
 
 

ADDING QUALITY CONTROL TO 
DIGITIZATION PROJECTS  

 
 
This worksheet is a step-by-step guide to adding a quality control process into your 
digitization projects.Follow the steps in the worksheet, to have a better understanding of 
quality control, and to be able to insert quality control into multiple stages of your digital 
workflows.  
 
For more information about quality control, digital preservation, and digitization, view 
related items connected to this resource on the Sustainable Heritage Network in the 
“Digital Preservation” and “Digitization Planning”categories. 

● Quality Control Checklists for Digitization Projects: Template 
 
INTRODUCTION TO QUALITY CONTROL 
 
Quality control (QC) is a process used to verify the quality, accuracy, and consistency of 
digital projects. A regular systematic QC process allows you to check for files that do 
not meet the standards of your project plan, and identify any problems. Once identified 
you can adjust your workflow as needed to avoid errors. Without QC, you may miss 
small mistakes, and have to re-digitize your entire collection. Going back to digitize a 
second time can be costly, time intensive, and may be dangerous for fragile materials. 
Keep in mind that QC should be conducted throughout all phases of the digital 
conversion process to ensure the materials are digitized properly. 
 

DEFINE THE QUALITY CONTROL PROCESS  
 
1. Identify Who Is Responsible for QC 

● In most workflows, QC is performed in a two-step process, for example:  
○ Step 1) The person digitizing the physical originals performs an initial 

quality check.  
○ Step 2) A different individual performs a second review in a separate 

process.  
● A second review is key as a second pair of eyes (or ears) is likely to catch errors 
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unnoticed by the first reviewer.  
● Consider who is available and qualified to do QC for different types of projects 

and stages. This will add to work tasks, but will improve the product of digitization 
projects.  

● If a vendor is conducting the digitization, define how many QC checks and your 
QC expectations through the vendor agreement. 

 
2. Determine QC Criteria 

● Determine the technical specifications to use for your digital files to ensure their 
quality is preserved long term. You will need to compare each digital file against 
these standards and specifications.  

○ Some examples of technical specifications for image files might be: 
resolution, image mode, sample and bit rate, and file format.  

● Set QC criteria about metadata, and ensure  that QC in included for the metadata 
stage of your digitization projects.  

○ Consider descriptive, technical, administrative, and other types of 
metadata.  

○ Check for entry errors like spelling or formatting, and if it is being 
consistently documented according to the plan that you specified. 

● Clearly define the specific defects that you find unacceptable in a digital file. For 
example:  

○ An audio file that is inaudible. 
○ An audio file that has been saved in an incorrect file format. 
○ An image that is too dark to make out. 
○ An image that has been scanned with a thumb visible on the corner. 
○ A metadata entry that is made up of information for the wrong file. 

● If a problem comes up more than once, it is important to identify its cause so it 
can be fixed before it impacts the entire project. Some areas a problem may 
occur include: 

○ A problem with the original physical media. 
○ A problem with the equipment used to digitize, convert, or store files. 
○ A problem with the software used to digitize, process, or edit files.  
○ A problem with the design of your workflow. 
○ Or commonly, a problem with the execution of the workflow, or user error. 

 
3. Define How Much QC to Perform  

● Define how much QC to perform at the outset of the project and follow through 
the entirety of the project. 

● Decide how much QC to perform based on type of collection, criteria of project, 
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or size of collection. 
○ Depending on your project, you may want to inspect 100% of the files (for 

a small or extremely important collection) or 10% of the files randomly (for 
a large collection with similar files).  

○ A plan to inspect 10% is a good minimum to set, and can be increased 
based on project needs.  

 
4. Establish How Often QC Occurs 

● Establish a consistent schedule for each phase of the QC process, and plan 
ways to keep on track. 

○ Think about what will work best for the goals and timeline of the project. 
You will need to balance staff time and the needs of the project. 

○ Whether it happens at the end of the week or month, or during transfer to 
an archival server, the QC steps should happen the same way each time, 
on a regular schedule. 

 

BUILD QC INTO YOUR WORKFLOW 
 
After you have determined who is going to perform QC, what you are going to check for, 
and how often you are going to check, then decide how to fit the QC routine into 
digitization workflows. 
 
1. Review the Goals of the Project 

● Define the goals of the project. The QC criteria will ultimately depend on them. 
For example:  

○ If the goal is to create a faithful reproduction of the original, the digital files 
should look/sound as close as possible to the original material.  

○ If the goal is to create lower quality access copies only, then you may 
have different criteria like: small file size and ease of access.  

○ Make sure the QC criteria and process supports the goal of the project.  
● If needed, develop different criteria for master, access, and derivative copies as 

preservation and presentation might require different characteristics. 
 
2. Control the QC Environment 

● Ensure that you are performing QC in a suitable environment.  
○ If you have an environment that is not suitable for checking files, even a 

high-quality image, audio file, or video file may come across as 
unsatisfactory.  

○ Factors that may affect the viewing or listening environment include:  
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■ For images: viewing conditions, monitor calibration, and color 
management.  

■ For audio, factors may include the headphones, speakers, or 
soundcard that the listener is using. 

 
3. Develop a Consistent Approach 

● Develop consistent procedures for scheduling when QC occurs, the amount of 
files that are checked, and how files are measured against the criteria you have 
established.  

● Clearly define and document baseline characteristics for "acceptable" and 
"unacceptable" digital products. This will help measure quality and judge whether 
the products of digitization are satisfactory. 

○ Part of this is defined by the technical specifications and metadata plans 
for your project.  

● Save examples of acceptable and unacceptable files. This is especially important 
when there are multiple phases of QC, to ensure accuracy across stages and 
between personel.  

 
4. Document QC Workflow and Results of QC 

● Document QC in all stages of your workflow, and in overall policies.  
● For establishing consistency across projects, create a policy, manual, or other 

documentation that define the importance of QC and the QC process.  
○ Include the QC process, the reporting process when an issue is found, 

and the procedures for actions needed to fix an issue with a file and with 
the overall workflow of a project.  

● Document the results of the QC process and maintain this information throughout 
the entire digitization conversion process.  

○ This detailed information should be noted in a QC document 
(spreadsheet, list, form, etc.) and can also be included in a digitization 
tracking spreadsheet. This information should be saved alongside the 
collection.  
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