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PROGRAM RECORDINGS 
 

 Record museum events   

 Create audio master/use files  

 Transfer files to digital 
archive server (Imagestore) 

 Permissions information is 
captured by initiating 
department and transferred 
to IP coordinator 

 
 

PRODUCED  CONTENT 
 
Audio-visual  content created 
for: 

 Exhibitions/galleries 

 Podcasts 

 DMA.tv 

 DMA.mobi 
 
Files to be archived:  

 Digital files transferred from 
tape (Master and use copy) 

 Final version of produced or 
edited video, podcast, etc. 

 

PUBLIC ACCESS 
 

 CMS/TAZ (staff access only) 

 DMA.tv  

 iTunesU? 

 DMA website 
 

OFF-SITE  DIGITAL  STORAGE 
 

 Audio:  upload (ftp) use and 
master files as received 

 Video:  use and master files 
transfer via portable hard 
drive 

 

DIGITAL ASSET ARCHIVE 
IMAGESTORE Server (2.9 TB) 
 

 Media 2:  “Inbox” for audio and video files 
transferred to archives;   
-Holding area for audio use copies 

 

 Media  3: Video – use copies and audio  
 
 
 

Video tapes (mini dv)
  

  

AUDIO & VIDEO ASSET WORKFLOW 

Possible file streaming / 
 integration with CMS 

Audio files (.wav, mp3);  

 

 
To be determined: 
 

 MiniDV tape to digital 
file conversion 
 

 Access to media not in 
CMS (unedited, full-
length video files) 

 

ARCHIVES 
 

 Tape/file cataloged in Media 
inventory master document 

 Transcript created 

 Files sent to off-site storage 

 Digital assets uploaded to CMS 
and public distribution 
channels 
 
See p. 2 for full Archives 
workflow. 
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Master; Preview (.mov); mp3 

Master (.wav); Use copy (.mp3) 

Digitized 

Archives Digital Media Asset Workflow 

VIDEO FILES 
 

 
 
  

 
  

 

DIGITAL ASSET ARCHIVE 
IMAGESTORE Server (2.9 TB) 
 

 Media 2:  “Inbox” for new media;  
Audio files  

 

 Media  3: Video – preview files ; 
temp storage 

 
 
 

Physical Archives Storage 
 
 
 

Cataloged in Media Inventory  
(Document in TAZ: Media Inventory – Audio and Video) 
 

 Program Title, Date, Description, speakers/group 

 Related exhibition (if applicable) 

 Other formats (ex.  file is from video tape in Archives) 

 Location (Box # or Server) 

 Transcript available (y/n) 

 Permissions information 
 

 OFF-SITE DIGITAL STORAGE 

 Audio – master, use files 

 Video – master, preview, mp3 

Files uploaded (ftp) or shipped via 
portable hard drives 

 

TRANSCRIPTS (Tech Synergy) 
 Upload file 

 Word doc. returned and 
uploaded to the CMS (TAZ) 

TAZ / DAVID 
 Audio  - mp3 

 (incl. audio for full video programs) 

 Video clips (max size?) 

 Records created based on cataloging 
information in Media inventory 

 Transcripts linked to corresponding audio 
and video records 
 

Video/Audio Tapes 
TAPES 

AUDIO FILES 
incl. born-digital 
 

 
 
  

 
  

 

PUBLIC ACCESS (tbd) 
 DMA.tv 

 DMA website 

 iTunesU? 

mp3s 


