Data Elements: Definitions, Usage Statements and Examples


ARC ID
2
Box Number
2
Collection Name
2
Color Format
3
Completion Type
3
Content Note
4
Contributor
4
Control Number
5
Creator
5
Date
6
Description
6
Event
7
Filename
7
Folder Title
7
General Records Type 
8
Keywords (1-5)
8
Language
9
Location (Place)
9
Media Type 
9
MIME Type
10
Parent ARC ID
10
President
10
Reference Unit
11
Rights Object
11
Rights Status
12
Role
12
Running Time, Minutes
13
Running Time, Seconds
13
Series
14
Title
14
Total Number of Pages
15
ARC ID
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	ARC ID
	N
	Y
	
	N
	N


	Definition:
	

	Usage Note:
	

	ARC Note:
	

	Example 1:
	

	Example 2:
	


Box Number
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	Box Number
	N
	N
	Y
	N
	N


	Definition:
	Number of box where original archival material resides.


	Usage Note:
	If this number exists, it is required to create citation information for the user.


	ARC Note:
	This field maps to ARC’s field called “Container ID.”

	Example 1:
	

	Example 2:
	Box 2


Collection [Name]
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	Collection [Name]
	N
	N
	Y
	N
	N


	Definition:
	Name of the collection containing the original archival material.



	Usage Note:
	Required to create citation information for the user.



	ARC Note:
	

	Example 1:
	White House Photo Office Collection



	Example 2:
	Diaries and Appointment Logs


Color Format
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	Color Format
	N
	N
	Y
	N
	Y


	Definition:
	For video or photographic material choose one to indicate color format.

	Usage Note:
	

	ARC Note:
	This maps to the “Color” field in ARC.  Use the authority list to input the correct format.



	Authority List:
	http://www.lib.utexas.edu/dls/metadata/projects/ptl/colortype.html 



	Example 1:
	Color

	Example 2:
	


Completion Type
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	Completion Type
	Y (if running time used)
	N
	Y
	N
	Y


	Definition:
	For audio and video material indicate whether clip submitted is complete or only an excerpt.



	Usage Note:
	This field is required if Running Time (min) and/or (sec) is used.

	ARC Note:
	

	Authority List:
	http://www.lib.utexas.edu/dls/metadata/projects/ptl/excerpt.html

	Example 1:
	

	Example 2:
	


Content Note
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	Content Note
	N
	N
	Y
	N
	N


	Definition:
	Only used for audio files (lists of speakers and content), Video files (lists in order of appearance of those in the video), or Photos (lists people present in photo).


	Usage Note:
	

	ARC Note:
	This does not correspond to any field currently in ARC.


	Example 1:
	L-R: John McCloy, J. Lee Rankin (General Counsel), Senator Richard Russell, Congressman Gerald Ford, Chief Justice Earl Warren, President Lyndon B. Johnson, Allen Dulles, Senator John Sherman Cooper, and Congressman Hale Boggs

	Example 2:
	


Contributor
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	Contributor
	N
	N
	Y
	Y
	N


	Definition:
	Person or organization that contributed to the creation of an object, but did not create the object.  


	Usage Note:
	1. You must use in conjunction with “Role” element

2. More columns can be added for additional names.  

3. Each name goes in its own field.  

4. If you want to use a name authority list you may, and you may indicate that in your entry as Example 1 below does. 

	ARC Note:
	As currently designed, this field does not map to the Personal or Organizational Contributor fields in ARC. However, if you want to make this field ARC-compatible and upload the information, then change the field label to Personal Contributor or Organizational Contributor (whichever is appropriate) and be sure to use ARC's thesaurus to enter the correct format. You may insert as many fields as you need of each (Personal and/or Organizational). When you email the spreadsheet to UT, let them know the field names that you changed. When you email the spreadsheet to LCS, tell them you want these fields uploaded in addition to the ARC required fields.



	Example 1:
	

	Example 2:
	Marie Fehmer


Control Number
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	Control Number
	N
	N
	Y
	N
	N


	Definition:
	Number assigned by holding Library (serial no., document no., etc.) to facilitate reference or other requests.

	Usage Note:
	

	ARC Note:
	This field can be uploaded into ARC’s “Variant Control Number” field, with “Local Identifier” globally designated by LCS as the Variant Control Number Type.


	Example 1:
	C732-1-WH64

	Example 2:
	


Creator
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	Creator
	Y
	N
	
	Y
	N


	Definition:
	Person or organization that created the original object (photographer, writer, videographer, artist, etc.)

	Usage Note:
	1. More columns can be added for additional names.  

2. Each name goes in its own field.  

3. If you want to use a name authority list you may, and you may indicate that in your entry as Example 1 below does.

	ARC Note:
	This is not the same as the "Creator" field in ARC which refers to the creator of a series. On the Presidential Timeline website, the Creator refers to the creator of the object, not the collection.



	Example 1:
	Cecil Stoughton

	Example 2:
	Lyndon Baines Johnson


Date
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	Date
	Y
	N
	
	N
	N


	Definition:
	Date the original archival material was created.


	Usage Note:
	The format for input is YYYY-MM-DD.   This can be parsed out to facilitate arranging in chronological order. 


	ARC Note:
	This field can be uploaded to ARC’s Production Date field. [Note that the inclusive start and end dates in ARC will be inherited down from the parent series description.]


	Example 1:
	1964-09-24



	Example 2:
	1963-11-22


Description
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	Description
	N
	N
	Y
	N
	N


	Definition:
	A brief description of the object.

	Usage Note:
	

	ARC Note:
	This field may not correspond to ARC’s scope and content note field because the descriptions may not in all cases comply with ARC guidelines (for example, information that ARC would parse into other fields may be included in our descriptions.  We may also provide contextual information for Presidential Timeline that is not allowed in ARC’s scope and content notes.)  However, if you write all of your descriptions for Presidential Timeline so that they comply with ARC’s scope and content note guidance, you can notify LCS when sending the completed spreadsheet to them that they should map the Description field in this spreadsheet to the Scope and Content Note field in ARC.

	Example 1:
	

	Example 2:
	On November 22, 1963, President John F. Kennedy was assassinated in Dallas, Texas, and Lyndon B. Johnson was sworn into office by Judge Sarah T. Hughes aboard Air Force One at Love Field in Dallas. Johnson became the 36th President of the United States. Although the diary is brief, it lists Johnson's meetings and phone calls after returning to Washington, D. C., including his meeting with Congressional leaders. The diary includes notes made by the President's secretary, Marie Fehmer, and notes dictated to her by Congressman Jack Brooks and Johnson aide, Clifton Carter.


Event
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	Event
	N
	N
	Y
	N
	N


	Definition:
	For all material, especially visual, indicate the “event” where the original archival material was created. [Event depicted in the object, will be used only for visual (photos, video) and audio material.

	Usage Note:
	This is not the Event or Theme that will be used to organize material for the PTL

	ARC Note:
	

	Example 1:
	

	Example 2:
	


Folder Title
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	Folder Title
	N
	N
	Y
	N
	N


	Definition:
	Title of the folder where the original archival material resides (if it exists).



	Usage Note:
	If it exists, this information is required to create citation information for the user.



	ARC Note:
	

	Example 1:
	

	Example 2:
	


General Record Type
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	General Record Type
	Y
	Y
	
	N
	Y


	Definition:
	The general form of the original archival material.



	Usage Note:
	

	ARC Note:
	This field is required for uploading the description to ARC.  The authority list for this field is taken directly from ARC’s Lifecycle Data Requirements Guide (LCDRG).



	Example 1:
	

	Example 2:
	


Identifier
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	Identifier
	Y
	N
	
	N
	N


	Definition:
	The root identifier of an object.

	Usage Note:
	Identifiers should be constructed using at least 3 key parts, all in lower case and separated as described below:

1. First part should be the Reference Unit code for contributing library [nljfk] followed by a dash [-]

2. Second part should indicate type of material (img, vid, aud), followed by a dash [-]

3. Third part should be an identifier provided by the Contributing institution, it can be an ARC #, a randomly assigned number, or it can be a series of parts that describe where an object came from in relation to the collection it belongs.   This part can also be text, like our NOTE example.



	NOTE:
	Please note that each file that makes up one object (for example, each page of multi page document) should have a filename that starts with the Identifier assigned to the object, to which is added the following 2 additional parts to create a unique filename:

1. Following the root, or object,  ID (as described above) should be a number indicating the page order [001, 01, 1]

2. The final piece should be the filetype (.jpg)

A page filename: nlfdr-img-infamy-1.jpg

	Example 1:
	

	Example 2:
	


Keyword
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	Keyword
	N
	N
	Y
	Y
	N


	Definition:
	Terms that will help a user find content, like subject headings.


	Usage Note:
	1. More columns can be added for additional terms.  

2. Each term goes in its own field.  

3. If you want to use a controlled vocabulary for terms please indicate which one (see examples below for format). 

4. If you would like your keywords converted to either FAST, LCSH or another controlled vocabulary, then indicate this when you submit your metadata to the metadata coordinator. 


	ARC Note:
	Because ARC subject terms must be categorized according to topic, personal, organizational, or geographical reference, we did not attempt to make these 5 fields correspond to ARC.  It is possible to map these fields to ARC if you prefer, however.  To do so, you must tell ARC when you send the spreadsheet which column pertains to which ARC Subject field (i.e. Keyword 1 = Topical Subject Reference, Keyword 2 = Topical Subject Reference, Keyword 3 = Personal Subject Reference). 



	Example 1:
	Kennedy, John F. (John Fitzgerald), 1917-1963 [lcsh]

	Example 2:
	


Language
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	Language
	N
	N
	Y
	Y
	Y


	Definition:
	Primary language of material.


	Usage Note:
	If no language used (images) then leave blank.

	ARC Note:
	

	Authority List:
	http://www.loc.gov/standards/iso639-2/englangn.html 

	Example 1:
	

	Example 2:
	English [eng]


Location (Place)
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	Location (Place)
	N
	N
	Y
	N
	N


	Definition:
	Location where original archival material was created.


	Usage Note:
	Place where photograph was taken.

	ARC Note:
	

	Example 1:
	Cabinet Room, White House, Washington, DC

	Example 2:
	


Media Type
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	Media Type
	N
	Y
	
	N
	Y


	Definition:
	The physical form of the original archival material. 

	Usage Note:
	

	ARC Note:
	This field is required by ARC to upload materials.  It corresponds directly to ARC’s Media Type field.  Contents should comply with the Media Type authority list found in the LCDRG, and provided here through the link under Authority List.



	Authority List:
	http://www.lib.utexas.edu/dls/metadata/projects/ptl/mediatype.html 

	Example 1:
	Photographic Print



	Example 2:
	Paper


MIME Type
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	MIME Type
	N
	N
	
	N
	Y


	Definition:
	Describes the MIME type for the digital object.

	Usage Note:
	

	ARC Note:
	

	Authority List:
	http://www.iana.org/assignments/media-types/ 

	Example 1:
	image/jpeg

	Example 2:
	Image/png


Parent ARC ID
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	Parent ARC ID
	N
	Y
	
	N
	N


	Definition:
	ARC Identifier for the series or file unit that contains this archival material.


	Usage Note:
	This field is only required by ARC if the parent series or file unit has already been described in ARC.  



	ARC Note:
	By including this content, items will be linked to their appropriate hierarchy when they are uploaded to ARC.  Because item descriptions cannot exist in ARC without a parent series description, any items without parent descriptions in ARC will be uploaded to ARC, but will not be synchronized until the parent series and/or file unit has been described and the item linked to this description through the Under Edit domain in ARC.


	Example 1:
	192480



	Example 2:
	192429


President
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	President
	Y
	N
	
	Y
	Y


	Definition:
	President(s) associated with an object, either as a creator or subject.


	Usage Note:
	This field will be used by the PTL to organize material and provide a better search of objects.

	Authority List:
	http://www.lib.utexas.edu/dls/metadata/projects/ptl/presidents.html

	Example 1:
	

	Example 2:
	


Reference Unit
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	Reference Unit
	Y
	Y
	
	N
	Y


	Definition:
	The unit that provides reference services for the archival materials.


	Usage Note:
	Enter the reference unit’s code.  PTL will convert this code to the facility’s contact information to be used on the web site.



	ARC Note:
	This field is required for uploading information to ARC.  Even though the contents do not match ARC’s required contents for “Reference Unit”, LCS can convert the organization code for each unit to the appropriate content.



	Authority List:
	http://www.lib.utexas.edu/dls/metadata/projects/ptl/refunit.html 

	Example 1:
	NLLBJ

	Example 2:
	NLLBJ


Rights Object
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	Rights Object
	Y
	N
	
	N
	


	Definition:
	Rights statement from the holding Library for the digital object.



	Usage Note:
	Will only be used where the Rights Status is either Undetermined, Restricted - Possibly, or Restricted - Partly.



	ARC Note:
	

	Example 1:
	

	Example 2:
	


Rights Status
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	Rights Status
	Y
	Y
	
	N
	Y


	Definition:
	Status of rights.


	Usage Note:
	The ARC LCDRG describes this field as: “The identification of the type of use restrictions, based on copyright, donor, or statutory provisions, on the archival materials.”



	ARC Note:
	This field maps to ARC's Use Restriction fields, and is required for uploading information to ARC. 



	Example 1:
	Unrestricted

	Example 2:
	Unrestricted


Role
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	Role
	Y
	Y
	
	N
	Y


	Definition:
	This describes the role of the contributor in the creation of the original archival material.



	Usage Note:
	1. Must be used in conjunction with “Contributor” element.
2. Additional columns may be added for additional Contributors



	ARC Note:
	In order for this field to upload to ARC, you must first follow the guidance in the ARC Note for the Contributor field. Then, when you email LCS with the metadata spreadsheet and digital object, tell them the Contributor and Role fields that should be uploaded to ARC. LCS will automatically change the Role field to Contributor Type.



	Authority List:
	http://www.lib.utexas.edu/dls/metadata/projects/ptl/roletype.html 

	Example 1:
	

	Example 2:
	Secretary


Run Time (min)
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	Run Time (min)
	N
	N
	
	N
	N


	Definition:
	Running time (mintues) of object. 



	Usage Note:
	For audio and video material indicate running time of clip submitted.  Note that this field describes the running time of the digital object only, not of the original, so the times may be different.  This will especially be the case if this digital object is an excerpt of the original.

	ARC Note:
	

	Example 1:
	

	Example 2:
	


Run Time (sec)
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	Run Time (sec)
	N
	N
	
	N
	N


	Definition:
	Running time (seconds) for object.


	Usage Note:
	For audio and video material indicate running time of clip submitted.  Note that this field describes the running time of the digital object only, not of the original, so the times may be different.  This will especially be the case if this digital object is an excerpt of the original.

	ARC Note:
	

	Example 1:
	

	Example 2:
	


Series
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	Series
	N
	N
	Y
	N
	N


	Definition:
	Name of the series where the physical archival material resides, if it exists.



	Usage Note:
	If it exists, this information is required to create the citation for the digital object that will appear on the PTL web site.



	ARC Note:
	This field will not be uploaded to ARC because in ARC the item will be linked to its parent series through the Parent ARC ID.


	Example 1:
	White House Photograph Office



	Example 2:
	President’s Daily Diary


Title
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	Title
	Y
	Y
	
	Y
	N


	Definition:
	Title of object



	Usage Note:
	1. For photographs and other materials that are traditionally untitled please create a title that is representative of what's happening in that photograph.

2. Do not use ending punctuation (such as a period) for the title.



	ARC Note:
	To be ARC-compliant, the entry in this field must contain the record type, such as "Photograph of," etc. 



	Example 1:
	Photograph of Warren Commission Presenting its Report to President Lyndon B. Johnson



	Example 2:
	Daily diary for November 22, 1963


Total Number of Pages
	Element Name
	Required by PTL
	Required by ARC
	Recommended
	Repeatable
	Authority List

	Total Number of Pages
	N
	N
	Y
	N
	N


	Definition:
	For multipage items (documents, books, etc.) please indicate total number of pages for that item.



	Usage Note:
	This will be used by UT to create filenames for every page of an object.  We will then give this information back to the holding Library with the associated thumbnails and access files so they can create object designators for ARC if they wish.


	ARC Note:
	This field maps to ARC’s “Reproduction Count” field.  As the LCDRG defines it, this field describes “ The exact number of parts or sides of the physical items needed to create a complete duplicate of the specific media type of the archival materials.”



	Example 1:
	1

	Example 2:
	9


7

