14.5” and 11” boxes

· Tape brands include Scotch 111A, Ampex, many others

· Many tapes badly wound, many splices, slight vinegar odor, dirty

108 audio discs containing 39 musical works
· 10” discs: 2

· 12” discs: 88 (and 9 broken discs not included in the project)
· 16” discs: 18 (and 4 broken discs not included in the project)
· Mostly glass-based

· Most 78 rpm, but some 33 1/3

· Many scratched, all dirty, some corroded, many with palmitic acid
Identification Numbers:
Each original item is marked in red ink with a physical identification number on its container, in the form of an alphabetic prefix DIT, followed by a three-digit number referring to the musical work, a two-digit number referring to the individual reel or disc, and a suffix a or b indicating side 1 and side 2.  For example, work number 4 is recorded on a total of three discs, and these have identification numbers DIT.004.01, DIT.004.02, DIT.004.03. 
PROBLEM ITEMS

Some tapes or disks may not be able to be played, or may be inaudible, or may have problems of other types that will require special treatment.  In these cases Cutting should contact CUL to discuss possible solutions to the problem before undertaking treatment.  

FILE FORMATS TO BE PRODUCED

CUL requires that each original sound unit (side of an audiotape or disc) be reproduced as a set of two digital audio files.
Master File:

The master file is designed to be a high-quality reproduction of the original analog recording.

	
	

	Bitstream:
	Uncompressed Pulse Code Modulated

	Configuration:
	Monophonic or stereo depending upon characteristics of source item

	Sampling frequency:
	96 kHz

	Word length:
	24 bit word length

	File format:
	Wave

	Enhancement:
	No cleanup, or minimal cleanup as agreed to by CUL after vendor analysis and recommendations 

	Filename structure:
	Item identifier, followed by a for the first side and  b for the second, plus .m and extension wav, e.g., DIT.001.01a.m.wav


Service File: 


The service file is "CD quality," although the bitstream will be placed in a Wave file.

	
	

	Bitstream:
	Uncompressed PCM

	Configuration:
	Monophonic or stereo depending upon characteristics of source item

	Sampling frequency:
	44 kHz

	Word length:
	16 bit word length

	File format:
	Wave

	Enhancement:
	No cleanup, or minimal cleanup as agreed to by CUL after vendor analysis and recommendations

	Filename structure:
	Item identifier, followed by a for the first side and  b for the second, plus .s and extension wav, e.g., DIT.001.01a.s.wav


METADATA

Tracking Spreadsheet:
CUL will provide a MS EXCEL tracking spreadsheet for the items to be digitized.  Each physical item is listed with separate lines for side 1 and 2.  The fields in the spreadsheet are:

Column A
ID number (e.g. DIT.001.01a)

Column B
Composer, if known

Column C
Short title of work, if known

Column D
Side

Column E
Format (tape or disc)

Column F
Size of tape or disc

Column G
Duration, if known

Column H
Speed, if known

Column I
Notes

Column J
Filename of master copy

Column K
Filename of service copy

Cutting will input filenames into the spreadsheet as re-recording is accomplished.  A blank side will be indicated by the word BLANK.  For instance:


Musical Work ID
Item (tape/disc) ID 
Master filename
Service filename

DIT.004

DIT.004.01

DIT.004.01a.m.wav
DIT.004.01a.s.wav







DIT.004.01b.m.wav
DIT.004.01a.b.wav

DIT.004

DIT.004.02

DIT.004.02a.m.wav
DIT.004.02a.s.wav







SIDE 2 BLANK
SIDE 2 BLANK

DIT.004

DIT.004.03

DIT.004.03a.m.wav
DIT.004.03a.s.wav







DIT.004.03b.m.wav
DIT.004.03a.b.wav
Cutting will also record as needed notes that pertain to the item at hand, e.g., a note about the condition or characteristics of the items being captured, or any other type of record keeping that may be useful in the production process.  Information that may be recorded includes indication of damage that prevents copying or results in poor sound quality, statement of special treatment carried out, notes of unusual speeds, etc.

Information in Wave File:
In addition to sampling rate, bit depth, duration, and indication of stereo or mono, CUL requires the following data be placed in the Wave file:
	Wave INFO 
	Data

	Brief Name/Title
	Last name of composer/Brief title for the item to be copied from the tracking spreadsheet.

Example:  Thomson, The River

	Creation date
	Date digitized by vendor as YYYYMMDD

Example: 20061104

	Unique identifier
	Filename

Example: DIT.004.03b.m.wav

	Ownership statement
	Same data for all files:

Columbia University Libraries

	Copyright
	Same data for all files:

Copyright held by original artists


Additional fields may be used at Cutting's suggestion and following approval by CUL. 

DELIVERABLES AND DELIVERY

Content delivery:
· Digital audio files delivered on media as described below
· Spreadsheet updated with filenames and notes
Delivery Media:
CUL can receive files on several different media.  The preferred media are given below.  If this is not possible, alternatives can be negotiated.
· Master files to be delivered on a hard drive
· Service files to be delivered on CDs
· Each CD will include the content of one entire disc or tape if it will fit; if not, the CD will include the file for one complete side of the tape/disc; no CD will include more than the content of a single physical item.
Labeling CDs:
Nothing will be written directly on the medium.  All identifying information will be provided on labels inserted in the medium container (jewel cases, etc), using the label form attached to this document.  If one side of a tape or disk is blank, this will be noted on the label. Each item will be labeled with
· the composer

· brief title

· Ditson ID(s)

· unique ID number embossed on the CD.  
Retention of file copies by Cutting:
Cutting will maintain copies of the master files until CUL has determined that all files can be opened and contain the correct content.  The retention period will be six months or until CUL sends notification that the files are no longer needed, whichever is shorter.

Transportation:
Preferred transportation of original materials between CUL and Cutting is on a pick-up and delivery basis in a vehicle provided by Cutting.  Digital copies may be sent via commercial shipping services using second-day delivery.
All original items will be returned to CUL together in a single delivery.

SCHEDULE AND TURNAROUND TIME

The original materials are ready for pick-up by Cutting no later than September 1, 2006.  All materials must be returned to CUL no later than May 31, 2007.  

Cutting will send services copies to CUL in batches as each group of approximately 25 hours is completed.  

SUBCONTRACTING

All services will be performed on Cutting’s premises.  No subcontracting will be permitted without the prior written approval of CUL.

ERRORS/INSURANCE

Any errors made by Cutting that are identified by CUL's inspection process will be corrected without additional charge to CUL and returned within three weeks of the notification of the problem.  Any extra transportation or mailing costs resulting from such errors will be paid by Cutting.

Cutting will insure, at no additional charge to CUL, all materials against loss or damage from any cause, from the time they leave CUL until they are returned.

In the event that an irreplaceable item is damaged or destroyed, CUL reserves the right to secure, at Cutting’s expense, an independent appraisal of the damage or loss sustained.  Cutting will reimburse CUL in full for damage to, or fair market value of, the item.

INVOICES

Cutting will provide detailed invoices for each completed 25-hour batch within fourteen days of shipping the batch to CUL.  Invoices will break out costs for cleaning, creating the master copy, creating the service copy, metadata creation, shipping, and any additional charges.  Invoices will be sent to:


Janet Gertz


Director for Preservation


101c Butler Library


Columbia University 


535 West 114th Street


New York, NY 10027

CD LABEL FORM:  Example with a blank side

                              DITSON FUND ARCHIVE


Composer:  Berezowsky, Nicolai
Title:  Gilgamesh
    Item #:  DIT.008.06a              Side #:  1   (side 2 blank)  

     
CD Identification  #:                                                         


CD LABEL FORM:  Example with both sides on one CD


                             DITSON FUND ARCHIVE


Composer:  Berezowsky, Nicolai
Title:  Gilgamesh
    Item #:  DIT.008.05a               Side #:  1     

    Item #:  DIT.008.05b              Side #:  2  

     
CD Identification  #:                                                         


