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	Field Name
	Dublin Core Mapping & Field Properties
	Description

	Title
	Title: searchable, public field; required field
	The title should strive to uniquely identify the image. It will show as text beneath the thumbnail image in a search retrieval display. Consequently generic titles such as “Photograph” or “Tree” will not be helpful for users who need to make selections from the thumbnails.  Conciseness is also important, as a long title may not completely display below the thumbnail in the search display.
When possible, use the order who, what, where, when. 
Always include a date when known, even for transcribed titles.  Use the form “April 25, 1925” appended to the end of the title.  If an exact year is not known, use the form “ca. 1925.”

Brackets or quotation marks should be avoided.

	Photographer
	Creator: searchable, public field; required field


	Photographer and/or firm associated with the creation of the original image.  If image scanned was a later copy, create a note in the Notes field to this effect.  For example: “Original photo copied by Webster & Stevens.” 

Use local Authority File created from the Library of Congress Authority File and name forms established at Rainier Valley. 

Invert personal names (Lastname, Firstname).

Examples
Horst, Jay F.
Linkletter Studio

	Date
	Date: Non-searchable, public field; required field
	Date original photograph was taken.

Enter only a year; e.g., “1925.” If the date is unknown, assign an approximate date using ca.; e.g., “ca. 1925.”

Approximate dates should be used in combination with the Dates field to enable searching (see that field description for details).

Specific dates (for example, September 12, 1933) are to be noted in the Title and Notes fields (see those field descriptions for more details).

	Dates
	Date: searchable, hidden field; required field
	Used in conjunction with the Date field. This field is the searchable, staff-only component of these two fields.

When the Date is a single year, enter the same year in Dates. 

When the Date is approximate (for example, “ca. 1925”), Dates should list a range of dates five years on either side of the approximate date. The date range should be on a single line, with years separated from each other by a comma and a space; thus Date = “ca. 1925” means Dates = “1920, 1921, 1922, 1923, 1924, 1925, 1926, 1927, 1928, 1929, 1930.”  If the image is known to be from a smaller range of years (e.g., between 1921 and 1924), only those years should be entered.

	Caption
	Description: searchable, public field
	Description of the content of the image, providing background and specifics about the photo, comparable to what would appear on an exhibit label.

	Notes
	Description: searchable, public field
	Notes can include any information of importance that is not represented elsewhere. Each note should be written as a paragraph separated from contiguous Notes using a “double break” (<br><br>). 

Types of Notes used are listed below. Record Notes in the order they appear in this list:

1. Note on content of image.  This includes, for example, people depicted in the image, transcriptions of signs in the image, any history of objects or people in the image that isn’t covered in the Caption field, speculation about events or people depicted, points of interest, addresses of buildings depicted, etc. Examples:

a. The trees on the back of the stage suggest this may have been a Christmas concert.

b. The community was also known as Brighton Beach.

c. Hawthorne School is visible on the hill.

d. Sign in image reads: ____.

2. Recto information note (any data on front of image).  Note that “caption” implies something printed at the time of photo creation, while “handwritten,” etc. imply something added later.

a. Caption on/accompanying image: ___.

b. Handwritten on image: ___.

c. Photographer’s reference number: ___.

d. Imprinted on image: ___.

e. Embossed on mount: ___.

f. Handwritten on mount/border: ___.

3. Verso information note (any data on back of image):

a. Postmarked November 1, 1902 from Seattle, Wash.; one-cent stamp [for postcard].

b. Handwritten on verso: ___.

c. Stamped on verso: ___.

d. Addressed to: ___ [ for postcard].

Note: When multiple notes of one type are transcribed, use this format: “Handwritten on verso: [Note 1].<br>[Note2].<br>[Note 3].”

4. Accompanying material note:

a. Note attached to image: ___.

5. Additional information note (“Note from RVHS records: _____.”)

6. Source of caption note (“Caption taken from RVHS records.”) 

7. See Also note (“See transcribed article in "Additional Information" below for more information.”)

	Subjects
	Subject: searchable, public field
	Subject headings and corporate names representing the content of the images.  Content terms should be taken from the LC Thesaurus for Graphic Materials I: Subject Terms (LC TGM I).  Use Local Authority File based on the LC Authority File for correct forms of corporate names. 

Geographic subheadings should be applied to all content headings. 
Use a single break (<br>) to separate subject terms.

Subjects need not be created for places listed in the Places field.

Names of people depicted in the image will be included in this field.  Name forms will be taken from the Local Authority File based on the LC Authority File.  Invert personal names (Lastname, Firstname).

Examples 
Barbershops—Washington (State)—Seattle

Sick's Stadium (Seattle, Wash.)

	Places
	Coverage: searchable, public field; required field
	Name of the political and physical/spatial settings of the content of the resource, as well as any geographic features (lakes, mountains, rivers, etc.) seen in the image.

Use Local Authority File for correct forms of place names. This should be based first on  the LC Authority File and second on the Washington Localities database of the Tacoma Public Library (http://www.tpl.lib.wa.us/v2/NWROOM/WaNames.htm).

For renamed places, enter the new place name in this field.  (The title should contain the name used when the photo was taken.  For example, a 1900 photo of Columbia City would have “Columbia City” in the title but “Seattle” as the city in the Places field.  Columbia City will be entered as a neighborhood in this field.)  Place names that are considered significant but not found in the LC Name Authority file are candidates for NACO or SACO proposals. These proposals should be made in collaboration with the UW Libraries’ Metadata Implementation Group.

Form of entry for cities and states: [Country—State or Province—City]. 

Neighborhoods are entered for Seattle when known, and are taken from the LC Authority File.  The Seattle City Clerk’s Office Neighborhood Map Atlas (http://clerk.ci.seattle.wa.us/~public/nmaps/fullcity.htm) should be used as the authority for neighborhood boundaries.

Format
United States—Washington (State)—Seattle
Columbia City (Seattle, Wash.)

Washington, Lake (Wash.)

	Digital Collection
	None: searchable, public field
	Will name the database containing the digital objects.  All records will read, “Rainier Valley Historical Society Photograph Collection.”

	Accession Number
	Identifier: searchable, public field; required field
	The Accession Number is the unique identifier RVHS uses to identify the image.
Example
93.001.117

	Ordering Information
	None: not searchable, public field
	Instructions for ordering and information about permissions to use the image.  All records will read, “To order a copy of this photograph, please email Rvhsoffice@aol.com and mention the Accession Number.”

	Repository
	Source: non-searchable, public field; required field
	The institution where the item is physically located.  All records will read, “Rainier Valley Historical Society, Seattle.”

	Repository Collection
	Source: searchable, public field; required field
	This field contains the collection name (when applicable).

Examples
Hall-Summers Collection
Eskenazi Collection

	Object Type
	Type:  searchable, hidden field; required field
	Enables cross-searching with UW collections.  This field will always contain the term UW would use to describe the object:  for example, “photograph” or “negative.”

	Physical Description
	Type: searchable, public field; required field
	Describes the physical manifestation of the scanned object. 

Examples
1 photographic print mounted on cardboard: b&w; 8 x 10 in.; scratched
1 negative: color; 4 x 5 in.

	Type
	Type: searchable, public field; required field
	Enables cross-database searching to be limited to images, text, etc.  This field will always read “Image.”

	Digital Reproduction Information
	Format: non-searchable, public field
	Describes the digital conversion process and the scanned resource.  

Example:
Scanned as a 3000 pixel TIFF image in 24-bit RGB color [or 8-bit grayscale], resized to 640 [or 600]  pixels in the longest dimension and compressed into JPEG format using Photoshop 6.0 and its JPEG quality measurement 3.

	Additional Information
	Description: non-searchable, public field
	Articles and other explanatory information that are too long to go into the Caption field will be transcribed here.

	Administrative Notes
	None: searchable, hidden field
	Staff notes can be entered here. 

	Publication and Exhibit History
	None: searchable, hidden field
	Lists any publications or exhibits in which the photo has appeared.  RVHS staff will enter this information.

	CD Number
	None: non-searchable, hidden field
	Lists the CD on which the TIFF file is located.

	Image File Name
	None: searchable, hidden field
	File name with “.tif” extension of the image that was imported into CONTENTdm 


Band beneath image:

Property of Rainier Valley Historical Society, Seattle WA [no period]  


Color [of band]: &hFFFFFF [white] [i.e., FFFFFF]

Height of band in pixels: 30

Font: Verdana

Font style: Regular

Size: 8 [point]

Effects: [none]

Color: Black [check sample]

Script: Western

Resize font if the message is too large to fit on band: [yes, check this box]
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