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Administrative Metadata Worksheet* 
 
Institution Name: 
 
Scanning Technician(s): 
 
Metadata Technician(s):  
 

Resource Identifier: 
 
Physical Location: 
 
Server/Hard Drive Location: 
 

Copyright Information (if any) 

 

Do  you own the 
copyright?  

Yes ___ 
No ___ 
Don’t know ___ 

If not, who does? Unknown ___ 
Copyright owner’s name: 

Was copyright 
renewed before 1996? 

Yes ___              No ___              Don’t know ___ 

Is the item available 
for purchase? 

Yes ___              No ___ 

Additional notes or important information: 

 
 
Digital Object Information (details of the scanning process and the digital file) 

 

Scanner and scanning 
software used 
(make and model + 
software version) 

 

File name and format 
(example: sccc0001.jpg) 
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Resolution (dpi) and  
other custom settings 

 

File size (in bytes)  

Compression  

Additional notes or important information: 

 

 
 
                                                 
*
 The use of this document by your organization in connection with CDLC’s Digitization Project is 

completely optional. It is intended as an aid to communication between technicians in the digitization 
process (e.g., the scanning technician and the metadata entry person are two different people within the 
organization), and for recordkeeping/inventory purposes. The document was adapted in part from the 
Maine Memory Network Cataloging Worksheet from the Maine Memory Network project (see 
http://mainememory.net). The link to this document online was found on their contributing partners 
resources page at http://www.mainememory.net/cp_resources.shtml.  

http://mainememory.net/
http://www.mainememory.net/cp_resources.shtml

