
This template is archived -- due to the changed format of the DAMS and possible new archival management systems, this sheet is no longer applicable. Please see the DAMS 1 > DAMS 2 page for more guidance.

What Is This Template:
This metadata template is for the creation of descriptive metadata for various collections.
The template consists of current metadata fields, field names, and specifications for each field.

Extra fields for multilingual metadata are also added. These are highlighted in yellow; they are not required, but recommended to expand access/reach of the collections. Contact Devon Murphy for possible terms.
The template also contains an example record and an example of a tracking sheet to record progress on multiple collections/batches.
Metadata standards are always subject to change; this template may have updates. Current standards are based from DAMS standards, located here.
For more information/questions, contact devon.murphy@austin.utexas.edu

How To Use This Template:
Make a copy of the template and create descriptive metadata according to the template’s structure.

One spreadsheet can be used for an entire collection, with tabs denoting different “batches” or particular projects.
If creating a new batch or adding new records to a series that has already been processed, please put them on a separate tab or spreadsheet.

When complete, share with the archivist(s) or parties responsible for the collection/batch. For questions about the template itself, please direct these to Devon Murphy.



If available, use the DAMS 
identifier for the collection; 
if unavailable, provide the 
file path or link to the 
collection.

Name of the full 
collection in the DAMS.

Name of the person 
working on the metadata 
in that row.

Unique identifier for the 
item. 

Title should be the original 
resource title. Can repeat. 
For transliterated or 
alternative titles, these can 
be placed in 
secondary/tertiary etc. title 
fields.

Relationship of 
the title to the 
resource. If they 
are the main 
title to the 
resource, enter 
"primary" If not, 
leave blank.

Language of the 
title; use ISO-
639-3 language 
codes. If the 
title has multiple 
languages, use 
"mul." 

Indicate the type of title. None 
= title found on the resource, 
uniform = title constructed for 
the resource, alternative = an 
alternate title for the resource, 
translated = a translation of 
the title of the resource

Subtitle should be 
the original 
resource subtitle.

Title can 
represent an 
alternative, 
translated, or 
anciliary title.

Language of the title; use ISO-
639-3 language codes. If the 
title has multiple languages, 
use "mul."

Main contributor to the creation 
or development of the resource. 
Format as Last Name, First 
Name. If no contributor 
available, enter in "no 
attribution".

Relationship of the 
contributor to the 
resource. If they are 
the main contributor 
to the resource, enter 
"primary" If not, 
leave blank.

Indicates if the 
contributor is a 
person, family, or 
organization. Uses a 
controlled 
vocabulary. If no 
contributor available, 
enter in "not 
applicable."

Additional 
contributors are not 
required.

Additional 
contributors are not 
required.

Terms describing the role a 
contributor took to create or 
develop the resource. Use 
terms from marcrelators, 
AAT, or LCGFT. Indicate 
what authority used by 
using a slash, Ex. 
"painters/aat". If there is 
no contributor, enter in 
"not applicable" for the 
role.

Relationship of the 
contributor to the 
resource. If they are 
the main contributor 
to the resource, 
enter "primary" If 
not, leave blank.

Additional role 
terms are not 
required.

When the item was 
created or issued. 
DateIssued can only be 
used with Book and 
Publication data models. 
Format dates in YYYY-
MM-DD format. Ex. 
1980.  If you don't have 
the month or day, 
structure it as "1980" 
or "1980-05" If you want 
to express that a full 
date may exist, use 
XX's. Ex. 1980-XX-XX. 
Used for search facets in 
Collections Portal.

When the item was 
completed. Format 
dates in YYYY-MM-DD 
format. Ex. 1980.  If you 
don't have the month 
or day, structure it as 
"1980" or "1980-05" If 
you want to express that 
a full date may exist, 
use XX's. Ex. 1980-XX-
XX.

Describing the kind of 
date, such as an 
approximate or 
questionable date. Use 
these qualifiers in lieu of 
using question marks in 
dates.

A short paragraph 
describing the content of 
the resource.

Language of the description 
given. Use ISO-639-3 
language codes. 

Can use 
multiple 
descriptions for 
transcriptions of 
materials or 
generalized 
collection 
information. 
Can also use 
for translations 
of descriptions. 

Language of the description 
given. Use ISO-639-3 language 
codes. Required.

Information about 
access to resources. 
Uses a controlled 
vocabulary: Public 
Access, Metadata 
only. Other options 
include: UT EID only, 
Private, and Password 
protected. Using these 
three latter options 
means the item cannot 
be published to the 
Collections Portal. Used 
for search facets in 
Collections Portal.

Link to an 
appropriate 
rights statement 
for the item.See 
list of available 
rights 
statements 
here.

Language of the 
resource. Used 
for search 
facets in 
Collections 
Portal.

Language of the 
resource. Use 
ISO-639-3 
language 
codes.

Additional 
languages are 
not required.

Additional 
languages are 
not required.

Institution that holds the original 
materials. Use a term from this 
controlled vocabulary. Other 
repositories can be added by contacting 
Mirko Hanke. Used for search facets in 
Collections Portal.

Language of the 
Repository term. Use 
ISO-639-3 language 
codes.

Name of place where 
publication, release, 
distribution, manufacture, 
or other means of origin 
for the item occurred. 
Used for search facets in 
Collections Portal.

Relationship of the place of 
publication to the resource. If 
they are the main location to 
the resource, enter "primary" If 
not, leave blank.

Language of the Place of 
Publication term. Use ISO-
639-3 language codes.

Name of the 
individual or group 
responsible for 
creating the 
resource.

Language of the Publisher 
name. Use ISO-639-3 
language codes.

Name of the wider 
collection the item is a 
part of. Source Collection 
is used to create the 
folder/container structure 
within the DAMS.

Language of the Source 
Collection name. Use ISO-639-3 
language codes.

Identifier of the Source 
Collection. Some Source 
Collections will have their own 
distinct identifiers. This is not 
common. Identifers can be 
expressed as URIs, PIDs, or as 
free text.

File format of the 
resource. Contains a 
controlled vocabulary, 
full list can be found 
here. Most common 
terms used include 
image/tiff, video/mp4, 
and text/pdf.

The amount of a 
resource. Can vary 
widely. Examples 
include number of 
pages, duration of an 
A/V resource, or 
number of photographs 
and their dimensions. 
Multiple values need to 
be expressed in the 
same column, separate 
with commas. Ex. 3 p., 
10 photos

The physical or digital 
form of the resource. More 
general than a genre term. 
(Ex. "painting" as 
form/medium, 
"landscapes" as genre 
term) Use terms from 
AAT, LCGFT, TGM, or 
local terms. Indicate 
authority by using slashes. 
Ex. "paintings/aat"

Language of the 
Form/Medium term. Use 
ISO-639-3 language 
codes.

Spanish translation of 
form/medium terms. If 
translated, should use 
PANA-created terms or 
terms using the PANA 
workflow. If Spanish terms 
are desired, contact Alex 
Suarez and Devon 
Murphy.

Language of the record. Use 
ISO-639-3 language codes. 
Should be used if at least one 
field is in another language.

Name of the organization that 
created or modified the 
metadata record. Default entry 
is always University of Texas 
Libraries.

Language of the MODS 
Record Source statement. 
Use ISO-639-3 language 
codes.

Name(s) of the individual 
or groups responsible for 
the creation and/or 
modification of a record. 
Information should include 
the name, the action 
performed, and the date 
the action was completed. 
Ex. "Metadata created 
by Devon Murphy, 
07/22" 

Language of the MODS 
Record Origin statement. 
Use ISO-639-3 language 
codes.

Terms describing the 
content of the resource. 
Use LCSH, AAT, or local 
terms. At least one 
English term is required. 
Used for search facets in 
Collections Portal.

Language of the Subject Topic 
term. Use ISO-639-3 language 
codes.

Spanish translation of 
subject terms. If 
translated, should use 
PANA-created terms or 
terms using the PANA 
workflow. If Spanish 
terms are desired, contact 
Alex Suarez and Devon 
Murphy.

Terms describing the 
geographic content of the 
resource (not the location 
of where it was made, but 
any places the resource is 
about.) Use LCNAF, 
Geonames, or local terms.

Language of the Subject 
Geographic term. Use ISO-
639-3 language codes.

Spanish translation of 
subject terms. If 
translated, should use 
PANA-created terms or 
terms using the PANA 
workflow. If Spanish terms 
are desired, contact Alex 
Suarez and Devon 
Murphy.

Terms describing time 
periods/eras that are the 
subject of the resource. 
Use terms from LCSH, 
AAT, or local terms. Used 
for search facets in 
Collections Portal.

Language of the Subject 
Temporal term. Use ISO-
639-3 language codes.

Spanish translation of 
subject terms. If 
translated, should use 
PANA-created terms or 
terms using the PANA 
workflow.  If Spanish 
terms are desired, contact 
Alex Suarez and Devon 
Murphy.

Terms describing 
individuals or 
organizations that are the 
subject of the resource. 
Use LCNAF, ULAN, or 
local terms.

Indicates if the contributor 
is a person, family, or 
organization. Uses a 
controlled vocabulary. If 
no contributor available, 
enter in "not applicable."

Terms describing the 
specific type of resource 
or "isness" of the item. 
Generally are more 
specific than 
Form/Medium terms. Ex. 
"landscapes" or "horror 
films." Use terms from 
AAT, TGM, LCGFT, or 
local terms. If more than 
one, indicate which is the 
main genre, Ex. 
"Primary/Genre Term"  
Used for search facets in 
Collections Portal.

Language of the Genre 
term. Use ISO-639-3 
language codes.

Spanish translation of 
genre terms. If translated, 
should use PANA-created 
terms or terms using the 
PANA workflow. If 
Spanish terms are desired, 
contact Alex Suarez and 
Devon Murphy.

Name of collection or 
resource that the asset 
maintains a relationship 
to. (Can be part of another 
institution's digital 
collections, shared 
consortium or project, or 
digital scholarship 
resource that uses part of 
the original asset.)

Language of the Related 
Resource title. Use ISO-
639-3 language codes.

Identifier of the Related 
Resource. Identifers can be 
expressed as URIs, PIDs, or 
as free text.

Text field to provide extra 
or secondary information 
about a resource. Can 
vary widely, from 
annotations found on 
resource to provenance 
about the specific asset. 
NOTE: Record the type 
of note in a separate 
column.

Record the type of note 
being used. Uses a 
controlled vocabulary.

Language of the note. Use 
ISO-639-3 language 
codes.

An example of another 
note providing 
standardized citation 
information for the 
resource, or extra 
rights/usage information.

Record the type of note 
being used. Uses a 
controlled vocabulary.

Language of the note. Use 
ISO-639-3 language 
codes.

Text field to provide 
information about physical 
or digital condition of the 
resource. Examples 
include damage to 
materials or if the resource 
is a copy. 

Text field to provide 
information about 
digitization processing. 
Follows format similar to 
MODSRecordOrigin. 
Does not display 
publicly on Collections 
Portal.

Term that describes the 
general characteristics of 
an item. A very general 
term that describes 
"isness." Uses a controlled 
vocabulary, which can be 
found here. Common 
terms include text, still 
image, and moving 
image.

Language of the Type of 
Resource term. Use ISO-
639-3 language codes.

Checkbox to indicate that 
the person creating 
descriptive metadata has 
finished with that particular 
row.
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Collection Identifier Collection Name Employee Name Identifier Title TitlePrimary TitleLang TitleType Subtitle Title2 Title2Lang Contributor ContributorPrimary ContributorType Contributor2 Contributor2Type RoleTerm RoleTermPrimary Role2Term Role3Term
DateCreated or 
DateIssued

DateCreatedEnd or 
DateIssuedEnd DateQualifier Description DescriptionLang Description2 Description2Lang AccessRestrictions Rights LangTerm LangCode LangCode2 Lang2Term Repository RepositoryLang PlaceOfPublication PlaceOfPublicationPrimary PlaceOfPublicationLang Publisher PublisherLang SourceCollection SourceCollectionLang SourceCollectionIdentifier FileFormat Extent Form/Medium Form/MediumLang Form/MediumSpa LanguageOfCataloging MODSSource MODSSourceLang MODSRecordOrigin MODSRecordOriginLang SubjectTopic SubjectTopicLang SubjectTopicSpan SubjectGeo SubjectGeoLang SubjectGeoSpan SubjectTemporal SubjectTemporalLang SubjectTemporalSpan SubjectName SubjectNameType Genre GenreLang GenreSpan RelatedResource RelatedResourceLang RelatedResourceIdentifier

Note (General -- Record 
this term in NoteType) NoteType NoteLang

Note (Citation -- Record 
this term in NoteType) Note2Type Note2Lang

Note (Condition -- 
Record this term in 
NoteType)

Note (Description -- 
Record this term in 
NoteType) TypeOfResource TypeOfResourceLang Completed?



If available, use the DAMS 
identifier for the collection; 
if unavailable, provide the 
file path or link to the 
collection.

Name of the full 
collection in the DAMS.

Name of the person 
working on the metadata 
in that row.

Unique identifier for the 
item. 

Title should be the original 
resource title. Can repeat. 
For transliterated or 
alternative titles, these can 
be placed in 
secondary/tertiary etc. title 
fields.

Relationship of 
the title to the 
resource. If they 
are the main 
title to the 
resource, enter 
"primary" If not, 
leave blank.

Language of the 
title; use ISO-
639-3 language 
codes. If the 
title has multiple 
languages, use 
"mul." 

Indicate the type of title. None 
= title found on the resource, 
uniform = title constructed for 
the resource, alternative = an 
alternate title for the resource, 
translated = a translation of 
the title of the resource

Subtitle should be 
the original 
resource subtitle.

Title can 
represent an 
alternative, 
translated, or 
anciliary title.

Language of the title; use ISO-
639-3 language codes. If the 
title has multiple languages, 
use "mul."

Main contributor to the creation 
or development of the resource. 
Format as Last Name, First 
Name. If no contributor 
available, enter in "no 
attribution".

Relationship of the 
contributor to the 
resource. If they are 
the main contributor 
to the resource, enter 
"primary" If not, 
leave blank.

Indicates if the 
contributor is a 
person, family, or 
organization. Uses a 
controlled 
vocabulary. If no 
contributor available, 
enter in "not 
applicable."

Additional 
contributors are not 
required.

Additional 
contributors are not 
required.

Terms describing the role a 
contributor took to create or 
develop the resource. Use 
terms from marcrelators, 
AAT, or LCGFT. Indicate 
what authority used by 
using a slash, Ex. 
"painters/aat". If there is 
no contributor, enter in 
"not applicable" for the 
role.

Relationship of the 
contributor to the 
resource. If they are 
the main contributor 
to the resource, 
enter "primary" If 
not, leave blank.

Additional role 
terms are not 
required.

When the item was 
created or issued. 
DateIssued can only be 
used with Book and 
Publication data models. 
Format dates in YYYY-
MM-DD format. Ex. 
1980.  If you don't have 
the month or day, 
structure it as "1980" 
or "1980-05" If you want 
to express that a full 
date may exist, use 
XX's. Ex. 1980-XX-XX. 
Used for search facets in 
Collections Portal.

When the item was 
completed. Format 
dates in YYYY-MM-DD 
format. Ex. 1980.  If you 
don't have the month 
or day, structure it as 
"1980" or "1980-05" If 
you want to express that 
a full date may exist, 
use XX's. Ex. 1980-XX-
XX.

Describing the kind of 
date, such as an 
approximate or 
questionable date. Use 
these qualifiers in lieu of 
using question marks in 
dates.

A short paragraph 
describing the content of 
the resource.

Language of the description 
given. Use ISO-639-3 
language codes. 

Can use 
multiple 
descriptions for 
transcriptions of 
materials or 
generalized 
collection 
information. 
Can also use 
for translations 
of descriptions. 

Language of the description 
given. Use ISO-639-3 language 
codes. Required.

Information about 
access to resources. 
Uses a controlled 
vocabulary: Public 
Access, Metadata 
only. Other options 
include: UT EID only, 
Private, and Password 
protected. Using these 
three latter options 
means the item cannot 
be published to the 
Collections Portal. Used 
for search facets in 
Collections Portal.

Link to an 
appropriate 
rights statement 
for the item.See 
list of available 
rights 
statements 
here.

Language of the 
resource. Used 
for search 
facets in 
Collections 
Portal.

Language of the 
resource. Use 
ISO-639-3 
language 
codes.

Additional 
languages are 
not required.

Additional 
languages are 
not required.

Institution that holds the original 
materials. Use a term from this 
controlled vocabulary. Other 
repositories can be added by contacting 
Mirko Hanke. Used for search facets in 
Collections Portal.

Language of the 
Repository term. Use 
ISO-639-3 language 
codes.

Name of place where 
publication, release, 
distribution, manufacture, 
or other means of origin 
for the item occurred. 
Used for search facets in 
Collections Portal.

Relationship of the place of 
publication to the resource. If 
they are the main location to 
the resource, enter "primary" If 
not, leave blank.

Language of the Place of 
Publication term. Use ISO-
639-3 language codes.

Name of the 
individual or group 
responsible for 
creating the 
resource.

Language of the Publisher 
name. Use ISO-639-3 
language codes.

Name of the wider 
collection the item is a 
part of. Source Collection 
is used to create the 
folder/container structure 
within the DAMS.

Language of the Source 
Collection name. Use ISO-639-3 
language codes.

Identifier of the Source 
Collection. Some Source 
Collections will have their own 
distinct identifiers. This is not 
common. Identifers can be 
expressed as URIs, PIDs, or as 
free text.

File format of the 
resource. Contains a 
controlled vocabulary, 
full list can be found 
here. Most common 
terms used include 
image/tiff, video/mp4, 
and text/pdf.

The amount of a 
resource. Can vary 
widely. Examples 
include number of 
pages, duration of an 
A/V resource, or 
number of photographs 
and their dimensions. 
Multiple values need to 
be expressed in the 
same column, separate 
with commas. Ex. 3 p., 
10 photos

The physical or digital 
form of the resource. More 
general than a genre term. 
(Ex. "painting" as 
form/medium, 
"landscapes" as genre 
term) Use terms from 
AAT, LCGFT, TGM, or 
local terms. Indicate 
authority by using slashes. 
Ex. "paintings/aat"

Language of the 
Form/Medium term. Use 
ISO-639-3 language 
codes.

Spanish translation of 
form/medium terms. If 
translated, should use 
PANA-created terms or 
terms using the PANA 
workflow. If Spanish terms 
are desired, contact Alex 
Suarez and Devon 
Murphy.

Language of the record. Use 
ISO-639-3 language codes. 
Should be used if at least one 
field is in another language.

Name of the organization that 
created or modified the 
metadata record. Default entry 
is always University of Texas 
Libraries.

Language of the MODS 
Record Source statement. 
Use ISO-639-3 language 
codes.

Name(s) of the individual 
or groups responsible for 
the creation and/or 
modification of a record. 
Information should include 
the name, the action 
performed, and the date 
the action was completed. 
Ex. "Metadata created 
by Devon Murphy, 
07/22" 

Language of the MODS 
Record Origin statement. 
Use ISO-639-3 language 
codes.

Terms describing the 
content of the resource. 
Use LCSH, AAT, or local 
terms. At least one 
English term is required. 
Used for search facets in 
Collections Portal.

Language of the Subject Topic 
term. Use ISO-639-3 language 
codes.

Spanish translation of 
subject terms. If 
translated, should use 
PANA-created terms or 
terms using the PANA 
workflow. If Spanish 
terms are desired, contact 
Alex Suarez and Devon 
Murphy.

Terms describing the 
geographic content of the 
resource (not the location 
of where it was made, but 
any places the resource is 
about.) Use LCNAF, 
Geonames, or local terms.

Language of the Subject 
Geographic term. Use ISO-
639-3 language codes.

Spanish translation of 
subject terms. If 
translated, should use 
PANA-created terms or 
terms using the PANA 
workflow. If Spanish terms 
are desired, contact Alex 
Suarez and Devon 
Murphy.

Terms describing time 
periods/eras that are the 
subject of the resource. 
Use terms from LCSH, 
AAT, or local terms. Used 
for search facets in 
Collections Portal.

Language of the Subject 
Temporal term. Use ISO-
639-3 language codes.

Spanish translation of 
subject terms. If 
translated, should use 
PANA-created terms or 
terms using the PANA 
workflow.  If Spanish 
terms are desired, contact 
Alex Suarez and Devon 
Murphy.

Terms describing 
individuals or 
organizations that are the 
subject of the resource. 
Use LCNAF, ULAN, or 
local terms.

Indicates if the contributor 
is a person, family, or 
organization. Uses a 
controlled vocabulary. If 
no contributor available, 
enter in "not applicable."

Terms describing the 
specific type of resource 
or "isness" of the item. 
Generally are more 
specific than 
Form/Medium terms. Ex. 
"landscapes" or "horror 
films." Use terms from 
AAT, TGM, LCGFT, or 
local terms. If more than 
one, indicate which is the 
main genre, Ex. 
"Primary/Genre Term"  
Used for search facets in 
Collections Portal.

Language of the Genre 
term. Use ISO-639-3 
language codes.

Spanish translation of 
genre terms. If translated, 
should use PANA-created 
terms or terms using the 
PANA workflow. If 
Spanish terms are desired, 
contact Alex Suarez and 
Devon Murphy.

Name of collection or 
resource that the asset 
maintains a relationship 
to. (Can be part of another 
institution's digital 
collections, shared 
consortium or project, or 
digital scholarship 
resource that uses part of 
the original asset.)

Language of the Related 
Resource title. Use ISO-
639-3 language codes.

Identifier of the Related 
Resource. Identifers can be 
expressed as URIs, PIDs, or 
as free text.

Text field to provide extra 
or secondary information 
about a resource. Can 
vary widely, from 
annotations found on 
resource to provenance 
about the specific asset. 
NOTE: Record the type 
of note in a separate 
column.

Record the type of note 
being used. Uses a 
controlled vocabulary.

Language of the note. Use 
ISO-639-3 language 
codes.

An example of another 
note providing 
standardized citation 
information for the 
resource, or extra 
rights/usage information.

Record the type of note 
being used. Uses a 
controlled vocabulary.

Language of the note. Use 
ISO-639-3 language 
codes.

Text field to provide 
information about physical 
or digital condition of the 
resource. Examples 
include damage to 
materials or if the resource 
is a copy. 

Text field to provide 
information about 
digitization processing. 
Follows format similar to 
MODSRecordOrigin. 
Does not display 
publicly on Collections 
Portal.

Term that describes the 
general characteristics of 
an item. A very general 
term that describes 
"isness." Uses a controlled 
vocabulary, which can be 
found here. Common 
terms include text, still 
image, and moving 
image.

Language of the Type of 
Resource term. Use ISO-
639-3 language codes.

Checkbox to indicate that 
the person creating 
descriptive metadata has 
finished with that particular 
row.
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Collection Identifier Collection Name Employee Name Identifier Title TitlePrimary TitleLang TitleType Subtitle Title2 Title2Lang Contributor ContributorPrimary ContributorType Contributor2 Contributor2Type RoleTerm RoleTermPrimary Role2Term Role3Term
DateCreated or 
DateIssued

DateCreatedEnd or 
DateIssuedEnd DateQualifier Description DescriptionLang Description2 Description2Lang AccessRestrictions Rights LangTerm LangCode LangCode2 Lang2Term Repository RepositoryLang PlaceOfPublication PlaceOfPublicationPrimary PlaceOfPublicationLang Publisher PublisherLang SourceCollection SourceCollectionLang SourceCollectionIdentifier FileFormat Extent Form/Medium Form/MediumLang Form/MediumSpa LanguageOfCataloging MODSSource MODSSourceLang MODSRecordOrigin MODSRecordOriginLang SubjectTopic SubjectTopicLang SubjectTopicSpan SubjectGeo SubjectGeoLang SubjectGeoSpan SubjectTemporal SubjectTemporalLang SubjectTemporalSpan SubjectName SubjectNameType Genre GenreLang GenreSpan RelatedResource RelatedResourceLang RelatedResourceIdentifier

Note (General -- Record 
this term in NoteType) NoteType NoteLang

Note (Citation -- Record 
this term in NoteType) Note2Type Note2Lang

Note (Condition -- 
Record this term in 
NoteType)

Note (Description -- 
Record this term in 
NoteType) TypeOfResource TypeOfResourceLang Completed?



If available, use the DAMS identifier for the collection; if 
unavailable, provide the file path or link to the collection.

Name of the full 
collection in the DAMS.

Name of the person 
working on the metadata 
in that row.

Unique identifier for the 
item. 

Title should be the original 
resource title. Can repeat. 
For transliterated or 
alternative titles, these can 
be placed in 
secondary/tertiary etc. title 
fields.

Relationship of 
the title to the 
resource. If they 
are the main 
title to the 
resource, enter 
"primary" If not, 
leave blank.

Language of the 
title; use ISO-
639-3 language 
codes. If the 
title has multiple 
languages, use 
"mul." 

Indicate if the 
title is a uniform 
or translated 
title.

Subtitle should be 
the original 
resource subtitle.

Title can 
represent an 
alternative, 
translated, or 
anciliary title.

Language of the title; use ISO-
639-3 language codes. If the 
title has multiple languages, 
use "mul."

Main contributor to the creation 
or development of the resource. 
Format as Last Name, First 
Name. If no contributor 
available, enter in "no 
attribution".

Relationship of the 
contributor to the 
resource. If they are 
the main contributor 
to the resource, enter 
"primary" If not, 
leave blank.

Indicates if the 
contributor is a 
person, family, or 
organization. Uses a 
controlled 
vocabulary. If no 
contributor available, 
enter in "not 
applicable."

Terms describing the role a 
contributor took to create or 
develop the resource. Use 
terms from marcrelators, 
AAT, or LCGFT. Indicate 
what authority used by 
using a slash, Ex. 
"painters/aat"

Relationship of the 
contributor to the 
resource. If they are 
the main contributor 
to the resource, 
enter "primary" If 
not, leave blank.

When the item was 
created or issued. 
DateIssued can only be 
used with Book and 
Publication data models. 
Format dates in YYYY-
MM-DD format. Ex. 
1980.  If you don't have 
the month or day, 
structure it as "1980" 
or "1980-05" If you want 
to express that a full 
date may exist, use 
XX's. Ex. 1980-XX-XX. 
Used for search facets in 
Collections Portal.

When the item was 
completed. Format 
dates in YYYY-MM-DD 
format. Ex. 1980.  If you 
don't have the month 
or day, structure it as 
"1980" or "1980-05" If 
you want to express that 
a full date may exist, 
use XX's. Ex. 1980-XX-
XX.

Describing the kind of 
date, such as an 
approximate or 
questionable date. Use 
these qualifiers in lieu of 
using question marks in 
dates.

A short paragraph 
describing the content of 
the resource.

Language of the description 
given. Use ISO-639-3 
language codes. 

Can use 
multiple 
descriptions for 
transcriptions of 
materials or 
generalized 
collection 
information. 
Can also use 
for translations 
of descriptions. 

Language of the description 
given. Use ISO-639-3 language 
codes. Required.

Information about 
access to resources. 
Uses a controlled 
vocabulary: Public 
Access, Metadata 
only. Other options 
include: UT EID only, 
Private, and Password 
protected. Using these 
three latter options 
means the item cannot 
be published to the 
Collections Portal. Used 
for search facets in 
Collections Portal.

Link to an 
appropriate 
rights statement 
for the item.See 
list of available 
rights 
statements 
here.

Language of the 
resource. Used 
for search 
facets in 
Collections 
Portal.

Language of the 
resource. Use 
ISO-639-3 
language 
codes.

Additional 
languages are 
not required.

Additional 
languages are 
not required.

Institution that holds the original 
materials. Use a term from this 
controlled vocabulary. Other 
repositories can be added by contacting 
Mirko Hanke. Used for search facets in 
Collections Portal.

Language of the 
Repository term. Use 
ISO-639-3 language 
codes.

Name of place where 
publication, release, 
distribution, manufacture, 
or other means of origin 
for the item occurred. 
Used for search facets in 
Collections Portal. Use 
LCSH, Geonames, or 
local terms.

Relationship of the place of 
publication to the resource. If 
they are the main location to 
the resource, enter "primary" If 
not, leave blank.

Language of the Place of 
Publication term. Use ISO-
639-3 language codes.

Name of the 
individual or group 
responsible for 
creating the 
resource.

Language of the 
Publisher term. Use 
ISO-639-3 language 
codes.

Name of the wider 
collection the item is a 
part of. Source Collection 
is used to create the 
folder/container structure 
within the DAMS.

Language of the Source 
Collection name. Use ISO-639-3 
language codes.

Identifier of the Source 
Collection. Some Source 
Collections will have their own 
distinct identifiers. This is not 
common. Identifers can be 
expressed as URIs, PIDs, or as 
free text.

File format of the 
resource. Contains a 
controlled vocabulary, 
full list can be found 
here. Most common 
terms used include 
image/tiff, video/mp4, 
and text/pdf.

The amount of a 
resource. Can vary 
widely. Examples 
include number of 
pages, duration of an 
A/V resource, or 
number of photographs 
and their dimensions. 
Multiple values need to 
be expressed in the 
same column, separate 
with commas. Ex. 3 
pg, 10 photos

The physical or digital 
form of the resource. More 
general than a genre term. 
(Ex. "painting" as 
form/medium, 
"landscapes" as genre 
term) Use terms from 
AAT, LCGFT, TGM, or 
local terms. Indicate 
authority by using slashes. 
Ex. "paintings/aat"

Language of the 
Form/Medium term. Use 
ISO-639-3 language 
codes.

Spanish translation of 
form/medium terms. If 
translated, should use 
PANA-created terms or 
terms using the PANA 
workflow. For more 
information, contact Alex 
Suarez and Devon 
Murphy.

Language of the record. Use 
ISO-639-3 language codes. 
Should be used if at least one 
field is in another language.

Name of the organization that 
created or modified the 
metadata record. Default entry 
is always University of Texas 
Libraries.

Language of the MODS 
Record Source statement. 
Use ISO-639-3 language 
codes.

Name(s) of the individual 
or groups responsible for 
the creation and/or 
modification of a record. 
Information should include 
the name, the action 
performed, and the date 
the action was completed. 
Ex. "Metadata created 
by Devon Murphy, 
07/22" 

Language of the MODS 
Record Origin statement. 
Use ISO-639-3 language 
codes.

Terms describing the 
content of the resource. 
Use LCSH, AAT, or local 
terms. At least one 
English term is required. 
Used for search facets in 
Collections Portal.

Language of the Subject Topic 
term. Use ISO-639-3 language 
codes.

Spanish translation of 
subject terms. If 
translated, should use 
PANA-created terms or 
terms using the PANA 
workflow. For more 
information, contact Alex 
Suarez and Devon 
Murphy.

Terms describing the 
geographic content of the 
resource (not the location 
of where it was made, but 
any places the resource is 
about.) Use LCNAF, 
Geonames, or local terms.

Language of the Subject 
Geographic term. Use ISO-
639-3 language codes.

Spanish translation of 
subject terms. If 
translated, should use 
PANA-created terms or 
terms using the PANA 
workflow. For more 
information, contact Alex 
Suarez and Devon 
Murphy.

Terms describing time 
periods/eras that are the 
subject of the resource. 
Use terms from LCSH, 
AAT, or local terms. Used 
for search facets in 
Collections Portal.

Language of the Subject 
Temporal term. Use ISO-
639-3 language codes.

Spanish translation of 
subject terms. If 
translated, should use 
PANA-created terms or 
terms using the PANA 
workflow.  For more 
information, contact Alex 
Suarez and Devon 
Murphy.

Terms describing 
individuals or 
organizations that are the 
subject of the resource. 
Use LCNAF, ULAN, or 
local terms.

Indicates if the contributor 
is a person, family, or 
organization. Uses a 
controlled vocabulary. If 
no contributor available, 
enter in "not applicable."

Terms describing the 
specific type of resource 
or "isness" of the item. 
Generally are more 
specific than 
Form/Medium terms. Ex. 
"landscapes" or "horror 
films." Use terms from 
AAT, TGM, LCGFT, or 
local terms. If more than 
one, indicate which is the 
main genre, Ex. 
"Primary/Genre Term"  
Used for search facets in 
Collections Portal.

Language of the Genre 
term. Use ISO-639-3 
language codes.

Spanish translation of 
genre terms. If translated, 
should use PANA-created 
terms or terms using the 
PANA workflow. For more 
information, contact Alex 
Suarez and Devon 
Murphy.

If Spanish terms are 
added, also add the 
language tag. Use ISO-
639-3 language codes.

Name of collection or 
resource that the asset 
maintains a relationship 
to. (Can be part of another 
institution's digital 
collections, shared 
consortium or project, or 
digital scholarship 
resource that uses part of 
the original asset.)

Language of the Related 
Resource title. Use ISO-
639-3 language codes.

Identifier of the Related 
Resource. Identifers can be 
expressed as URIs, PIDs, or 
as free text.

Text field to provide extra 
or secondary information 
about a resource. Can 
vary widely, from 
annotations found on 
resource to provenance 
information about the 
specific asset.

Record the type of note 
being used. Uses a 
controlled vocabulary.

Language of the note. Use 
ISO-639-3 language 
codes.

Term that describes the 
general characteristics of 
an item. A very general 
term that describes 
"isness." Uses a controlled 
vocabulary, which can be 
found here. Common 
terms include text, still 
image, and moving 
image.

Language of the Type of 
Resource term. Use ISO-
639-3 language codes.

Checkbox to indicate that 
the person creating 
descriptive metadata has 
finished with that particular 
row.
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Collection Identifier Collection Name Employee Name Identifier Title TitlePrimary TitleLang TitleType Subtitle Title2 Title2Lang PrimaryContributor ContributorPrimary ContributorType RoleTerm RoleTermPrimary
DateCreated or 
DateIssued

DateCreatedEnd or 
DateIssuedEnd DateQualifier Description DescriptionLang Description2 Description2Lang AccessRestrictions Rights LangTerm LangCode LangCode2 Lang2Term Repository RepositoryLang PlaceOfPublication PlaceOfPublicationPrimary PlaceOfPublicationLang Publisher PublisherLang SourceCollection SourceCollectionLang SourceCollectionIdentifier FileFormat Extent Form/Medium Form/MediumLang Form/MediumSpa LanguageOfCataloging MODSSource MODSSourceLang MODSRecordOrigin MODSRecordOriginLang SubjectTopic SubjectTopicLang SubjectTopicSpan SubjectGeo SubjectGeoLang SubjectGeoSpan SubjectTemporal SubjectTemporalLang SubjectTemporalSpan SubjectName SubjectNameType Genre GenreLang GenreSpan GenreLang2 RelatedResource RelatedResourceLang RelatedResourceIdentifier Note NoteType NoteLang TypeOfResource TypeOfResourceLang Completed?

https://www.jstor.org/site/reveal-digital/independent-voices/latino/

Reveal 
Digital/Independent 
Voices Devon Murphy iv_2830155_19710501_01 ¡Basta Ya!, Issue 16 primary spa

Periodico de la 
mission no attribution primary not applicable not applicable primary 1971-05-01

Newsletter containing 
updates on trial of Luis 
Talamantez, reports of 
police brutality in the San 
Francisco area, land rights 
appeals for Mexican 
Americans in New Mexico, 
and several columns on 
supporting political 
prisoners. eng

Issue contains 
some 
descriptions of 
graphic police 
brutality/injury. eng Public Access

https:
//creativecomm
ons.
org/licenses/by-
nc/4.0 English eng Spanish spa

Benson Latin American Collection 
LLILAS Benson Latin American Studies 
and Collections The University of Texas 
at Austin eng San Francisco (Calif.) eng

Los Siete de la 
Raza spa

Reveal 
Digital/Independent 
Voices eng image/tiff 24 p. eng University of Texas Libraries eng

Descriptive metadata 
compiled by Devon 
Murphy, Metadata 
Librarian for Latin 
American Resources, 
2021/10 eng

Political prisoners--United 
States--20th century eng

Presos políticos--Estados 
Unidos--Siglo XX San Francisco (Calif.) eng San Francisco (Calif.) Talamantez, Luis personal newspapers eng periódicos spa ¡Basta Ya! spa 2830155

Tear on fourth page in 
upper left hand corner, 
obscuring text. general eng Text eng

https://www.jstor.org/site/reveal-digital/independent-voices/latino/
https://creativecommons.org/licenses/by-nc/4.0
https://creativecommons.org/licenses/by-nc/4.0
https://creativecommons.org/licenses/by-nc/4.0
https://creativecommons.org/licenses/by-nc/4.0
https://creativecommons.org/licenses/by-nc/4.0




If available, use the DAMS 
identifier for the collection; if 
unavailable, provide the file 
path or link to the collection.

Name of the full collection in the 
DAMS.

Name(s) of the person 
working on the metadata in 
that collection.

Notes about issues in the collection or 
questions about the metadata.

Check when the metadata for a 
batch or the whole collection is 
complete.

Check when the metadata for 
a batch or the whole collection 
has been reviewed for 
completeness.

Check when MODS XML 
records for a batch or 
the whole collection 
have been created. 
NOTE: Subject to 
change after migration

Check when the MODS XML 
records for a batch or the 
whole collection have been 
reviewed. NOTE: Subject to 
change after migration

Check when images have 
been cropped/processed.

Check when all items 
have been ingested 
into the DAMS.

Check when all items have 
been published.

Collection Identifier Collection Name Employee Name Processing Notes Metadata Complete Metadata QC Complete MODS Created MODS QC Complete Image QC Complete Ingest Complete Published


