@ MINNESOTA DIGITAL LIBRARY

Minnesot a Reflect ions

A digitization project of the Minnesota Digital Library
See full Call Ifor Project Proposalsat http://www.mndigital.org/news eventsnews eventshtm

We have set the following closing datesfor thisyear@projects.
Round 1 - September 28, 2007

Round 2 - January 18, 2008

Round 3 - March 28, 2008

Phase 4 - Application

Directions: Conplete Sections1, 4,5, 6,7, 8.
Complete sections2 and 3 asappropriate to your project.

This application wasdesignead to be conpleted ona computer. If you hawe problems or

guestions please contact the MDL outreach coordinator (information at end of application).
Answers need not belong, butmug bethorough.

Section | - Organizational Information

Date:

Name of Organization:

Address:

Organization®@ Web site;

Y our organization type

Contact Person/Title:

PhoneNumbe:

E-mail Address:

Organizationsparticipate in Minnesota Digital Library scanning projects in oneof two ways. In
which way are you proposng tha your organization participae in this project? (Check oné

TypeA (MDLC will digitize the collection)
TypeB (Youhave digital images to share or will digitize images for thisMDL project)

Wha types of objects are induded in this application?
|| Images Dphobgraphs pogcards art work, other



Documents Dletters, pamphlets, diaries, ledges, published and unpublshed texts

Maps

Have you conaulted with the MDL outreach coordinaor concerning this
project? Yes No

Section 2 - Image projects

1 DNumber of images:

2 bDate rangeof images:

3 DGeneaad condition of images:

4 bDescribethe phydcal aspects of thecollection. Indudeddails such asthetypetheoriginds
Dglass plate negdives, film negatives, dides, podcards drawings etc. Dand the numbe of
images for each type Also indudethesize rangefor each type of origind and the rangeof
physcal condition of theimages. (Thisinformation is necessary to hdp usassign the project
to a scanning center.)

5 bProvideinformation aboutthe content of the documents/maps the subject matter, that will
hdp the selection committee make its decision on your application. NOTE: All applicants
submitting imagesfor digitization must providethisinformation. Additiondly, projects
tha indudeimages created after December 31, 1959, mug provide a compdling reason to
digitize rather modean obijects.

Section 3 - Document and map projects

1 DNumber of doauments or mapsin project:

2 bList each doaument, set of doauments, map or set of mapsyou areindudingin this
application. Provide the date of each doaument/map or set of doauments/maps Providethe
number of pages to be scannal in each doaument/map, the size of each doaument/map, if the
doaument/map is handwritten, typed or printed, and the overall condition of each
doaument/map. If other than English, tell usthelanguayetheorigind and, if it has been
trandated into English. Tell usif thedoament has been or needsto betranscribed. (Use a
separate linebdow for each doaument/map or collection of doaumentsymaps)

3 BProvideinformation aboutthe content of theimages, the subject matter, tha will hdp the
selection committee make its decision on your application. NOTE: All applicants




submitting documents/maps for digitization must provide thisinformation.
Additiondly, projectstha indudeimages created after December 31, 1959 mug providea
compdling reason to digitize rather moden obijects.

4 DIf thedoaument(s) is handwritten, has it been transcribed? Yes No
5 blsthetranscription available in electronic form? Yes No
6 EDoes the doaument need to betrandated? Yes No
7 DDo youneed MDL finandal assistance to transcribe/trand ate the

doaument(s)? Yes No

Section 4 - The value of your project

NOTE: Thisisacritical part of the application. The selection committee looks here for
answersto their questions about why they should approveyour application.

1D Describethe value visitors to the Minnesota ReflectiongOWeb site will findin theobjectsin
your proposed project. How will your project add to or complement theitems in QMinnesota
Reflection?

2DbDescribe how your digitization project isimportant to sharing with therest of Minnesota the
history of your town, city, county or the state. How will this project hdp in your outreach
efforts?

Section 5 - Ownership

TheMinnesota Digital Library requests tha organizationspropo< digitizing only images,
doauments and mapsto which they have clear provenance. We aso ask tha you doubke check
your ownership of the objects you are seeking to contribute to the Minnesota Digital Library.

Ownership can be confusng. The MDL, in working with organizations is seeking to clarify
this aspect of digitization project planning. We seek you assistance here as you complete this
application. Below are questionswe find important to making digital collectionsavailable to the
public. Gengdlly, theanswers to these questionslead to a discussion with the MDL outreach
coordinator. Please discuss ownership with the Minnesota Digital Library outreach coordinaor
as you develop your project.

¥Aredl of theobjectsin the pubiic domain? Yes No
¥Are mog of theobjectsin the public domain? Yes No
¥Mf the objects are nat in the public domain, do you have some or all

copyright responsbility for the objects? Yes No
¥Can you give the Minnesota Digital Library Codition digital




electronic distribution rights to the objects in this proposal ? Yes| |No|[ |
Y ou may attach to this application doacumentation that demongrates tha yourinditution has the

rightto copy and distribute these objects so that you can assign electronic distributionrights to
theMDL.

Section 6 - Metadata

TheMinnesota Digital Library requires tha each contributing organization commit to
providing in atimely manne qudity descriptive metadata for each object added to Minnesota
ReflectionsOY our collection in Vlinnesota Reflectiongdonly becomes available to the public
once we combinethe metadaa with the scannad images. To bring collectionsup as soonas
possible, we strongly encourageyou to submit your metadata quickly. TheMDL mug
receive all metadata from you and your organization before we can add your collectionto the
database tha makes these objects available to thepublic. Please, talk to the Minnesota Digital
Library outreach coordinaor aboutthis aspect of the project.

Hereisthework flow we have established. The MDL scansyour objects and returnsto you
theoriginds and thedigital copies on CDs. We then send you throughe-mail an Excel
spreadsheet tha has the technical metadaa completed. Y ou then add the descriptive metadaa to
this spreadshect. Once you have completed the spreadshest, you send it to the outreach
coordinator for review. Shemay return it for corrections buttypically, she sendsit to the UofM
scanning center where it isjoined with theimage

To bring collectionsonlinein atimely manner, we ask participants to commit to completing
the metadaa within fourto six weeks of receiving from the MDL the master files of thedigitized
objects. Soone if possible. Thetime frame dependson the size and complexity of your project.
To ge asense of thework involved, please review the metadaa guiddines and the metadaa
sample spreadshects available unde the (Btandards and practicesOsection of the Minnesota
Digital Library home page (www.mndgital.org). Also conault with theMDL outreach
coordinator who will hep you plan to meet this commitment.

Please indicate bd ow the amountof time you estimate you will need to complete your
metadata. The MDL outreach coordinator will work with youto achieve this god.

2 to 4 weeks

4 to 6 weeks

6 to 8 weeks

More than 8 weeks

New for Phase 4 BWe have grant dollars available to suppot metadaa creation. We are
working with thelibrary community to hdp provide this. To qudify for these funds
organizationsmugt:

1. Havefewer than 3 full-time staff members.

2. Have limited experience with creating metadata (which is similar to but different from

library cataloging).
3. Conault with the MDL outreach coordinaor conaerning this need and these funds
4. Preference will begiven to organizationsnew to Minnesota ReflectionsO



Areyou requesting finanda suppot for the creation of metadata? Yes No
Have you conaulted with the MDL outreach coordinaor concerning
thisrequest? Yes No

Section 7 - Delivery

If youareaTypeA participant, we will need to develop a plan for trangporting your collectionto
either the Minnesota History Center in St. Paul or to the Andersen Library at the University of
Minnesota@ Twin Cities campusin Minnespolis. This plan may indudeassistance from the
MDL. We would like an indication from you in the application process concaerning when and
how you would like to handle tha ddivery. Yourddivery preferences will notinfluence our
decision on your collection but thetimeframe might. Knowing this information will hdp us
determine overall workload for your project. Please indicate bd ow your current preferences for
ddivery. Check one

My organization will arrangefor ddivery of the collection to thedigitization site.

TheMDL will need to assist in trangporting objects from my location to the digitization site.

| would like to discuss ddivery optionswith the MDL outreach coordinator.

My organization will have its collection ready for ddivery by (indudemonth
or date)

Section 8 - Permissions
To make thedigital library valuable to its users, we ask participaing organizationsto formally
accept the conditionsof participation by signing off on the statements bd ow:

| (We) have read the MDL C Policy on Digital Rights and Ownership and hereby agree to the
terms set forth in tha policy statement.

Authorized Representative: Date:

While objects in OMinnesota Reflectionare intended for non-profit, educationd use, that useis
based uponthe prindpa of individuds procuring the origind content and copyright holderG
permission to use these objects. To expedite requests to repurpo< objectsin MDL collectionsfor
educationd purposs, we, the Minnesota Digital Library Codition, ask tha contributing
ingitutionssign thefollowing:

| (We) hereby allow the use of my (our) ingitution® MDL project images for non-profit
educationd purposes such as online curriculum presentationsat the MDL Web site, classroom
presentations and other non-profit educationd uses (induding but not limited to re-purposng or
usng electronic utilities such as PowerPoint).

Authorized Representative: Date:

Section 9 - Submitting your application
As soonas your applicationis complete, send an electronic version to:




Marian Rengd, Minnesota Digital Library outreach coordinaor
mrrengd @stcloudgate.edu

Mail thesignal versionto:

Marian Rengd, Minnesota Digital Library outreach coordinaor
Miller Center 112

St. Cloud State University

720Fourth Ave. S.

St. Cloud MN 563014498

For conaultationscall:
Marian Rengd, Minnesota Digital Library outreach coordinaor
320-308-5625

Development of Minnesota ReflectionsOis supported by the Institute of Museum and Library Services, afedera
agency that fosters innovation, leadership and alifetime of learning, and State Library Services, the Minnesota state
library agency, with funding under the provisions of the Library Services and Technology Act (LSTA). MINITEX
Library Information Network, the administrative home of the MDL C, and Minnesota State Colleges and
Universities also provide funding support for the MDLC.
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