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Participant Application
Information about the Contributor/Holding Institution
	Institution Name


	     

	Mailing Address


	     

	Contact Name

(for digital projects)
	     

	Email Address

(contact)
	     

	Phone Number

(contact)
	     

	Website URL

(institution)
	     


Please indicate your institution’s membership status.

 FORMCHECKBOX 
Full Member

 FORMCHECKBOX 
 Affiliate

 FORMCHECKBOX 
 Heritage


If your organization is a system member (i.e. school or public library) of a CLRC member, please provide the name of the CLRC member organization:

     
Collection Information

You may submit more than one collection for consideration.   Please fill out a separate form for each additional collection submitted to NYHeritage.
Title of Collection:       
Please enter a brief biographical/historical description of the collection (3-5 sentences).
     
Does your institution own the copyright to these materials?
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Unsure
If unsure, please describe the circumstances of ownership/possession.  

     
Describe the intended audience and potential use of this collection.  Whom will the project serve and how?

     
Material Types

	Does your collection contain:
	Estimate how many you plan to upload to CONTENTdm.

	 FORMCHECKBOX 

	Photographs
	     

	 FORMCHECKBOX 

	Postcards
	     

	 FORMCHECKBOX 

	Finding aids
	     

	 FORMCHECKBOX 

	Flyers
	     

	 FORMCHECKBOX 

	Letters
	     

	 FORMCHECKBOX 

	Pamphlets
	     

	 FORMCHECKBOX 

	Manuscripts
	     

	 FORMCHECKBOX 

	Diaries
	     

	 FORMCHECKBOX 

	Bound text
	     

	 FORMCHECKBOX 

	Objects (3D)
	     

	 FORMCHECKBOX 

	Others (please describe)
	     


Are these materials already organized at the item level?

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Not sure

If yes, please attach/link/email a copy of the item description that will be used to aid description.

Digitization Plan

Do you have a digitization plan for these materials in place? 
  FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No
If yes, please attach/link/email a copy of your digitization plan to the Digitization Committee with this application.

Project Readiness (Check any that apply.)

I need help choosing or purchasing: 
 FORMCHECKBOX 
 Digitization software





 FORMCHECKBOX 
 Software







 FORMCHECKBOX 
 Imaging vendor (for outsourcing)

 FORMCHECKBOX 
None of the above

I need help learning to use:

 FORMCHECKBOX 
 Scanning/digitization equipment
 FORMCHECKBOX 
 Photo editing software

 FORMCHECKBOX 
Neither of the above

Available Resources (Check all that apply.)

Computer Platform:

 FORMCHECKBOX 
 Mac



 FORMCHECKBOX 
 PC
Digitization Device:

 FORMCHECKBOX 
 Flatbed scanner

 FORMCHECKBOX 
 Digital still camera

Software:


 FORMCHECKBOX 
 Photo editing software
 FORMCHECKBOX 
 OCR software 

 FORMCHECKBOX 
 Database software

 FORMCHECKBOX 
 Spreadsheet software

Digitization Status of Materials
 FORMCHECKBOX 
 Materials are digitized and ready to be uploaded into a digital content management system.

 FORMCHECKBOX 
 Digitization is in progress.

 FORMCHECKBOX 
 Digitization has not yet begun --
 FORMCHECKBOX 
 and, personnel require training to begin digitization process.

Digitization is to be completed by (check all that apply):
 FORMCHECKBOX 
 Staff


 FORMCHECKBOX 
 Student interns


 FORMCHECKBOX 
 Volunteers


 FORMCHECKBOX 
 Outsourcing agency






Text Objects 

 FORMCHECKBOX 
 Text is already transcribed and typed.
 FORMCHECKBOX 
 Text needs to be typed or OCR’d

 FORMCHECKBOX 
 Text needs to be transcribed from handwritten originals
 FORMCHECKBOX 
Not applicable to this collection.
Metadata Status of Materials 
 FORMCHECKBOX 
 Some metadata exists.  Please describe:       
 FORMCHECKBOX 
 No metadata exists yet.

 FORMCHECKBOX 
Unsure.

Metadata is to be created by: (Check all that apply.)

 FORMCHECKBOX 
 Staff


 FORMCHECKBOX 
 Student interns


 FORMCHECKBOX 
 Volunteers


 FORMCHECKBOX 
 Outsourcing agency

 FORMCHECKBOX 
 Already done


 FORMCHECKBOX 
 Training is needed

Rights Management (Check one.)
The depositor must determine the copyright status of the digital objects deposited with New York Heritage.  New York Heritage and CLRC will be held harmless for all copyright challenges.

 FORMCHECKBOX 
 Items are in the public domain and may be copied and disseminated without restrictions.

 FORMCHECKBOX 
 Items are protected by copyright but permission to use them has (or will be) secured before uploading to New York Heritage.

 FORMCHECKBOX 
 Items are protected by copyright but fair use provisions apply.

 FORMCHECKBOX 
 I have a question about copyright issues. (Please pose your question below).

Project Dates

Estimated Start Date: 
     
Estimated End Date:
     
Budgetary Contribution (Check one)
 FORMCHECKBOX 
 Budgetary support exists for this project

 FORMCHECKBOX 
 External funding will be sought for this project.  Please explain:       
Collaborative Partnerships (List any outside participants or supporters.)

     
If you have any questions about this program, please feel free to call CLRC at 315-446-5446.

_________________________________________________

     
Signature Authority






Date

     







     
Type or Print Name





Position
Instructions and Notice

Please sign two copies of this form, keeping one copy for your files and the return the other by mail, e-mail or fax to:

Central New York Library Resources Council

ATTN: Digitization Committee

6493 Ridings Road
Syracuse, NY 13206

E-mail: 
CNYLRC@gmail.com
Fax: 
(315) 446-5590

Acceptance of your project for inclusion in the New York Heritage Digital Collections is based on the following criteria:

· Appropriateness of the content

· Your team’s readiness to do the work (e.g. technology in house, project plan, etc.)

· Capabilities of NY Heritage to handle the digital objects you want to submit

· Availability of NY Heritage team to give the level of assistance required

· Capacity of the NY Heritage system to store and deliver your objects efficiently

At this time, New York Heritage will not include the following types of material:





Audio


Video


Books


Oversized maps


Any newspapers








A comprehensive digitization plan is highly recommended to participants before embarking on a digitization project.  CLRC’s Digitization Committee advises potential participants to think carefully about how they will successfully execute their plan prior to submitting their application for inclusion in New York Heritage Digital Collections.   CLRC’s Regional Archivist is available to assist members in developing a digitization plan as necessary.  


The questions below represent the minimum amount of information required by CLRC’s Digitization Committee and must be answered to assess your readiness to take your digitization project to the next level.











� This participant application pertains only to members (full, affiliate, or heritage) of the Central New York Library Resources Council (CLRC) wishing to submit materials to the New York Heritage Digital Collections project.  Those seeking to contribute materials from outside CLRC’s service area should contact the appropriate 3Rs office.  Participant applications are reviewed by CLRC’s Digitization Committee on a periodic basis.






