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Public Collection Metadata:
	Field Name
	Dublin Core mapping
	Use Field for Text, Image, or Map
	Hidden (Y/N)
	Search (Y/N)
	Authority
	Comments

	Title
	dc:title
	T,I,M
	N
	Y
	
	For text, use document title.

For images, use descriptive title.

For maps, use title printed on map, or descriptive title if no other title is available.

	Author
	dc:creator
	T,M
	N
	Y
	
	Lastname, Firstname or Corporate Name.

	Photographer
	dc:creator
	I
	N
	Y
	
	Lastname, Firstname

	Prepared for
	dc:contributor
	T
	N
	Y
	
	The government body or group commissioning or receiving the document. Use for reports, permit applications, plans, or other documents.

	Publisher
	dc:publisher
	T,M
	N
	Y
	
	Use if different from Author

	Date
	dc:date
	T,I,M
	N
	Y
	
	Publication or preparation date for Text, photograph date for Image, creation or publication date for Map.

Format as: Month Day, Year (July 3, 2011), or Month Year (July 2011)

	Season
	dc:coverage-temporal
	I
	N
	Y
	
	Select one: Winter, Spring, Summer, Fall

	Location
	dc:coverage-spatial
	I, M
	N
	Y
	
	Format as:
Institution, City, State, Country

	Notes
	dc:description
	T,I,M
	N
	Y
	
	Include notes or additional description

	Keywords 
	dc:subject
	I,M
	N
	Y
	Keyword list
	

	Species
	dc:subject
	I
	N
	Y
	
	Plant or animal species names

	LC Subjects
	dc:subject
	T
	N
	Y
	LCSH
	

	Rights information
	dc:rights
	T,I,M
	N
	N
	
	Use Creative Commons license designations where possible.*

	Source
	dc:source
	T,I,M
	Y
	Y
	
	Source of original document or photograph

	Type
	dc:type
	T,I,M
	Y
	Y
	
	Select one: Text, Image, Map

	File format
	dc:format
	T,I,M
	N
	N
	
	pdf, jpeg, other

	Digital conversion information
	dc:description
	T,I,M
	N
	N
	
	Description of digital conversion process, scanning specifications, etc.

	Batch
	dc:identifier
	I
	Y
	Y
	
	Administrative batch number assigned by project manager

	Identifier
	dc:identifier
	I,M
	N
	Y
	
	Unique item identifier

	Filename
	n/a
	I,M
	Y
	Y
	
	Identifier with file extension

	Transcript
	n/a
	T
	Y
	Y (full-text)
	
	Full text transcript



Separate multiple values with “; “
* Creative Commons licenses are available here: http://creativecommons.org/licenses/. For photographs, an Attribution-NonCommercial-ShareAlike license is recommended. [image: ]
Administrative Metadata (not included in public digital collection/CONTENTdm):
	Field Name
	Comments

	Source Identifier
	Identifier provided by source
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