Proposal for digital collection to be managed in the University of Melbourne Library Digital Repository


The University of Melbourne Library 
Digital Repository Collection Proposal
	Collection Title:
	

	Collection / project description:


	short description of project / collection and its purpose


	Materials description:
	(describe materials to be part of the collection, including format, no of items, e.g. 200 photographs, 500 PDF documents, etc)


	Proposed Collection Available Date :

	If a new collection requires some repository or metadata changes or enhancements to accommodate it then the timeline could be longer than the normal four weeks from the start of the project.


	Proposer: 
	Name:

     
Tel:

     
Email:

     


	Date:
	


Please complete the following information. Select as many options as apply, and add your comments as appropriate. 
	Information
	Comment

	1. Rights and Permissions* 

You must have the necessary permissions for the proposed usage of the materials.  For example:

· You or the University own the copyright
· You have permission from the copyright owner(s) for what you are doing

· You are operating under the Education provisions of the copyright act

· The material is in the public domain, i.e. no copyright restrictions apply

More information – see http://www.unimelb.edu.au/copyright/
* Non-compliant collections / items may be rejected
	

	2. Non-Duplication*

The proposed Collection should not duplicate any other collection.  The objects inside the collection must similarly not be duplicates of other objects. 
*If there is significant duplication, the collection may be rejected.

	

	COLLECTION RATIONALE

	3. Why do you need the collection to be managed

Select from the list below, and/or add your own comments
· Unique, rare or significant resources 
· Supports University goals and / or strategies

· Adds to prestige of University

· Valuable teaching, learning, research resource

· Will increase exposure / profile of collection 
· Collection needs to be preserved into the future 

· There is significant demand for this collection (Evidence?)
· Other …
	

	4. Purpose and Usage

What is the purpose of the collection?  e.g.
· Course delivery / teaching and learning materials

· Research materials

· Exhibition materials

· Profiling for University
· Cultural Collection / Knowledge transfer

· Other … 
	

	ACCESS AND DELIVERY

	5. Access to Resources – audience and permissions

These resources will be available to : 

· Everyone – no restrictions

· University staff and students

· Other …

	

	6.  Access to resources – delivery and exposure method(s)
 How will the collection/resources be delivered? E.g. 
· Digital Repository

· Your own webpages, e.g. faculty, exhibition, etc

· Learning Management System

· Other …
	

	
	

	COLLECTION MANAGEMENT REQUIREMENTS

	7. Collection description

· Size of collection

· Is the collection being added to?  At what rate?

· What formats are contained in the collection? 


	

	8. Preservation Needs

If the collection is long term or permanent, it will be necessary to take periodic action to ensure objects in the collection are accessible into the future, e.g. file format conversions, software maintenance, etc. Is the collection 

· ephemeral (less than one year), 

· short term (1-3 years), 

· medium term (3-5 years), 

· long term (5-10 years), or 

· permanent (forever)
Are there any special requirements for preservation?
	

	9. Metadata/Cataloguing Requirements
· Can you provide the minimum required  metadata fields: Title, Creator, Date, Subject
· Does the collection require the development or application of special schema, descriptors or a thesaurus?
· What ongoing metadata work will be required?  
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