University of Wisconsin – Milwaukee. General Digital Collections field information
Scope 
This document specifies which DCMI Metadata terms are required, required if applicable, not required (Optional), or not to be used (Do Not Use). In addition, it describes best practice for the use of these fields including recommended input standards and controlled vocabulary recommendations for each element. 
Elements:
[bookmark: _Required]Required
[bookmark: _$_Date_(http://purl.org/dc/terms/da][bookmark: _Date_(http://purl.org/dc/terms/date]Date (http://purl.org/dc/terms/date) 
Description
A point or period of time associated with the creation, publication, or lifecycle of the resource. At minimum, a year is required, even if it is questionable.
[bookmark: _Note]Note
Although a date field is required, either Date Copyrighted and/or Date Created can be substituted if the collection requires more granularity. Do not use Date in addition to Date Copyrighted or Date Created.
	Standards
	W3CDTF or LC Extended Date Time Format
Identifier (http://purl.org/dc/terms/identifier)
Description
An unambiguous reference to the resource within a given context. The identifier should conform to some pattern within the collection, but doesn’t necessarily need to be sequential or meaningful in anyway. It merely needs to be unique to that particular item. One identifier element using the Digital ID is required.
[bookmark: _Rights_(http://purl.org/dc/terms/ri]Rights (http://purl.org/dc/terms/rights) 
	Description
A standard rights statement. UWM has a stock rights statement that should be used for all collections: [Needs to be created]
[bookmark: _Subject_(http://purl.org/dc/terms/s]Subject (http://purl.org/dc/terms/subject)
	Description
The topic of the resource. What the resource is about, or what it depicts.
	Standards
Use controlled vocabulary whenever possible. Library of Congress Subject Headings are recommended for proper nouns (person, place, or event) where applicable. Use the Thesaurus for Graphic Materials to describe an image or other content in more general terms. 
Title (http://purl.org/dc/terms/title)
Description 
Name given to the resource. Can be transcribed from the resource or, if no title on the resource exists, derived from a short description of the item. A derived title should be succinct and may contain identifying elements such as subject, coverage, or other characteristics of the resource. 
Standards
Free text. Use sentence case. For example: The importance of being earnest. Not The Importance of Being Earnest.
Type (http://purl.org/dc/terms/type)
	Description
The nature of a resource, its genre. This is not the type of material that the resource originates from (so things like, Film negative, or Slide, should not be input here). 
	Standards
DCMI Type Vocabulary is required for all material. Currently our repository only houses the following DCMI Types:
Moving Image (http://purl.org/dc/dcmitype/MovingImage)
Still Image (http://purl.org/dc/dcmitype/StillImage)
Text (http://purl.org/dc/dcmitype/Text)
Sound (http://purl.org/dc/dcmitype/Sound)
RDA Content Vocabulary is required for certain types of material in addition to DCMI Type.
[bookmark: _GoBack]cartographic image  (http://rdaregistry.info/termList/RDAContentType/1002)
notated music (http://rdaregistry.info/termList/RDAContentType/1010)
spoken word (http://rdaregistry.info/termList/RDAContentType/1013)

[bookmark: _Required_if_applicable]Required if applicable
Creator / Contributor (http://purl.org/dc/terms/creator)/(http://purl.org/dc/terms/contributor)
Description 
Creator: A person, organization, or a service that created the resource.
Contributor: A person, organization, or a service that contributed to the resource in some way other than creating it.
	Note
If using a Contributor field, a Creator field is also required. Additionally when entering data, a record can’t have a contributor without a creator.
Standards
Use controlled vocabulary whenever possible. VIAF.org can be used to find authorized forms of names or URIs, but Library of Congress names should be preferred.
When creating names follow RDA standards: Surname, Forename generally for people, but there are certain exceptions depending on nationality. If the name conflicts with a different entity in the Library of Congress Name Authority File, then the name should be differentiated using dates, occupation, or other distinguishing characteristics. Full guidelines for formatting of these can be found in RDA. 
[bookmark: _Date_Copyrighted*_(http://purl.org/]Date Copyrighted (http://purl.org/dc/terms/dateCopyrighted)
Description 
The date the work was given copyright. Copyright dates are usually found on the resource itself.
Note
See note under Date.
Standards
W3CDTF or LC Extended Date Time Format
[bookmark: _Date_Created*_(http://purl.org/dc/t]Date Created (http://purl.org/dc/terms/created)
Description 
The date the resource was created. Can sometimes be inferred from copyright, or it can be inferred from outside sources. At least a year is required when the creation date is not known. LC Extended Date Time Format provides standards for questionable dates and ranges.
Note
See note under Date.
Standards
W3CDTF or LC Extended Date Time Format
[bookmark: _Description_(http://purl.org/dc/ter]Description (http://purl.org/dc/terms/description)
Description 
A free text account of the resource. May be a table of contents, an abstract, etc.
[bookmark: _Extent_(http://purl.org/dc/terms/ex]Extent (http://purl.org/dc/terms/extent)
Description 
The size or duration of the original resource.
[bookmark: _Is_Part_Of][bookmark: _Relation*_(http://purl.org/dc/terms]Medium (http://purl.org/dc/terms/medium)
Description 
The material or physical carrier of the resource.
Standards
Use a controlled vocabulary. The Library of Congress Thesaurus for Graphic Materials is the primary vocabulary source to use for this field. http://www.loc.gov/pictures/collection/tgm/
If necessary, you may also consult the Getty’s Art & Architecture Thesaurus has a Materials Facet. RDA’s Carrier type can also be helpful for audio visual materials (you can find a list at the open metadata registry). If you can’t find an appropriate vocabulary, just make sure that you are using consistent terms within your collection.

Relation (http://purl.org/dc/terms/relation)
Description
A related resource. Generally speaking this is used to specify a series that the resource belongs to.
	Standards
Free text. Usually a specific string.

Language (http://purl.org/dc/terms/language)
Description 
The language that the resource uses. If no language material is present this is not required.
Standards
For authorized forms of languages, use the MARC 21 Code list of languages standard: http://www.loc.gov/marc/languages/language_name.html This is not an official thesaurus as it’s mainly used to specify the codes for use in MARC (which should NOT be used in this field), however it provides standard language for the terms and offers some guidance in the form of UF and USE terms.
Publisher (http://purl.org/dc/terms/publisher)
Description 
The name of the entity that was responsible for the publication of the original object. Note, this is NOT the publisher of the digital surrogate. 
Standards
Free text. Transcribe from the resource.
Rights Holder (http://purl.org/dc/terms/rightsHolder)
Description 
The name of the person or organization who owns or manages the rights to the resource. 
Standards
Free text. This does not need to be from a controlled vocabulary, or rendered to conform to RDA standards.
[bookmark: _Spatial_Coverage_(http://purl.org/d]Spatial Coverage (http://purl.org/dc/terms/spatial)
Description 
Spatial characteristics of the resource. Usually this is used to indicate where a photograph was taken or what a map represents.
Standards
Use a standard geographic thesaurus, preferably Getty Thesaurus of Geographic Names. Often times, in order to represent the hierarchy presented in the TGN, multiple Spatial Coverage fields are used.
[bookmark: _Optional]Optional
[bookmark: _Do_Not_Use]Alternative Title (http://purl.org/dc/terms/alternative)
Description 
An alternative name for the resource. Can be used when a distinction between the title proper and an alternative is necessary.
Standards
Free text. Use sentence case. For example: The importance of being earnest. Not The Importance of Being Earnest.
[bookmark: _Has_Part_(http://purl.org/dc/terms/][bookmark: _Is_Format_Of*][bookmark: _Is_Format_Of][bookmark: _Is_Version_Of*][bookmark: _Is_Version_Of]Do Not Use
Abstract (http://purl.org/dc/terms/abstract)
Alternative
	Description
Access Rights (http://purl.org/dc/terms/accessRights)
Alternative 
Rights
Accrual Method (http://purl.org/dc/terms/accrualMethod)
	Do not specify.
Accrual Periodicity (http://purl.org/dc/terms/accrualPeriodicity)
	Do not specify.
Accrual Policy (http://purl.org/dc/terms/accrualPolicy)
	Do not specify.
Audience (http://purl.org/dc/terms/audience)
	Do not specify.
Bibliographic Citation (http://purl.org/dc/terms/bibliographicCitation)
Alternative 
	Description
Conforms To (http://purl.org/dc/terms/conformsTo)
	Do not specify.
Coverage (http://purl.org/dc/terms/coverage)
	Alternative
Spatial Coverage for geographic coverage. For temporal coverage use Subject if applicable. If not applicable, Don not specify.
Date Accepted (http://purl.org/dc/terms/dateAccepted)
	Do not specify.
Date Available (http://purl.org/dc/terms/available)
Do not specify.
Date Issued (http://purl.org/dc/terms/issued)
Alternative 
Date 
Date Modified (http://purl.org/dc/terms/modified)
	Do not specify.
Date Submitted (http://purl.org/dc/terms/dateSubmitted)
	Do not specify.
Date Valid (http://purl.org/dc/terms/valid)
	Do not specify.
Education Level (http://purl.org/dc/terms/educationLevel)
	Do not specify.
Format (http://purl.org/dc/terms/format)
Alternative 
	Use either Extent or Medium
Has Format (http://purl.org/dc/terms/hasFormat)
Do not specify.
Has Part (http://purl.org/dc/terms/hasPart)
Do not specify.
Has Version (http://purl.org/dc/terms/hasVersion)
Do not specify.
Is Format Of (http://purl.org/dc/terms/isFormatOf)
Do not specify.
Is Part Of (http://purl.org/dc/terms/isPartOf)
Alternative
Relation
Is Referenced By (http://purl.org/dc/terms/isReferencedBy)
Do not specify.
Is Replaced By (http://purl.org/dc/terms/isReplacedBy)
Do not specify.
Is Required By (http://purl.org/dc/terms/isRequiredBy)
Do not specify.
Is Version Of (http://purl.org/dc/terms/isVersionOf)
Do not specify
Instructional Method (http://purl.org/dc/terms/instructionalMethod)
	Do not specify.
License (http://purl.org/dc/terms/license)
Do not specify.
Mediator (http://purl.org/dc/terms/mediator)
	Do not specify.
References (http://purl.org/dc/terms/references)
Do not specify.
Replaces (http://purl.org/dc/terms/replaces)
Do not specify.
Requires (http://purl.org/dc/terms/requires)
Do not specify.
Source (http://purl.org/dc/terms/source)
Do not specify.
Table Of Contents (http://purl.org/dc/terms/tableOfContents)
Alternative
Description.
Temporal Coverage (http://purl.org/dc/terms/temporal)
Alternative 
	Subject if applicable, otherwise Do not specify.
