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How do you develop workflows?
Methods for developing born-digital accessioning and processing workflows that are:
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1. Based on best practices

2. Suited to your local context

3. Well-documented
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Rare books, archives, and manuscripts;

~85 TB of born-digital content

Digital Library Development Center

Digital system design, development, and 

maintenance
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project management plan

Three-Year Master Plan

• Guiding principles

• Work breakdown structure

Asana dashboard

• Tracks tasks (to 

do, in progress, 

on hold, 

complete, 

canceled)
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Governance Document

• Roles and 

responsibilities 

across the 

organization

• Resources 

required to 

maintain, stabilize, 

and grow
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Learn from the past

• Review existing documentation

• Interview colleagues with 

institutional memory 

Learn from others

• Read and watch freely available digital 

curation resources

• Ask colleagues at other institutions if 

they will share
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archivist
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Paramount Pictures

Pre-ingest preparation

• Appraisal

• Deed of Gift
Ingest

• Safely transfer to 

secure server

Accession + Process

• Arrangement

• Description

• Restriction review

• Migration

• AIP and DIP
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best practices
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Describing 
Workflows
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Guide to Documenting Born-Digital Workflows
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Representing 
Workflows Visually
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Assessing Workflows

17

NDSA Levels of Digital Preservation Matrix Simple Property-Oriented Threat model for Risk 

Assessment (SPOT)



The Grail Diary Manual
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GitHub Wiki
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theory to practice
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the workflow’s



Lessons Learned

“Remember what the 
Grail Tablet said.”

Learn from others.

Tap into community.

Do not reinvent the wheel.

“But in the Latin 
alphabet, ‘Jehovah’ 
begins with an ‘I.’”

Get comfortable with 

iteration.

“He chose…poorly.”

Choose tools that are 

appropriate for your needs 

and resources.
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Lessons Learned

“Indiana, let it go.”
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Don’t let perfection get 

in the way. “Good 

enough” is okay.
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Ashley Gosselar
ashleylocke@uchicago.edu

Emily Schartz
ejschartz@uchicago.edu
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Resources list

http://bit.ly/40OQAf4 

http://bit.ly/40OQAf4
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