



                                                                                        
Montana Memory Project Collection Application
Please provide all information requested below.  Incomplete applications will not be forwarded to the Executive Committee.  Approval must be received from the Executive Committee before a collection can be added to the Montana Memory Project (MMP).
There are two sections to the application: collection details and technical details.  You will see references throughout the application to the MMP Guidelines which can be accessed at:  

http://msl.mt.gov/For_Librarians/For_All_Librarians/Digitization/Montana_Memory_Project/MMPGuidelines.pdf. Please become familiar with the guidelines before completing this application.
PART A.  COLLECTION DETAILS.  Information for the MMP Executive Committee.
I. Organization and Contacts
	Organization Name
	     

	Primary Contact
	     

	      Phone Number
	     

	      Email
	     

	      Mailing Address
	     


Partner library, museum, historical society (if applicable):       
What is the role of the partner in this project?     
II. Collection Description  
1. Please tell us more about the collection.
	Collection Title
	     

	Primary Topic(s)
	     

	Geographic Location(s)
	     

	Time Period
	     

	Format and approximate number of items for each format (i.e. 50 photos, 1 book)


      
       FORMAT:



     QUANTITY:

 FORMCHECKBOX 
  Books/Bound Volumes

     
 FORMCHECKBOX 
  Correspondence


     
 FORMCHECKBOX 
  Diaries



     
 FORMCHECKBOX 
  Drawings



     
 FORMCHECKBOX 
  Historical Documents

     
 FORMCHECKBOX 
  Maps



     
 FORMCHECKBOX 
  Newspapers


     




 FORMCHECKBOX 
  Photos



     


 FORMCHECKBOX 
  Audios



     


 FORMCHECKBOX 
  Videos



     


 FORMCHECKBOX 
  Other (please describe)

     
2. Please explain why your collection is a unique and important contribution to the MMP.


     
III.  Copyright
All materials on the MMP are available for use by the public so it is important that there are no copyright or ownership concerns (see MMP Guidelines, pp. 4-5, 8-9).
1. Are the materials in the public domain? 
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2. If not, does your organization hold copyright or have unrestricted ownership for this collection? 
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3. If not, who does?  
     
4. Have these copyright holders formally given the library permission to make this collection available on the MMP? 
     
5. If you aren’t sure about copyright for this collection, please explain.  
     
IV. Adding the Collection to MMP
Preparing a collection for the MMP takes time and some special equipment.  Please provide details about your plans for adding your collection to the MMP.  This timeline will be used to schedule equipment, training, and required licensing for your project.

1. Please provide the date ranges (i.e. 1/13 – 2/13) for accomplishing each of these tasks:  

      Dates for collection preparation:       
      Dates for collection scanning/digitization:      
      Dates for creating and adding collection metadata:      
      Date collection will be added to MMP:      
2. Please explain how work on the collection will be done (i.e. by staff, volunteers, vendor).  

     
3. Montana State Library has scanning equipment available and can provide training on using the equipment.  Libraries will be asked to come to Helena to pick up the scanner kits and to attend the training. 

Do you need to borrow a scanner and laptop from MMP?    [image: image5.wmf]Yes
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Will your staff need training on scanning?                                
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PART B.   TECHNICAL DETAILS.   Information for MMP staff
I. Digitization
For collections added to the MMP, all images must meet the access file scanning specifications detailed in the MMP Guidelines (p. 14-25; Appendix D for newspaper collections, pp. 40-43 ). 
NOTE:  You are required to create a master file with all items digitized in a Tagged Image File Format (TIFF) or Joint Photographic Expert Group 2000 (JPEG2000).  The MMP will display your collection as an access JPEG file.  Portable Document Format files (PDFs) do not meet the MMP Guidelines.
1. Have any of the items in the collection already been digitized?
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2. IF YES, please provide the following information.
a. Approximate number of items digitized:        
b. Digital format(s) used:




 FORMCHECKBOX 
 JPEG



 FORMCHECKBOX 
 JPEG 2000




 FORMCHECKBOX 
 TIFF
 FORMCHECKBOX 
 PDF




 FORMCHECKBOX 
 TXT
 FORMCHECKBOX 
 MP3

 FORMCHECKBOX 
 WAV 

 FORMCHECKBOX 
 WMA

 FORMCHECKBOX 
 MP4

    


 FORMCHECKBOX 
 AVI




 FORMCHECKBOX 
 HTML




 FORMCHECKBOX 
 Other (please describe)


c. For images: 
Pixel array (i.e. 4000x4500):      
Bit resolution (i.e. 400 pixels per inch):       
Bit depth (i.e. 8-bit grayscale, 24-bit color):      

d. For audio files:


Sampling rate (i.e. 44.1 kHz):      

Bit rate (i.e. 16-bit):      

e. For video files:


Bitrate/compression rate  (i.e. 500 Kbits per second):      

Codec (i.e. h.264):      
f. On what media do you store your digital resources? 

                FORMCHECKBOX 
 CDs
  FORMCHECKBOX 
 Server


  FORMCHECKBOX 
 DVDs


  FORMCHECKBOX 
 PC hard drive


  FORMCHECKBOX 
 Other (please describe)     
NOTE:  Once your project is approved by the MMP Executive Committee, you will be asked to submit a sample digital file to verify compliance with MMP guidelines.   You may want to wait before digitizing any more items until the sample has been reviewed.

II. Metadata
Metadata is the descriptive information for digital collections.  For collections added to the MMP, all metadata must meet the best practices detailed in the MMP Guidelines (p. 26-34; Appendix D for newspaper collections, p. 44).

1. Do any of the items in the collection already contain metadata?

[image: image11.wmf]Yes



 CONTROL Forms.OptionButton.1 \s [image: image12.wmf]No


2. IF YES, please provide the following information. 

a. What % of the digitized collection contains metadata already?      
     %
b. Is the metadata on an item level or a collection level?       
  [image: image13.wmf]item
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c. What program do you currently use to store your metadata? 

 FORMCHECKBOX 
    Online catalog


 FORMCHECKBOX 
    Access Database


 FORMCHECKBOX 
    Excel


 FORMCHECKBOX 
    FilemakerPro


 FORMCHECKBOX 
    PastPerfect
 FORMCHECKBOX 
    WorldCat


 FORMCHECKBOX 
    Tab Delimited


 FORMCHECKBOX 
    Other (please describe)

d. Please provide a sample metadata record for one item in your MMP collection.  This can be attached to your application.  A sample metadata record can be found in the MMP Guidelines (p. 44).
III. Preservation             
Preservation of and long-term access to digital masters is an important goal of the MMP and is required for all collections uploaded to the MMP.  The MMP currently provides free space on OCLC’s Digital Archive (http://www.oclc.org/digitalarchive/) for preservation of and access to your digital master files.  For collection masters stored on the Digital Archive, all files must meet the digital master file scanning specifications detailed in the MMP Guidelines (p. 10-12).

1. Do you plan to store the masters for this collection on the Digital Archive?
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2. If not, please explain your long-term storage plans.
     
IV. Adding the Collection to the MMP 

The MMP will provide the CONTENTdm software (and training as needed) to add digitized collections to the MMP.  In addition, a limited number of OCR (Optical Character Recognition) licenses are available on loan to provide indexing (searching capabilities) for text collections.  The software, training and license will be scheduled after scanning has been completed.  Sample digital files will be requested for review. 

Thank you for your interest in the Montana Memory Project.   If further information is needed to consider your application, you will be contacted within two weeks.  When your project has been approved, you will be asked to become a member of the MMP and subscribe to the MMP listserv.

For application questions and assistance:     Sue Jackson, Montana State Library
                                                   

       406-444-5350 or sujackson@mt.gov


Submit your application by mail or email:     Montana Memory Project




        

      PO Box 201800




        

      Helena MT  59620-1800   




        

      sujackson@mt.gov  
For MMP Use Only 


Submitted/Approved:   





   


                                            Status:  Date Approved      
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