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Imaging Guidelines 
 
The standards listed below are the Florida State University Digital Library Center’s (DLC) minimum 
imaging recommendations for each object type, however it is understood that exceptions will often 
occur. It is sometimes necessary to exceed these minimum imaging guidelines. Use informed 
judgment to allow the best possible presentation of the image to the user. 

Depending on the material being digitized, intended use of the images, equipment limitations, and 
other factors, it is sometimes impossible to meet these minimum imaging recommendations. In 
such cases, digitize the objects using the method that will produce the highest quality image under 
the limiting circumstances. Keep in mind that certain items should not be digitized on equipment 
that might cause additional damage. 

If you have a unique item not covered in these guidelines, speak with the studio manager or 
consult the imaging guidelines from similar institutions. Several resources were utilized to create 
the DLC’s Imaging Guidelines and have been listed at the end of this document. 
 

Digital Imaging Terms 
 
Image Resolution (PPI or DPI) 
Resolution is often referred to as dots per inch or DPI. This term is appropriate when describing 
printer resolution. In common usage, the terms PPI and DPI are used interchangeably; however, 
since image files are composed of pixels, PPI is a more accurate term for digital images and has 
been used in this document. 

Materials are generally not scanned at a fixed resolution but instead at a fixed number of pixels 
across the longest side of the image. The appropriate resolution is determined by dividing the 
desired number of pixels (e.g. 4000) by the number of inches of the long side of the object (e.g. 
10" for an 8x10 photo). 

Using the example above: 4000 pixels / 10 inches = 400 pixels per inch 

In this case an 8x10" print is scanned at a resolution of 400PPI to create an image with 4000 pixels 
on the long edge. 
 



Pixel Dimensions  
The horizontal and vertical measurements of an image expressed in pixels. The pixel dimensions 
of an image can be determined by multiplying both the width and the height by the PPI.  

Example: an 8" x 10" document scanned at 300 PPI has the pixel dimensions of 2,400 pixels by 
3,000 pixels. 
 
Color Depth 
The color depth (or bit depth) of an image refers to the number of colors or shades of grey that can 
be represented by a pixel. At high color depths more data is available to help create accurate 
images. Digitizing images at a 48-bit color depth (or 16-bit grayscale) can provide more versatility 
in color and tone corrections but with much larger file sizes. Since storage is limited, the DLC 
creates color images at 24-bit RGB and black & white images at 8-bit grayscale unless otherwise 
stated.  
 

Digital Imaging Specifications 
Because there are far too many formats and document characteristics for comprehensive 
discussion in these guidelines, the tables below provide scanning recommendations for the most 
typical document types and photographic formats found in most cultural institutions. 
 

Textual documents, graphic artwork, maps, plans and oversized material 

Format Recommended Image Parameters 

Clean, high-contrast documents with 
printed type and without significant 
markings, handwriting or colors.  
 
Mostly refers to clearly typescripts or 
similar material 

8-bit grayscale mode - 300 PPI for documents with smallest significant 
character of 1.0 mm or larger 
 
NOTE: Regardless of approach used, adjust scan resolution to produce a 
minimum pixel measurement across the long dimension of 3,000 lines for 
8-bit files 

Documents with poor legibility, 
handwritten annotations or other 
markings.  
Maps, plans and other oversized material 
are also  included in this category. 

24-bit RGB mode - 400 PPI for documents with smallest significant 
character of 1.0 mm or larger  
 
NOTE: Regardless of approach used, adjust scan resolution to produce a 
minimum pixel measurement across the long dimension of 4,000 lines for 
24-bit files 

The spatial dimensions of all images should be sized at 100% of the original object:  
For example, an 8” x 10” object scanned at 400 PPI should be 3200 x 4000 pixels.  

 



Notes about textual objects, artwork, maps and oversized material 
● Textual documents with clearly printed type and no significant markings or colors can be 

scanned as 8-bit grayscale images. This will reduce the file sizes of the images and will not 
discard any important information. 

● When digitizing translucent documents such as carbon-copies, thin papers, or papyri, place an 
opaque white background behind the object to increase readability. The same technique can be 
used on two-sided documents to prevent ink from showing through the paper 

● Maps are diverse, and flexibility should be given when selecting a resolution. It is common that 
smaller maps have smaller details, but large maps can often have tiny elements. Digitizing 
large maps at high resolutions may create exceptionally large files that are difficult to handle 
without benefit unless the details are also small.  

● Maps with large details may be adequately digitized at 400 PPI, though maps with very small 
details may require 600 PPI resolution or higher. Large file sizes may be worth the extra detail 
clarity for some items. 

● Images should be sized and saved at 1:1 scale to the dimensions of the original page. For 
example, the scale on a map may make sense only if the reader knows the physical dimensions 
of the original 
 

Photography: Film and Negatives 

Format Recommended Image Parameters 

Format range:  
35mm negatives and 
positive slide film up to 
medium format negatives 
Size range: 
1.5 x  1 in. to 4 x 5 in. 

Pixel Array: 
3000 pixels across long dimension of image area, excluding mounts and borders  
Resolution: 
Scan resolution to be calculated from actual image dimensions - approx. 2400 PPI for 
35mm originals 
Dimensions: 
Sized to match original object 
Bit Depth: 
24-bit RGB mode for color and monochrome 
Desaturate black & white negatives after scanning in color mode 

Format range:  
Medium format negatives 
and larger 
Size range: 
4 x 5 in. and larger 

Pixel Array: 
4000 pixels across long dimension of image area, excluding mounts and borders  
Resolution: 
Scan resolution to be calculated from actual image dimensions - approx. 400 PPI for 
8”x10” originals 
Dimensions: 
Sized to match original object 
Bit Depth: 
24-bit RGB mode for color and monochrome 
Desaturate black & white negatives after scanning in color mode 



 

Photographic Prints 

Recommended Image Parameters 

Pixel Array: 
4000 pixels across long dimension of image area, excluding mounts and borders  
Resolution: 
Scan resolution to be calculated from actual image dimensions – approx. 400 PPI for 8”x10” originals and ranging up 
to the appropriate resolution to produce the desired size file from smaller originals, approx. 570 PPI for 5”x7” and 800 
PPI for 4”x5” or 3.5”x5” originals 
Dimensions: 
Sized to match original object 
Bit Depth: 
24-bit RGB mode for color and monochrome 
Desaturate black & white negatives after scanning in color mode 

Please note that some photographs, especially oversized prints, may need to be digitized at higher resolutions 

 

Aerial Photography: Film and Negatives 

Recommended Image Parameters 

Pixel Array: 
6000 pixels across long dimension of image area, excluding mounts and borders  
Resolution: 
Scan resolution to be calculated from actual image dimensions – approx. 2700 PPI for 70mm originals and ranging 
down to the appropriate resolution to produce the desired size file from larger originals 
Dimensions: 
Sized to match original object 
Bit Depth: 
24-bit RGB mode for color and monochrome 
Desaturate black & white negatives after scanning in color mode 

Please note that some aerial film and negatives may need to be digitized at higher resolutions to capture the 
smallest details 

 

 

 

 

 

 

 



Aerial Photography: Prints 

Recommended Image Parameters 

Pixel Array: 
6000 pixels across long dimension of image area, excluding mounts and borders  
Resolution: 
Scan resolution to be calculated from actual image dimensions – approx. 600 PPI for originals approx. 8”x10” and 
ranging up to the appropriate resolution to produce the desired size file from smaller originals, approx. 800 PPI for 
5”x7” and 1200 PPI for 4”x5” originals 
Dimensions: 
Sized to match original object 
Bit Depth: 
24-bit RGB mode for color and monochrome 
Desaturate black & white negatives after scanning in color mode 

Please note that some aerial prints may need to be digitized at higher resolutions to capture the smallest details 

 

Notes about Photographic Film and Prints 
● Scans are to be scaled to 100% of their source document dimensions. In all cases, 

reproduction to original size is ideal. For photographic prints, size measurements for 
determining appropriate resolution are based on the size of the image area only, excluding 
any borders, frames, or mounts. However, in order to show that the entire record has been 
captured, it is good practice to capture the border area in the master scan file. 

● The recommended scanning specifications for photographs support the capture of an 
appropriate level of detail from the format, and, in general, support the reproduction, at a 
minimum, of a high-quality 8”x10” print of the photograph. 

● Some scanners are not good at inverting the data from negative film. It is sometimes 
recommended to scan the image as a positive and then through Photoshop or another 
professional software, invert the image to produce the final image. 

● If black-and-white negatives are stained or discolored, it is recommended to make color 
RGB scans of the negatives and using the channel which minimizes the appearance of the 
staining/discoloration when viewed as a positive. The image can then be converted to a 
grayscale image. 

● Always wear archival gloves when handling photographic film or prints. Even clean hands 
and fingers can leave smears or fingerprints on the surfaces of reflective objects. The 
same applies for framed objects and other objects enclosed in glass. 

● Aerial photographs have a lot of fine detail, often require a high degree of enlargement, and 
may require a higher degree of precision regarding the dimensional accuracy of the scans 
(compared to textual documents or other types of photographs)  



 

Objects and Artifacts 

Recommended Image Parameters 

Pixel Array: 
3000 pixels across long dimension of image area.  
These parameters will vary depending on the objects being photographed and the equipment being used. 
 
10 to 16 megapixel 24-bit RGB mode image 
 
If scanning photographic copies of objects and artifacts, see recommended requirements in the appropriate photo 
charts above. 

 
Notes about Objects and Artifacts 

● Aperture, shutter speed, ISO, lighting and other factors will all need to be adjusted more 
than usual to create the best quality imaged due to the high number of variables associated 
with digitizing 3-dimensional objects. 

● Use neutral-color fabric, foam core or other surfaces, when digitizing objects and artifacts 
to obscure any distracting background elements.  

● Capture as much of the object as possible within the sensor when photographing objects 
and artifacts to gain the highest quality images. 

 
 
Resources 
NARA Digitization Guidelines 

http://www.archives.gov/preservation/technical/guidelines.pdf 

FADGI Digitization Guidelines 

http://www.digitizationguidelines.gov/guidelines/FADGI_Still_Image_Tech_Guidelines_201509

02_v4.pdf 

Proposed Digital Imaging Standards and Best Practices  Indiana Memory and LSTA Digitization 

Projects  

http://www.in.gov/library/files/dig_imgst.pdf 
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