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Capital District Library Council

Metadata Style Guide*
CDLC Digitization Project

The purpose of this style guide is to assist organizations participating inthe CDLC
Digitization Project (CDLC DP) as they create metadata for their digital objects. Italso
serves to ensure consistency across the various collections in the digitization project

The metadata elements are based on the Dublin Core Metadata Initiative (DCMI) . For
more information on the DCMI Element Set, visit:
http://  www.dublincore.org/documents/dces/

CDLC Digitization Project Elements: Mandatory? Page

Number:
Title Always 2
Creator If Available 3
Date.Original If Available 5
Contributors No 6
Publisher.Original If Available 8
Description Always 9
Subject .LCSH Always 11
Subject. TGM Always 11
Personal Name If Available 13
Corporate Name If Available 14
Location If Available 15
CDLC DP Topic Always 16
Language No 20
Coverage No 21
Format.Original Always 22
Type Always 24
Relation No 25
Source No 27
Resource ldentifier Always 28
Publisher.Digital Always 30
Date.Digital Always 31
Format.Digital Always 32
Digital Collection Always 33
Holding Institution Always 34
Contact Information Always 35
Rights Always 36
Technical Data No 37
Transcript No 39

*_S_pecial recognition for this document goes to Southeastern New York Library Resources
Council and their Hudson River Valley Heritage project (check it out at
http://www.hrvh.org for an idea of a project well d one).
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1.

Title

CDLC DP Label: Title

Maps to Dublin Core: Title

Definition: The name given to the resource.

Comment: Typically, Title will be a name by which the resource is
formally known.

Mandatory: Always

Searchable: Yes

An item must have aunique title.

The title is a brief, descriptive phrase. The title may be transcribed from the resource itself
(book title, photograph caption, artist's title, object name, etc.). Frequently the items won't
have titles, and the cataloger will have to supply the title. It is recommended that supplied

titles not be enclosed in brackets.

Title should be specific. For example if there are four items with the title “Correspondence:
Boston” additional information is needed to make the title unique.

When possible, omit initial articles at the beginning of a title (The, An, A, etc.).
Capitalize only the first word of the title and proper names.

If the item has a caption, but the cataloger supplies a different title, the caption may be
included in the Description field ("Caption on original reads: .")

Example: Comment:
Approval Order signed by Colonel Morgan Lewis Letter

Grant of John Baker 1468-1470 Parchment
Delaware and Hudson Railroad Train Photograph
Bi-Centennial Special Excursion Ticket Ticket
Western Gateway 1937 from West Postcard
Halfmoon Tax Collector's Notice, Halfmoon, NY, Broadside
1928

Correspondence: Boston, August1913 - weather Letter
Correspondence: Boston, September 1913 - building | Letter
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2. Creator

CDLC DP Label: Creator

Maps to Dublin Core: Creator

Definition: An entity primarily responsible for making the content
of the original resource.

Comment: Examples of Creator include a person, an organization,
or a service; an author, artist, photographer, composer,
etc.

Mandatory: Yes, if available

Searchable: Yes

¥ If creator(s) is/are known list here. If creator(s) is/are unknown leave the field blank.

¥ Separate multiple creators with a semicolon and one space.

¥ Consult the Library of Congress Authority File (LCAF) for the correct form of personal and
corporate names: http://authorities.loc.gov (help page available at:
http://authorities.loc.gov/help/name-auth.htm )

¥ Consult the Union List of Artist Names (ULAN-Getty) for the correct form of artists' names:
http://www.getty.edu/research/tools/vocabulary/ulan

¥ If there is no entry in the LCAF or ULAN-Getty, consult AACR2 and DACS guidelines.
Enter personal names in inverted form: Last Name, First Name, Middle Name or initial
(include birth and death dates if known). Do not use honorifics, titles, or nicknames unless it
is necessary to disambiguate (e.g., the first name of the person is unknown). Alternate forms
of names (such as “Buddy” Jones; Reverend Murrell; Dr. Reed) may be used in the
Description field but not as the authoritative version. Enter corporate names in full direct
form. In the case of hierarchy, list the organizational components from the largest to the
smallest, separated by periods.

¥ If the creator and the publisher of the original resource are the same, repeat the creator's
name in the Publisher.Original field.

Example: Comment:
Ellsworth, Elmer E., Colonel, 1837-1861 Full form of name known
McGinn, Donald J. Dates not known
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Example: Comment:

Long, Fred Middle name and dates not
known

Sister Mary Anne Title added because
surname not known

Jones, Mary Anne, CSJ Surname and religious order
known

Rensselaer County Agricultural Society Organization

United States. Army. Infantry Division, 27th Organization with hierarchy

A Capital District Library Council (CDLC) and CDLC DC Metadata Committee Working Document, supported in part by Federal Library
Services and Technology Act funds, awarded to the New York State Library by the Federal Institute of Museum and Library Services, and by
New York State’s Regional Bibliographic Databases Program: Title: Metadata Style Guide. Updated March 2010.



CDLC DIGITIZATION PROJECT PAGE 5 OF 40

3. Date of Original

CDLC DP Label: Date.Original

Maps to Dublin Core: Date-Created

Definition: The creation date of the original resource

Comment: Typically, Date.Original will be associated with the
creation or availability of the original resource.

Mandatory: Yes, if available

Searchable: Yes

¥ Add date of original according to the examples below if the actual date is known or an
approximate date range can be authoritatively obtained. If the date is not known or if a
general idea of the original date can be guessed at, then leave blank. If the date range is
guessed at than note this range in the Description field along with any evidence from the
item that may suggest this range. If there is a date range or approximate date range than a
description of the evidence for the date range can also be noted in the Description field.

¥ Recommended best practice for encoding the date value is defined in a profile of ISO 8601 (
W3CDTF*) and includes (among others) date of the form YYYY -MM -DD

*W3CDTF = World Wide Web Consortium Date Time Format.
http://www.w3.org/TR/NOTE-datetime

Example: Comment:
1917-09-15 Exact date known: September 15, 1917
1900-05 Month and year known: May, 1900
1921 Year known
19347 Approximate or circa date
1907-1915 Date range
Description Field — “Design of divided back
without border suggests the date range.”
18707-1875? Approximate date range
[blank] Date unknown
Description Field — “.....”
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4.

Contributor s

CDLC DP Label: Contributor s

Maps to Dublin Core: Contributors

Definition: An entity responsible for making contributions to the
content of the original resource

Comment: Examples of Contributor include a person, an
organization, or a service; editor, illustrator, translator.

Mandatory: No

Searchable: Yes

May add information if known, otherwise leave blank.
A contributor is any person(s) or organization(s) that made a significant contribution to the

intellectual content of the original resource, but whose contribution is secondary to that of the
creator.

Include the role of the ontributor in parentheses after the name

Separate multiple contributors with a semicolon and one space.

Consult the Library of Congress Authority File (LCAF) for correct form of personal and
corporate names: http://authorities.loc.gov (help page available at:
http://authorities.loc.gov/help/name-auth.htm)

Consult the Union List of Artist Names (ULAN-Getty) for correct form of artists' names:
http://www.getty.edu/research/tools/vocabulary/ulan.

If there is no entry in the LCAF or ULAN-Getty, consult AACR2 and DACS guidelines.
Enter personal names in inverted form: Last Name, First Name, Middle Name or initial
(include birth and death dates if known). Do not use honorifics, titles, or nicknames unless it
is necessary to disambiguate (e.g., the first name of the person is unknown). Alternate forms
of names (such as “Buddy” Jones; Reverend Murrell; Dr. Reed) may be used in the
Description field but not as the authoritative version. Enter corporate names in full direct
form. In the case of hierarchy, list the organizational components from the largest to the
smallest, separated by periods.

Example: Comment:
Bonaventure, Saint, Cardinal, 1217-1274 Writer
(Writer)
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Example: Comment:
Lacy, Bob (Graphic Designer) Graphic Designer
Lewis, Schell (Draftsman) Draftsman

Child, William (Printer) Printer

Santiago, Victor (Translator) Translator

A Capital District Library Council (CDLC) and CDLC DC Metadata Committee Working Document, supported in part by Federal Library
Services and Technology Act funds, awarded to the New York State Library by the Federal Institute of Museum and Library Services, and by
New York State’s Regional Bibliographic Databases Program: Title: Metadata Style Guide. Updated March 2010.



CDLC DIGITIZATION PROJECT PAGE 8 OF 40

5. Publisher of Original

CDLC DP Label: Publisher.Original

Maps to Dublin Core: Source

Definition: An entity responsible for making the original resource
available

Comment Examples of Publisher include a person, an
organization, or a service

Mandatory: Yes, if available

Searchable: Yes

¥ If the original item was published and the publisher is known, list here. If the publisher is
unknown leave the field blank.

¥ If the publisher of the original resource and the creator are the same, repeat the name in the
Creator field.

Example: Comment:

The American Press Publisher of original broadside
C. W. Hughes & Co., Inc. Publisher of original postcard
Capital District Library Council Publisher of original newsletter
Guilderland Historical Society Publisher of original booklet
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6.

¥

Description

CDLC DP Label: Description

Maps to Dublin Core: Description

Definition: An account of the content of the resource

Comment: Examples of Description include, but are not limited to:
an abstract, table of contents, reference to a graphical
representation of content or a free-text account of the
content.

Mandatory: Always

Searchable: Yes

The Description field will typically be used for a free-text account of the intellectual content
of the original item. It can be taken from the original resource or created by the cataloger.
Captions or inscriptions that are not used in the Title field may be included in the
Description field. ("Caption on original reads: .")

You may want to include keywords in your text that users will likely search on that may not
be indexed in a Subject field or included in other fields. For example a photograph of
trolleys would have "street railroads" in the subject field if you are using Thesaurus for
Graphical Materials (TGM). The more common word, "trolleys" could be included in the
Description (and/or the Title).

The Description field should include information such that a user will be able to “see” the
object via screen reader software. For example: Is this a view of the Hudson River? Was the
photograph taken from the future site of a bridge? Does the building no longer exist? Is it an
aerial view?

Example: Comment:

View of Fort Plain, the Erie Canal, and the Mohawk Slide
River mid 1800's. Pictured are bridges spanning the
Erie Canal from present day Canal and State Streets.
Canal boats are show navigating the canal. To the far
left of the picture, a covered bridge spans the Mohawk
River connecting Fort Plain to Nelliston, NY.

Linen (cotton) material with two grommets at one end | Linen Flag
and fringe lining the other end of the flag. The front of
the flag has a blue circle with a star on the top right
side with dates 1837 - 1937 in blue on the top center.
The middle center of the flag has the writing Col. E.E.
Ellsworth, Centennial and Mechanicville, NY in blue.
A thick red stripe with two thin red stripes on either
side is above the word Centennial. A thick blue strip
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stripe with two thin blue stripes on either side is below
the word Centennial. Below the phrase Mechanicville,
NY and to the left in red is May 20-21-22.

Example: Comment:

Hyman Rosenblum (1911-02-14 - 1996-01-25)was Portrait photograph
one of the founders of HVCC and was instrumental in
persuading Rensselaer county officials that a
community college was in the best interest of
residents and worth their tax dollars. He became
secretary to the college's board of directors when it
was Hudson Valley Technical Institute. He is credited
with the proposal to rename the growing institution as
Hudson Valley Community College. Mr. Rosenblum
was a local pioneer in radio broadcasting and the
emerging television field. In 1946, he formed the
Hudson Valley Broadcasting Corporation which later
became the radio station WROW (the R is for
Rosenblum) and established WTEN-TV before selling
it to Capital Cities Communications. The Hy
Rosenblum Administration Center was dedicated in
1984.

Manuscript leaf from a Koran from Persia; written in | Manuscript
Arabic (Kufic?); 14 lines per page with sentence
rosettes (?) in gold with red centers and five small
blue dots around the outside; black writing; text area
framed by ruled border in gold, green red and blue;
marginal geometric design in blue gold, red and
yellow with floral motif. Text from Koran, chapter 7,
vss. 2-23, "The Battlements." Iran is the contemporary
name for Persia, where this leaf was created.

Edited photo showing Albert Einstein and Charles Photograph
Steinmetz standing together. The photograph was
originally taken on 23 April 1921 during a
demonstration of the Radio Corporation of America's
(RCA's) experimental trans-oceanic communication
station at New Brunswick, NJ to a group of
distinguished scientists. The photograph originally
included a group of 19 scientists. The scientists were
all removed except for Einstein and Steinmetz for this
image. The fencing behind Einstein was recreated by a
photographer. Steinmetz died in 1923, so this
photograph was created after his death.
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7. Subject .LCSH and Subject. TGM

CDLC DP Label: SubjectSourceOfTerm

Maps to Dublin Core: Subject

Definition: A topic of the content of the resource.

Comment: Typically, Subject will be expressed as keywords, key

phrases or classification codes that describe what the
resource is about or what it is.

Mandatory: Always

Searchable: Yes

¥ Best practice for subject terms is to select terms from a controlled vocabulary. Employing
terminology from a controlled vocabulary ensures consistency and can improve the quality of
search results.

¥ The Subject.LCSH uses a shortened version of the Library of Congress Subject Headings
(LCSH) as its controlled vocabulary. For more information on LCSH visit Authority files
available at: http://authorities.loc.gov
(help page available at: http://authorities.loc.gov/help/name-auth.htm)

¥ The Subject. TGM uses the Thesaurus for Graphic Materials (TGM), from the Library of
Congress, as its controlled vocabulary. The TGM is very useful for assigning both topical
and form/genre subject terms to visual materials. For best results in selecting a term and for
more information consult the TGM at: http://www.loc.gov/rr/print/tgm1/toc.html.

¥ Personal, corporate, and geographic subject headings should be recorded in their assigned
fields (Personal Name(page ), Corporate Name(page ), and Location (page )
respectively).

¥ There is no recommended limit on the number of subject terms assigned. Include as many as
are necessary to characterize the item.

¥ Separate terms within one field with a semicolon and one space.

¥ If'there is a term that will aid users in finding the resource, but is not included in the
vocabulary source, you may include it in the Description field or in the Title field.

¥ Use subject terms that describe what an object is as well as what it is about.
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Label: Example:

Subject. LCSH Advertisers

Subject. LCSH Librarians -- New York (State) -- Albany
Subject. LCSH World War, 1939-1945

Subject. TGM Schools

Subject. TGM Program

Subject. TGM Uniforms

Subject. TGM Broadsides
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8. Personal Name

CDLC DP Label: Personal Name

Maps to Dublin Core: Subject

Definition: Name of person who is the subject of a work.

Comment: Person depicted in a photograph, work of art, or as the
subject of a document, manuscript, or book

Mandatory: Yes, if available

Searchable: Yes

¥ If personal name(s) is/are known list here. If personal name(s) is/are unknown or not
applicable leave the field blank.

¥ Enter a personal name when the resource is of or about a person (e.g. photograph of a
person).

¥ The person who created the resource should be entered in the Creator field, not in the
Personal Namefield.

¥ Consult the Library of Congress Authority File (LCAF) for correct form of personal names:
http://authorities.loc.gov/
(help page available at: http://authorities.loc.gov/help/name-auth.htm)

If there is no entry in the LCAF or ULAN-Getty, consult AACR2 and DACS guidelines.
Enter personal names in inverted form: Last Name, First Name, Middle Name or initial

(include birth and death dates if known). Do not use honorifics, titles, or nicknames unless it
is necessary to disambiguate (e.g., the first name of the person is unknown). Alternate forms

of names (such as “Buddy” Jones; Reverend Murrell; Dr. Reed) may be used in the
Description field but not as the authoritative version.

Example: Comment:

Ellsworth, Elmer E., Colonel, 1837-1861 Personal name as subject of a
newspaper article

Heyne, John Personal name as subject of a
Charter

Ball, Eliphalet Personal name as subject of a
photograph
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9. Corporate Name

CDLC DP Label: Corporate Name

Maps to Dublin Core: Subject

Definition: Name of an organization that is the subject of a work

Comment: Organization depicted in a photograph, work of art, or
as the subject of a document, manuscript, or book

Mandatory: Yes, if available

Searchable: Yes

¥ If corporate name(s) is/are known list here. If corporate name(s) is/are unknown or not
applicable leave the field blank.

¥ Enter a corporate name when the item is of or about an organization.

¥ The organization that created the resource should be entered in the Creator field, and not in
the Corporate Namefield.

¥ Consult the Library of Congress Authority File (LCAF) for correct form of corporate names:
http://authorities.loc.gov
(help page available at: http://authorities.loc.gov/help/name-auth.htm)

¥ If there is no entry in the LCAF, enter corporate names in full direct form. In the case of
hierarchy, list the organizational components from the largest to the smallest, separated by

periods.

Example: Comment:
Henry Hudson Planetarium Corporate name as subject of a
letter

United States. Army. Signal Company, 27th | Corporate name (with hierarchy) as
subject of a yearbook

Crandall Public Library Corporate name as subject of a
photograph
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10. Location
CDLC DP Label: Location
Maps to Dublin Core: Subject
Definition: Geographic location as a subject of the work
Comment: Location depicted in a photograph, work of art, or as the
subject of a document, manuscript, or book
Mandatory: Yes, if available
Searchable: Yes

¥ [Ifalocation is known list here. If the location is unknown or not applicable leave the field

blank.

¥ Enter a geographic name when an item is of or about a geographic location.

¥ Enter the village/town/city name, the county name, and then the state name for locations in

the United States.

¥ Enter the village/town/city name followed by the country name for locations outside of the

United States.

¥ Recommended best practice is to select place names from a controlled vocabulary, for
example the Thesaurus of Geographic Names (TGN):
http://www.getty.edu/research/conducting_research/vocabularies/tgn/.

Example:

Comment:

Schenectady - Schenectady County - New
York

Location as subject of a postcard

Schoharie County - New York

Location as subject of Family Bible
(no town)

Burnt Hills — Town of Ballston — Saratoga
County — New York

Location as subject of a pamphlet

Paris — France

Location as subject of a postcard
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11. CDLC DP Topic

CDLC DP Label: CDLC DP Topic

Maps to Dublin Core: | Subject

Definition: Broad topic categories

Comment: Broad topic categories will facilitate browsing in CDLC DP
and provide users with an overview of the content of the
site.

Mandatory: Always

Searchable Yes

¥ Select and assign between one and three terms from this list for each item in your
collection.

¥ Select the most relevant and appropriate topic(s) that is/are depicted, described, or
documented.

¥ Separate multiple topics with a semicolon and one space.

= CDLC DP Topics:

¥ Architecture — Items pertaining to architectural structures and styles including
written works by architects.

Examples include images of architectural structures (houses, buildings, bridges,
etc.); items depicting or documenting the design/construction of architectural
structures (including plans); notes or articles written by architects.

¥ Agriculture — Items pertaining to farming and agricultural activities, facilities,
tools, equipment, and people.

Examples of these items include farm letters, diaries, ledgers, or photographs;
advertisements for equipment, seed, or fertilizer; photographs of farmers and their
livestock at fairs.

¥ Arts & Entertainment — Items pertaining to the artistic endeavors of authors,
painters, sculptors and musicians and the influence of people and events on popular
culture.

Examples include actual works of literature, art or music (books, plays, paintings,
sculptures, musical sound recordings, sheet music); items about performance or
exhibit (e.g. programs); comic books, games, and toys; musical instruments; movie
posters.
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¥ Business & Industry — Photographs, correspondence, records, and documents
related to a business or industry. Examples include artifacts or tools used during
production; advertisements for companies and products; items related to auctions;
documents relating to the incorporation of a business.

¥ Community & Events — Items of or about everyday experiences in a community,
community organizations, celebrations, parades (photographs, documents),
newspapers, or other community events.

Examples are event photographs (e.g. of parades), brochures, announcements;
county fairs; newspapers.

¥ Dalily Life BItems associated with the everyday experiences of people emphasizing
their home and family life.

Examples are items related to the home, family, or household duties or chores
(cookery, gardening, children playing, life around the house); family portraits;
correspondence between family members; artifacts, tools, household items,
clothing, and recipes; holidays; personal papers (ledgers, deeds); images of
children at play.

¥ Education — Items pertaining to general and higher education.

Examples include class photographs, images of teachers and students working,
school sports teams, physical structures; documents (e.g. commencement
announcements); educators’ or students’ diaries; documents relating to the
founding of a school or college.

¥ Environment & Nature — Materials related to the natural world including
environmental and conservation issues and images depicting nature scenes.

Examples include documents related to environmental history, human impact on
the environment, and conservation; landscape or scenic postcards; images of
gardens and landscaped grounds; images or documents relating to the effects of
natural disasters (e.g. lightening, ice storms).

¥ Geography & Maps Blncludes maps and atlases; travel guide books; travelogue;
bird’s eye images of towns and cities.

¥ Military — Items about military activities, facilities and people (wars, parades,
soldiers, training, medals, uniforms, documents, flags, weapons).

Examples include photographs of soldiers; letters to soldiers or from home front;
broadsides or patriotic posters.

¥ People— Material portraying individuals, significant information about individuals
and their lives, or groups of people.
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Examples are group or individual portraits; images of groups of people engaging in
activities, diaries, oral history interviews; images of children; obituaries; wills;
family records (e.g. genealogical information).

¥ Politics & Government — Materials of or about government, politics and
citizenship. This type of material includes information on or about government
officials, meetings, activities, and documents (all levels of government, including
local government).

Examples include political records or artifacts; council minutes and legislation;
images of government buildings; writings of influential politicians; party meeting
memorabilia; images of governors, politicians, and presidents; campaign
paraphernalia and images; civil rights, civil obeisance and government change.

¥ Race & Ethnicity — Items about people of different races/ethnicities, documented
or identified as such (remember to assign a subject heading for the specific ethnic
group in a Subject field).

Examples include photographs, field notes, and artifacts from archaeological
excavations pertaining to a group such as Native Americans; documents relating to
the Underground Railroad and runaway slave advertisements; images of art objects
identified with a particular ethnic group; naturalization records; images or
documents relating to items/artifacts brought here by immigrants; ethic community
newspapers.

¥ Recreation— Items about people’s recreational activities including sports, parks,
picnics, and family outings.

Examples include trading cards; uniforms and sports equipment; athlete’s journals;
team photographs; brochures/announcements for recreational activities; images or
documents relating to camps.

¥ Religion — Items about religious ceremonies and services.

Examples include photographs of churches, priests, congregations, cemeteries;
church records and other documents; missionary’s letters or diaries; artifacts from
religious communities; religious holidays.

¥ Science & Technology- Items related to "the systematic observation and testing
of natural phenomena" and branches of this activity such as chemistry, physics, or
biology. Technology relates to "applied science to achieve practical objectives"
such as computers, communications, medicine, machines, electricity and other
inventions. Include here: astronomy, paleontology, physics, and space, and
communications.
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Examples include materials related to inventions and their impact; images or
personal papers/personal objects of noted scientists/inventors; research notes;
records of professional or academic groups; correspondence regarding scientific
endeavors.

¥ Transportation — Items about various modes of transportation (automobiles,
railroads, ships, horses, trolleys, horse/buggy) and materials related to building
highways, airports, bridges, and shipyards.

Examples include catalogs of trains, cars or buggies; images of the various modes
of transportation; tickets for train/airplane rides; train stations.

¥ Work & Labor — People engaged in activities at work, documents, and artifacts.

Examples include union records or photographs of workers; minutes of boards of
trustees; charters for organizations providing services (e.g. libraries).
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12. Language

CDLC DP Label: Language

Maps to Dublin Core: Language

Definition: The language of the intellectual content of the resource.

Comment: Identifies the language in which a text is written or the
spoken language of an audio or video.

Mandatory: No

Searchable: No

¥ May add information if appropriate, otherwise leave blank.

¥ Recommended best practice is to assign a three-letter language code from ISO 639.2
(http://www.loc.gov/standards/is0639-2/php/code_list.php).

¥ A resource may include multiple languages. If more than one is entered, separate each
language code with a semicolon and one space.

¥ The full word identifying the language of a resource may also be included in the
Description.

Example: Comment:

lat Latin

ita Italian

spa Spanish

eng; fre; ger English, French, and German
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CDLC DP Labels: Coverage

Maps to Dublin Core: Coverage-Spatial or Coverage-Temporal

Definition: The extent or scope of the content of the resource.

Comment Typically, Coverage will include spatial location (a
place name or geographic coordinates), temporal period
(a period label, date, or date range) or jurisdiction (such
as a named administrative entity).

Mandatory: No
Recommended only for use in describing maps and
cartographic materials or when place and time period
are not adequately expressed in other fields.

Searchable: Yes

¥ May add information if appropriate, otherwise leave blank.

¥ Qualifiers include :

Spatial - refers to the location covered by the content of the resource and may include place
names and/or longitude and latitude. NOTE: The Location field is preferred for place names.
Temporal - refers to the time period covered by the content of the resource. Do not typethe

qualifiers in the metadata field (unlike in the Relation metadata field).

Example:

Comment:

4240N7345W

Spatial.

The latitude and longitude for Albany, NY
located on a map.

American Revolution; 1775-1783 | Temporal.

The time period when the Approval Order
signed by Colonel Morgan Lewis in the Albany
Institute of History and Art Collection was
written (actual date 1776-08-22).
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CDLC DP Label: Format.Original

Maps to Dublin Core: Source

Definition: Describes the physical manifestation of the original
resource.

Comment: Provides users with a better understanding of the size
and characteristics of the physical item.

Mandatory: Always

Searchable: No

¥ Best practice is to develop a spreadsheet or database to be used by the scanning technician to
record information such as the Format of Original, Resource Identifier, and location of

digitized object at the time of digitization.

¥ It is not required that you use terms from a standard controlled vocabulary for this field.
Format means different things to different people (form, genre, medium, process, function).

The important thing is to use terms consistently.

¥ Recommended: include the physical dimensions, size, or length of the original resource
(height x width, height x width x depth, number of pages, length of audio/video, file format,

etc).

It is recommended that dimensions be recorded as both inches and centimeters. There are
several free conversion tools available on the web. Here is the URL to one:
http://www.onlineconversion.com/length _common.htm. Terms from controlled vocabularies,

such as TGMII (http://www.loc.gov/rr/print/tgm2/ ) and “Genre Terms for Cultural Heritage

Materials” (American Memory from the Library of Congress:

http://memory.loc.gov/ammem/techdocs/genre.html) can also be used.

¥ Terms describing the physical nature of the original item may also be included in the Title
and/or Description field (diary, letter, photograph, medal, chair, hat, etc).

¥ Format types for Born-digital files can be found at http://www.iana.org/assignments/media-

types/
Example: Comment:
Photograph; albumen; b&w; 4 x 2 1/2 in.(10 x 6 Photograph
cm.)
postcard; col.; 3 x 5in. (7.7 x 12.7 cm.) Postcard
unbound serial; 12 p.; 8.25 x 5.25 in. (21 x 13.5 Bulletin

cm.)
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Example: Comment:

ink, pencil, paint and gilt on paper, mounted in Framed calligraphic souvenir

circular wooden frame; 7 1/16 in. (17.9 cm.) in

diameter

metal/grosgrain ribbon; 1.5 x 1.5 in. (4 x 4 cm.) French Croix de Guerre (World
War I Medal)

sound cassette; 20 min. Cassette tape

bound text; 45 p.; parchment; 6 1/4 x 3 3/4 in. (16 x | Diary

93/4 cm.)

Original Digital photograph; JPEG; Born-digital Photograph

3.66 MB (3072x2304 pixels)
(NOTE: put type of camera used in
Technical Data metadata field)

Examples of TGM form/genre terms. See TGM site for ....
Photographs Correspondence

¥ Abstract (used for letters) Paintings
photographs ¥ Abstract paintings

¥ Aerial photographs | Postcards ¥ Landscape paintings

¥ Ambrotypes ¥ Photographic ¥ Portrait paintings

¥ Architectural postcards
photographs Mixed media

¥ Daguerreotypes Fliers ¥ Montages

¥ Digital photographs ¥ Circulars ¥ Collages

¥ Fashion photographs ¥ Handbills

¥  Film stills Drawings

¥ Identification Broadsides ¥ engineering
photographs Leaflets ¥ architecture

¥ Landscape Pamphlets
photographs Video recording

¥ Memorial Books ¥ VHS
photographs ¥ Almanacs ¥ DVD

¥ Negatives ¥ Registries ¥ MP4

¥ Night photographs ¥ Telephone

¥ Panoramic directories Sound recording
photographs ¥ Records — 33s, 45s,

¥ Publicity Maps 78s etc
photographs ¥ Plats ¥ Magnetic tapes —

¥ Snapshots ¥ Topographic maps reel to reel,

¥ Still life cassettes, 8 track
photographs Periodicals tapes

¥ Newspapers ¥ Digital — mp3, wav,
¥ Magazines aiff etc.
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CDLC DP Label: Resource Type

Maps to Dublin Core: Type

Definition: The nature or genre of the content of the original
source.

Comment: Type includes terms describing general categories,
functions, genres, or aggregation levels for content. To
describe the physical or digital manifestation of the
resource, use the Format elements.

Mandatory: Always

Searchable: Yes

¥ Recommended best practice is to select terms from the DCMI Type Vocabulary:

http://dublincore.org/documents/dcmi-type-vocabulary/. A list of the most commonly used

terms is included below.

¥ More than one term may be assigned to a resource, when appropriate. Separate each term
with a semicolon and one space. For example, if you are describing a resource that includes

both text and illustrations, enter "Text; Still Image". If you are describing a video that
includes audio, you may enter "Moving Image; Sound."

¥ Reserve the term "Physical Object” when describing 3-D objects/artifacts in your collection.

"Physical Object" should not be used for photographs or postcards in your collection.

Example: Comment:

Image Drawings, paintings, maps

Still Image Photographs, postcards

Text Books, letters, diaries, manuscripts

Moving Image

Videos, movies

Sound

Audio, cassette, phonograph record

Physical Object

Museum artifacts and other 3-D
objects
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16. Relation

CDLC DP Label: Relation

Maps to Dublin Core: Relation

Definition: A reference to a related resource.

Comment: Recommended best practice is to reference the resource

by means of a string or number conforming to a formal
identification system.

Mandatory: No

Searchable: No

If you enter a URL beginning with “http://” it will be
“clickable.”

¥ May add information if appropriate, otherwise leave blank.

¥ Relationis used to show a relationship with another resource. Relationships may be
expressed reciprocally or in one direction only.

¥ A URL from the described resource to the related resource may be used if both resources are
part of the digital collection (use “reference URL” provided by CONTENTdm).

¥ Textual information about the related resource may be included.

¥ Qualifiers include (but are not limited to):
IsPartOf — described resource is a physical or logical part of another resource.
HasPart — described resource includes the reference resource either physically or logically.
IsReferencedy — described resource is referenced by another resource
References- described resource references another resource.
IsVersionOf— described resource is a version, edition, or adaptation of another resource.
Change is to content, not format.
HasVersion— described resource has another version, edition, or adaptation.
Requires— described resource requires another resource for functionality or delivery.

¥ isit: http://dublincore.org/documents/usageguide/elements.shtml#relation for more
information about the Relation field and its qualifiers
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Example: Comment:

IsPartOf Randall, Ruth Painte. Colonel Label: Relation-Is Part Of
Elmer E. Ellsworth.1960, unnumbered plate.
The described resource is one page
of a multi-page resource.
IsVersionof Einstein and Steinmetz with Label: IsVersionOf

group

The described resource is version
of another photograph in the
collection.

Reference http://www.CDLC Label: Relation-References
DP.org/u?/occc,29

The described resource is a letter
that references a photograph
(digital version of photograph is
also part of the collection). This
URL provides access to the
digitized photograph from the
metadata record describing the
letter.

IsReferencedBy http://www.CDLC Label: Relation-Is Referenced By.
DP.org/u?/occc,28

The described resource is a
photograph that is discussed in a
letter (digital version of letter is
also part of the collection). This
URL provides access to the letter
from the metadata record
describing the photograph.
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17. Source

CDLC DP Label: Source

Maps to Dublin Core: Source

Definition: A reference to a resource from which the uploaded item
is derived from.

Comment The uploaded item may be derived from the Source
resource in whole or in part.

Mandatory: No

Searchable: No

¥ May add information if appropriate, otherwise leave blank.
¥ Textual information about the source resource may be included.

¥ Source may be used to record the name of the collection from which the original resource is
derived. It may also be used to record any information that will aid in locating the physical
resource at the holding institution (call number, accession number, box and folder numbers,
etc.).

Example: Comment:

The College of Saint Rose - Archives and The described resource is one item

Special Collections - Photograph Collection | from this collection.

Howard I. Becker Collection The described resource is one item
from this collection.

Ellsworth Collection, drawer 1.2 The described resource is one item
from this collection.

Saltsman Collection, Box 1 The described resource is one item
from this collection.
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18 . Resource Identifier

CDLC DP Label: Resource Identifier

Maps to Dublin Core: Identifier

Definition: An unambiguous reference to the resource within a
given context.

Comment Recommended best practice is to identify the resource

by means of a unique numeric or alpha-numeric
character string.

Mandatory: Always

Searchable: Yes

¥ Itis a best practice in CONTENTdm to create an identifier code for all record associated with
an object in CONTENTdm. The Resourceldentifier is used for this.

¥ In creating a digital collection it is important keep information on the location of the original
objects used to create the digital collection, the scanned images (archival and JPEG), the
transcript files, and any metadata collected and/or created. The Resource ldentifieris used
to link this information together, usually in a spread sheet.

¥ Guidelines, recommended but not required, for creating a Resource |dentifierin
CONTENTdm, are:

Use 8 or fewer characters;

Use only alpha-numerical characters;

Do not use spaces in the identifier; and

Use leading zero. If the identifier includes numbers use zero as a placeholder. For
example a collection of Erie Canal photographs with 200 items could be numbered:
erie001.tif, erie002.tif,....erie023.tif,....erie125.tif, etc (NOT eriel.tif, erie2.tif,
..,erie23 tif, etc).

O O O O

¥ Local naming conventions are acceptable (e.g. accession numbers).

¥ Also, guidelines on file naming conventions for digital collections can be found at:
http://www.jiscdigitalmedia.ac.uk/crossmedia/advice/choosing-a-file-name/ or
http://ucblibraries.colorado.edu/systems/digitalinitiatives/docs/filenameguidelines.pdf
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Example:

Comment:

CPS295, ....., CPS343

Charles Steinmetz Photograph
Collection, The Steinmetz Digital
Collection of Schenectady

118588, ..., 119886

GE Photograph Collection, The
Steinmetz Digital Collection of
Schenectady

0015, ..., 0018

Capital District Library Council

01058001, ...., 08075001

The College of Saint Rose

Bib001, ...,

Bib129

Middleburgh Library

Family Bible Records,

0001ell, ...,

0010ell

Ellsworth Collection,

Library

Mechanicville District Public

Example of a spread sheet with Resource Identifier field used for tracking:

A B c D E F G H I X AA AF AG AH
source Physical Server/ Hard Drive Folder Name File Name Title Creator Date of Original Format of Resource Date of Technical Data  Transcript File
ntifier Location Location Original Identifier Digital

Photo file in Joe's llka's computer CDLC-images 0002.jpg Darel King Photograph; 70002 2008-04-21 Jpeg made from
office C:\Documents and colored; 4 x 6 in. archival TIFF -
Settings\imorse\My Epson Perfection
Aeimantaith: A1700 Nhata
15 Wall of the back  llka's computer - CDLC-images 0015.jpg Absolute charter 1971-09-24 0015 Jpeg made from  The University of
entrance room at C:\Documents and of the Capital archival TIFF - the State of New
cDLC Settings\imorse\My District Library Epson Perfection York Education
Documents\My Council for V700 Photo Department.
Pictures\CDLC-images Reference and scanner Absolute Charter
Research Capital District
Resources Library Council
for Reference
and Research
Resources. This
instrument
003 postcard folder  Dave's compouter Looking West 1_Front.jpg Front ps003
toward
Downtown
Albany, NY -
postcard
003 postcard folder  Dave's compouter Looking West 2_Back.jpg Back ps003
toward
Downtown
Albany, NY -
postcard
5} Account Office  llka's computer 0011_CDLC- 0011-pg1.jpg; |Second Annual 1968-12-14 text; 8.5 x11in. 0011 2009-09-24  Jpeg made from
file C:\Documents and minutes-1968 0011-pg2.jpg; |meeting minutes archival TIFF -
Settings\imorse\My 0011-pg3.jpg, |of the Capital Epson Perfection
Documents\My 0011-pg1.txt; |District Library V700 Photo
Pictures\CDLC-images 0011-pg2.txt; [Council, scanner
0011-pg3.txt |December 14,
1968
07 Back room llka's computer Sounds of front material, 3| Sounds of book; 9x 11 in Jpeg made from
bookshelf C:\Documents and Sunhine sections, 1 sub{Sunshine archival TIFF -
Settings\imorse\ly section (22 Epson Perfection
Documents\My image and 19 V700 Photo
Pictures\CDLC-imaces text files) scanner
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CDLC DP Label: Publisher.Digital

Maps to Dublin Core: Publisher

Definition: An entity responsible for making the digital resource
available

Comment: Examples of Publisher include a person, an organization,
or a service

Mandatory: Always

Searchable No

¥ Use this field to record the name of the organization responsible for digitizing the resource.
In many cases this will be the same as the Holding Institution , so the organization's name
should be entered into both the Publisher.Digital and Holding Institution fields.

¥ If the organization responsible for uploading the resource is different from the organization
that houses the original resource then the organization that digitized the item gets recorded
in the Publisher.Digital field and the organization that houses the original resource gets
recorded in the Holding Institution field.

Examples for the two fields:

Comment:

Publisher.Digital:
Schenectady County Community
College

Holding Institution:
Schenectady County Community
College

Holding Institution and Publisher.Digital
are the same.

Publisher.Digital:
Bethlehem Public Library

Holding Institution:
Bethlehem Historical Association

Bethlehem Public Library responsible for
digital imaging and metadata creation.

Item housed at Bethlehem Historical
Association.

Publisher.Digital:
Galway Public Library

Holding Institution:
Private Collection

Galway Public Library responsible for digital
imaging and metadata creation.

Item in a private collection.
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20. Date of Digital

CDLC DP Label: Date.Digital

Maps to Dublin Core: | Date-Issued

Definition: The creation date of the digitized resource

Comment: Typically, Date.Digital will be associated with the creation
date of the master/archival image (usually a TIFF).

Mandatory: Always

Searchable No

¥ Recommended best practice for encoding the date value is defined in a profile of ISO 8601
(W3CDTF#*) and includes (among others) dates of the form YYYY -MM -DD

*W3CDTF = World Wide Web Consortium Date Time Format
http://www.w3.org/TR/NOTE-datetime

Example: Comment:

2004-07-01 Exact date known: July 1, 2004
2000-04 Month and year known: April, 2000
2001 Year known
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21 . Format of Digital

CDLC DP Label: Format.Digital

Maps to Dublin Core: | Format

Definition: Digital format of the object

Comment: The media type, followed by the file type.
Mandatory: Always

Searchable Yes

¥ Recommended best practice is to select a value from the list of Internet Media Types
[MIME: http://www.iana.org/assignments/media-types/].

Example: Comment:

image/jpeg Visual file in JPEG format
image/gif Visual file in GIF format
image/tiff Visual file in TIFF format
video/mpeg Video file in MPEG format
audio/mp3 Sound file in MP3 format
application/pdf File in PDF format
video/x-ms-wmv Video file in WMV format
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22 . Digital Collection

CDLC DP Label: Digital Collection

Maps to Dublin Core: | Relation-Is Part Of

Definition: Name of the digital collection contributed to CDLC DP.
Comment: May be different than the name of physical collection.
Mandatory: Always

Searchable Yes

¥ This field allows your CDLC DP digital collections to be indexed separately.

¥  Creating a controlled vocabulary for the names of your digital collections is
recommended to ensure consistency in data entry.

Example: Comment:

Town of Clifton Park History Names of two digital collections contributed

Collection, Images of America to CDLC DP by Clifton Park-Halfmoon
Public Library.

Howard I. Becker Collection
Clinton Liberal Institute Names of two digital collections contributed
to CDLC DP by Fort Plain Free Library

Erie Canal
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23 . Holding Institution

CDLC DP Label: Holding Institution

Maps to Dublin Core: | Source

Definition: Institution where item is physically located
Comment: Include title of the institution

Mandatory: Always

Searchable Yes

¥ Institution names should be entered the exact same way in every record. It is recommended
that you create a controlled vocabulary or use the template in CONTENTdm for the name
of the institution to ensure consistency in data entry.

Example: Comment:

New York State Military Museum Organization

Crandall Public Library Center for Organization
Folklife, History & Cultural
Programs

The College of Saint Rose. Archives | Organization and department
and Special Collections
Private Collection Item from a private collection, where the
owner does not want their name included in
the metadata.
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24 . Contact Information

CDLC DP Label: Contact Information

Maps to Dublin Core: | None

Definition: Contact information for the holding institution

Comment: May include a mailing address, an email address, a phone
number, and/or a URL to organizations website

Mandatory: Always

Searchable No

¥ HTML line-break tags <br> may be used so that each unit of data appears on a separate
line when displayed on the web. If <br> tags are not used, data will appear as a continuous

string.
Example: Comment:
Albany Institute of History & Art <br>125 Contact information for Albany
Washington Ave., Albany, Institute of History & Art
NY<br>12210<br>(518) 463-4478
<br>library(@albanyinstitute.org Information will display as follows:

<br>www.albanyinstitute.org
Albany Institute of History & Art
125 Washington Ave., Albany, NY
12210

(518) 463-4478
library(@albanyinstitute.org
www.albanyinstitute.org

PO Box 67, Burnt Hills, NY 12027 Post Office box for the Town of
Ballston Historian's Office

Information will display as follows:

PO Box 67, Burnt Hills, NY 12027
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CDLC DP Label: Rights

Maps to Dublin Core: | Rights

Definition: Information about rights held in and over the resource.

Comment: Typically, Rights will contain a rights management
statement for the resource, or reference a service providing
such information. Rights information often encompasses
Intellectual Property Rights (IPR), Copyright, and various
Property Rights. If the Rights element is absent, no
assumptions may be made about any rights held in or over
the resource.

Mandatory: Always

Searchable No

This field may contain a link to a rights statement located on an organization’s website or

it may be entered directly into the record in CDLC DP.

Rights statement may include how your organization wants to be cited.

Example:

Comment:

This digital image may be used for educational uses,
as long as it is not altered in any way. Please cite as
Town of Clifton Park History Collection. Prior
written permission is required for any other use of
the images of the Clifton Park-Halfmoon Public
Library.

Rights statement entered into
record.

Please cite as: Hudson Valley Community College
Archive Collections. For usage beyond Fair Use,
please contact holding institution.

Rights statement entered into
record.

http://www.anyuniversitylibrary.org/copyright.htm

Link to organization’s
website for rights statement.

Items selected from the Roosevelt Library
collections for posting on the HRVH website are in
the public domain. Please credit the Franklin D.
Roosevelt Presidential Library and Museum."

Object in the Public Domain
and the organization
requesting they be credited
for their work.
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26. Technical Data

CDLC DP Label: Technical Data

Maps to Dublin Core: | None

Definition: Information about the digitization of a resource.
Comment: Information about the hardware, software, and processes

used to digitize a resource is important for the long term
maintenance of a digital object.

Mandatory: No

Searchable No

¥ Highly recommended but leave blank if unknown.

¥ A spreadsheet or database may be used by the scanning technician to record this
information at the time of digitization. Tab-delimited text, exported from a spreadsheet or
database, may be imported into CONTENTdm.

¥ It is recommended that the following information be recorded about the master image: file
format, capture hardware, capture software, bit-depth, resolution, color space, file size (in
bytes), dimensions, compression, CheckSum value.

¥ Addition technical information may include the name of a digitization vendor, scanning
technician, and/or cataloger. It may also include information about any enhancements
(color correction, contrast adjustment, etc.) made to the web/access imagigough
keeping enhancements to an absolute minimum are encouraged foDLC DPOs
Digitization Project.

¥ The template in CONTENTdm may be used to automatically capture the following
information about the access/web image (JPEG, GIF): color space, file size, height, width,
and CheckSum value. Separate fields need to be created for each data element in order for
CONTENTdm to capture that data.

¥ Organizations may decide to enter technical data in one field or multiple fields. If tab-
delimited text is being imported, it may be imported into one field or multiple fields.

Example: Comment:
Jpeg from Archival TIFF - MicroTek 9800XL; Technical data stored in one
Adobe Photoshop Elements 2.0; 400 dpi; 24 bit field.

color; RGB; 33,005,540 bytes: 3600 x 2812 pixels;
no compression

Adobe Photoshop’s Auto Contrast and Auto Color This is an enhancement
applied to image added to the original image.
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Example: Comment:

Jpeg made from archival TIFF - Epson Perfection Technical data stored in one

V700 Photo scanner field

Born-Digital Camera Model: Canon Powershot SD Object used to create a Born

800 IS. Archival TIFF made from primary JPEG. Digital item and the file
format.

Archival TIFF Images: Format: 300dpi, 8-bit Adobe | Vendor used to create
RGB (1998); Professional Photography by Hudson archival TIFF.
Microimaging; Scanner: Phase One - P45; Operator:
Rich Rugenstein ; 18,479,096 bytes; 2933x2100
pixels
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27. Transcript

CDLC DP Label: Transcript

Maps to Dublin Core: | Description

Definition: Transcript of text, audio, or video resource

Comment: Transcripts allow for full-text searching of text or voice
resources

Mandatory: No

Searchable Yes

¥ Highly recommended for any text documents, otherwise leave blank.

¥ Please remember that your items are images and the text cannot be searched without a
transcript or subject terms used in the metadata.

¥ Set the "Data Type" to "Full-Text Search" and set the field size to "Large" using the Field
Properties section of the CONTENTdm administrative interface.

¥ Transcript files should be saved as TEXT (*.txt) files.

¥ CONTENTdm does not support any formatting of the text files (centered, italicized text,
etc), however HTML line-break tags <br> may be used to separate headings, paragraphs,
or other sections of text.

¥ CONTENTdm will prompt you to browse for your .txt files when you are importing multi-
page documents if you select "Import transcript files from a directory" during the import
process.

¥ There are several options for including transcripts for single-page documents:

¥ Type the transcript directly into the Transcript field.

¥ Copy and paste the transcript from another application (MS Word, Notepad, etc.)
into the Transcript field.

¥ Edit the Template Creator in the Acquisition Station to identify the “data type” for
the Transcript field as “directory import.” You will be prompted to browse for the
transcript file.
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Resources

All links current as of March 2010

Introduction to Metadata: Pathways to Digital Information (V 2.1)

By Tony Gill, Anne Gilliland-Swetland, and Murtha Baca; Published by the Getty Research
Institute
http://www.getty.edu/research/conducting_research/standards/intrometadata/index.html

Dublin Core Metadata Initiative
http://dublincore.org/

Collaborative Digitization Project (Colorado/Western States) Dublin Core Metadata Best
Practices
http://www.bcr.org/dps/cdp/best/dublin-core-bp.pdf
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