
Version 4.1 (Rev. 01/18)                                                        Page 1 of 76 

 

 

 

 

 

 

 

 

 

  

DIGITIZATION AND PRESERVATION MANUAL 
Densho Digital Repository Project 

January 2018 



Version 4.1 (Rev. 01/18)                        Page 2 of 76 
 

TABLE OF CONTENTS 
Revision Notes ........................................................................................................................................................................................... 4 

1 Purpose of the manual ....................................................................................................................................................................... 5 

2 Project Overview ................................................................................................................................................................................ 5 

About Densho ........................................................................................................................................................................................ 5 

Mission and History ........................................................................................................................................................................... 5 

Digital Repository ............................................................................................................................................................................... 5 

Collection Policy ................................................................................................................................................................................. 6 

About the Digital Repository Project ..................................................................................................................................................... 6 

Overview ............................................................................................................................................................................................ 6 

Partners .............................................................................................................................................................................................. 7 

Deliverables ....................................................................................................................................................................................... 8 

3 Planning Projects................................................................................................................................................................................ 8 

Setting Goals .......................................................................................................................................................................................... 8 

Knowing Your Audience ......................................................................................................................................................................... 8 

Determining Scope ................................................................................................................................................................................. 9 

Selecting Materials for Digitization .................................................................................................................................................... 9 

Researching Rights and Mitigating Risk ................................................................................................................................................. 9 

Creating a Work Plan ........................................................................................................................................................................... 10 

4 Digitizing materials ........................................................................................................................................................................... 11 

Guiding Principles ................................................................................................................................................................................ 11 

Quality control ................................................................................................................................................................................. 11 

Capture once, use many times ......................................................................................................................................................... 11 

Create a faithful reproduction of the original .................................................................................................................................. 12 

Scan from earliest generation practical ........................................................................................................................................... 12 

Technical issues ................................................................................................................................................................................ 12 

Handling Archival Material .................................................................................................................................................................. 12 

Technical Specifications ....................................................................................................................................................................... 13 

Capture Specifications ......................................................................................................................................................................... 13 

File Types ......................................................................................................................................................................................... 13 

Additional Specifications .................................................................................................................................................................. 15 

File management ................................................................................................................................................................................. 15 

Storage and Organization ................................................................................................................................................................ 15 

File Naming Best Practices ............................................................................................................................................................... 15 

Densho Requirements: Identifiers and File Naming ........................................................................................................................ 16 



Version 4.1 (Rev. 01/18)                        Page 3 of 76 
 

Scanning and Processing Workflows ................................................................................................................................................... 17 

5 Describing materials ........................................................................................................................................................................ 17 

Guiding Principles ................................................................................................................................................................................ 17 

Purpose of Metadata ....................................................................................................................................................................... 17 

Metadata Principles ......................................................................................................................................................................... 17 

Metadata Standards ............................................................................................................................................................................ 17 

Controlled Vocabulary ......................................................................................................................................................................... 19 

Purpose of Controlled Vocabularies ................................................................................................................................................ 19 

Types of Controlled Vocabulary ....................................................................................................................................................... 19 

Cataloging Procedures ......................................................................................................................................................................... 20 

6 Preserving Digitization Deliverables ................................................................................................................................................ 20 

Digital Preservation Commitment ....................................................................................................................................................... 20 

Digital Preservation Challenge ............................................................................................................................................................. 21 

Digital Preservation Strategies ............................................................................................................................................................. 21 

Densho Preservation Plan .................................................................................................................................................................... 21 

Appendix A: Partner Application .......................................................................................................................................................... 24 

Appendix B: Partner Agreement .......................................................................................................................................................... 25 

Appendix C: Densho Cataloging Guide ................................................................................................................................................ 26 

Densho Collection Level Metadata Schema ..................................................................................................................................... 26 

Densho Object Level Metadata Schema .......................................................................................................................................... 32 

Densho File Level Metadata Schema ............................................................................................................................................... 39 

Appendix D: Normalization Chart ........................................................................................................................................................ 41 

Appendix E: Controlled Vocabularies ................................................................................................................................................... 42 

Library of Congress Basic Genre Terms for Cultural Heritage Materials .......................................................................................... 42 

Densho Object Type Controlled Vocabulary .................................................................................................................................... 45 

Densho Facilities Controlled Vocabulary ......................................................................................................................................... 46 

Densho Topics Thesaurus ................................................................................................................................................................ 58 

Appendix F: Additional Resources ....................................................................................................................................................... 75 

Controlled Vocabulary ..................................................................................................................................................................... 75 

Copyright .......................................................................................................................................................................................... 75 

Digitization Guidelines ..................................................................................................................................................................... 75 

Digital Preservation .......................................................................................................................................................................... 76 

Digitization Project Planning ............................................................................................................................................................ 76 

User Analysis .................................................................................................................................................................................... 76 

 



Version 4.1 (Rev. 01/18)                        Page 4 of 76 
 

 

REVISION NOTES 
Changes to version 4.1 of the Digitization and Preservation Manual include: 

 Edited version of the Collection and Object Metadata tables. See Appendix B 
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1 PURPOSE OF THE MANUAL 
This manual has been developed as a tool to assist partners in planning and completing digitization 

projects. Densho is committed to assisting cultural heritage institutions interested in participating in the 

Digital Repository Project by undertaking digitization projects and contributing content to the repository. 

Successful projects strengthen Densho’s mission to educate, preserve, collaborate and inspire action for 

equity for the Japanese American community. Following these guidelines will enhance the quality of your 

project’s execution and deliverables. 

In an effort to encourage discovery and contribution of materials from a wide variety of cultural heritage 

institutions, the guidelines within this manual have been designed to ensure quality projects while 

remaining flexible and feasible to execute by small organizations with limited resources and novice skill 

sets. Organizations with greater resources who wish to exceed these minimum standards should contact 

Densho to collaboratively expand upon these basic guidelines within the scope and capabilities of the 

Digital Repository Project. 

2 PROJECT OVERVIEW  

ABOUT DENSHO  

 
M ISSION AND H ISTORY  

Densho's mission is to preserve the testimonies of Japanese Americans who were unjustly incarcerated 

during World War II before their memories are extinguished. We offer these irreplaceable firsthand 

accounts, coupled with historical images and teacher resources, to explore principles of democracy and 

promote equal justice for all. 

Densho’s initial goal of documenting oral histories from Japanese Americans who were incarcerated 

during World War II evolved into a mission to educate, preserve, collaborate and inspire action for equity. 

Densho uses digital technology to preserve and make accessible primary source materials on the World 

War II incarceration of Japanese Americans. We present these materials and related resources for their 

historic value and as a means of exploring issues of democracy, intolerance, wartime hysteria, civil rights 

and the responsibilities of citizenship in our increasingly global society. We encourage use of these 

resources to expand awareness of our country's diverse history, to stimulate critical thinking, to develop 

ethical decision-making skills, and to help ensure that democratic principles are upheld now and in the 

future. 

Densho is a Japanese term meaning ‘to pass on to the next generation,’ or to leave a legacy. The legacy 

we offer is an American story with ongoing relevance: during World War II, the United States government 

incarcerated innocent people solely because of their ancestry. 

 

D IGITAL REPOSITORY  

The Densho Digital Repository holds more than 900 visual histories (more than 1,700 hours of recorded 

video interviews) and thousands of historic photos, documents, and newspapers. The archive is growing 

as Densho continues to record life histories and collect images and records. These primary sources 

document the Japanese American experience from immigration in the early 1900s through redress in the 

1980s with a strong focus on the World War II mass incarceration. 
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The Digital Repository provides these resources to students, teachers, researchers, and the general public 

for educational purposes. The video interviews are fully transcribed and segmented for ease of viewing. 

The interviews and images are indexed by topic, location and chronology, and can be searched using 

keywords. Visit densho.org to access contextual historical background, downloadable curriculum, 

encyclopedia articles, and online exhibitions featuring interview clips, documents, and photos excerpted 

from the archive. 

Visit the Densho Digital Repository at: http://ddr.densho.org/  

 

COLLECTION POLICY  

Densho collects materials that support its mission to encourage the examination of democracy, 

intolerance, wartime hysteria, civil rights, and the responsibilities of citizenship in our increasingly global 

society through a close examination of the World War II incarceration of Japanese Americans. These 

materials complement Densho’s education program, online encyclopedia, and visual histories.  Although a 

majority of the collections are from the war years, Densho also collects materials that provide a more 

complete understanding of the Japanese American experience, ranging from the late 1800s through the 

present. While there is significant coverage of the West Coast, Densho does not limit its geographical 

scope to one area, aiming rather for a national collection that represents the full scope of the Japanese 

American experience.  

Densho provides materials to students, teachers, researchers, scholars, professionals, and the general 

public for educational purposes. The materials include: visual histories, newspapers, magazines, 

photographs, personal letters and diaries, government papers, scholarly papers, audio/visual recordings, 

informational data sets, scrapbooks, and artwork. Densho’s collections are particularly strong in areas 

related to the ten War Relocation Authority concentration camps, including photographs and the main 

camp papers.  We are especially interested in rare or unique materials that fall outside of our areas of 

strength.   

Densho uses digital technology to preserve and provide access to the collections. As such, Densho does 

not collect physical materials but rather digitizes them to be made accessible through the Densho Digital 

Repository. Access to materials is acquired through loans, both private and institutional, and through 

donations. For loans, Densho digitizes the materials and returns the originals to the owners, receiving 

rights permissions through a signed release form. For donations, Densho digitizes the materials and then 

finds an appropriate organization to preserve the originals, receiving rights and ownership permissions 

through a deed of gift.   

 
ABOUT THE DIGITAL REPOSITORY PROJECT  

 
OVERVIEW  

Densho received and continues to receive multiple grants to create and enhance a web accessible 

repository for community and historical organizations for their digital objects related to the incarceration 

sites. The repository includes a broad range of materials to help understand the confinement sites, 

including materials from the prewar, wartime, and postwar eras. For example,  

 Photographs, stories and documents from prewar Japanese American communities will 

demonstrate what people lost when they were sent to an incarceration site 

http://ddr.densho.org/
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 Wartime materials from the camps, along with materials from places like Hawai’i and the East 

Coast, and about Japanese Americans in Japan provide a diverse picture of the experiences of 

Japanese Americans during World War II 

 Postwar materials examining resettlement, community building, and the efforts to seek redress 

will also be collected and preserved, as they help interpret the story of the incarceration sites 

This project addressed the critical need for long-term digital preservation of historic photographs, 

documents, oral histories, home movies, personal letters and diaries related to the prewar, wartime, and 

postwar impact of the incarceration of Japanese Americans.  

 This project provided a cost effective way to preserve a large number of these at-risk materials 

using digital technology and standard archival practices 

 This project made high resolution digital copies of photographic, audio/visual, and document 

resources 

 This project helped partnering organizations digitize physical collections, providing a high 

resolution copy in case of loss or deterioration of the physical object 

 Densho will continue to actively reach out to the Japanese American community both directly 

and through partnering organizations to solicit not-yet-preserved, important historic materials 

for digital preservation 

In addition to preserving the materials, Densho makes them easily accessible over the web for educational 

and research purposes. Objects are catalogued, searchable, and organized in a way that repository visitors 

will be able to quickly find what they want from the convenience of their home, classroom, or office. The 

easy access makes these valuable materials much more available to students, teachers, filmmakers, 

writers, journalists, curriculum developers, website developers, Japanese American community 

organizations, camp preservation groups, etc.  It also increases the amount and quality of education and 

interpretation of the incarceration sites and their relevance to other topics dealing with civil rights, 

immigration, and national security.  

 

PARTNERS  

The Digital Repository project continues Densho’s online digital strategy by creating a partnership with 

multiple like-minded heritage organizations that possess important collections related to the World War II 

experiences of Japanese Americans and who want to expand their digital preservation efforts. This project 

brings more ideas and resources to the digitization and sharing of materials critical to the education and 

interpretation of the World War II incarceration of Japanese Americans.   

As this project continues, efforts will be made to add other organizations to this collaboration. Helping 

this effort will be the Archive Partner Kit, which will give detailed explanations and directions on how a 

new organization could create its own online collection and add its materials to this collection. Collectively 

Densho and the partnering organizations will populate the archive with over 100,000 digital objects. 

Currently joining Densho as partnering organizations will be: 

 Japanese American National Museum (CALIFORNIA) 

 Japanese American Museum of San Jose (CALIFORNIA) 

 Heart Mountain Wyoming Foundation (WYOMING) 

 Oregon Nikkei Endowment (OREGON) 

 Japanese Cultural and Community Center of Hawai’i (HAWAI’I) 
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 Hawai’i Times Photo Archives Foundation (HAWAI’I) 

 Manzanar National Historic Site (CALIFORNIA) 

 The Pacific Citizen (CALIFORNIA) 

 CSU Japanese American Digitization Project (CALIFORNIA) 

DELIVERABLES  

The key activities and deliverables of the grant project are to:  

 Build a digital repository that is sustainable, standards-based, and provides easy access to 

materials 

 Develop policies, procedures, and tools for community and historical organizations to digitally 

preserve their content with the digital archive system 

 Populate the digital archive with important photographic, audio/visual, and document resources 

(approximately 100,000 objects) 

 

3 PLANNING PROJECTS  
Deciding to collaborate with Densho and contribute to the Digital Repository project is a significant step towards improving 

access to and preservation of your archival collections. Digitization of archival materials has the potential to increase the 

accessibility of your collections, while simultaneously providing a preservation benefit by reducing the frequent handling of 

originals. Before digitizing any materials, however, it is critical to carefully plan your project. A project’s overall success hinges 

on several key components: 

 

SETTING GOALS  
What are you trying to achieve? Answers to these questions will drive the policies and procedures of your 

project: 

 How does the project fit within the mission and goals of your organization? 

 Is your goal to broaden access through online discovery and delivery? 

 Are you trying to enhance access by creating digital surrogates with improved features, such as 

adding full-text search capability or subject indexing?  

 Is digitization being used as a preservation measure for originals in danger of deterioration or 

loss?  

 Or, is it all of the above?  

 

KNOWING YOUR AUDIENCE  
Many a digitization project has been undone by choosing content and technology without taking into 

consideration the end-user. Pay careful attention to identifying your target user community and getting to 

know their needs and expectations before finalizing the scope of your project.  

Useful user analysis tools include: 

 Creating user personas which result in a “fictional character” bearing all the characteristics of a 

typical user group, such as demographics, roles and responsibilities, goals, needs and 

expectations, common behaviors, personality and motivation, and environment and context 
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 Conducting focus groups and/or surveying “real” members from different target audiences to 

solicit direct feedback about research interests and approaches 

 Developing use cases and scenarios to walk through events and actions from a user perspective 

and understand the user’s research experience 

 Observing users in action and accessing reference staff’s knowledge derived from working 

directly with users 

Please see Appendix F for additional resources concerning user analysis. 

AS AN EXAMPLE, DENSHO’S FOUNDING COMMUNITY IS THE JAPANESE AMERICAN ELDERS OF THE PACIFIC 

NORTHWEST REGION WHO SURVIVED THE WORLD WAR II CAMPS AND CHARGED DENSHO WITH THE 

RESPONSIBILITY OF TEACHING FUTURE GENERATIONS. TODAY, DENSHO’S DIVERSE USERS AND SUPPORTERS 

INCLUDE STUDENTS, TEACHERS, HISTORIANS, LEGAL SCHOLARS, JOURNALISTS, FILMMAKERS, THE JAPANESE 

AMERICAN COMMUNITY, OTHER ETHNIC COMMUNITIES, AND THE GENERAL PUBLIC.  

 
DETERMINING SCOPE  
Once you have set the goals for the project and developed an understanding of your target audience, the 

next step is to determine the nature and quantity of materials to be digitized, as well as more detailed 

project objectives. Clearly defining the scope of a project from the beginning will help avoid “scope 

creep”, the ever-increasing addition of more components to a project. An unchecked project scope can 

result in overages of cost and time, which is of particular concern for grant-funded projects. When 

determining the overall scope of a project, carefully consider your goals, the needs of your collections and 

users, potential legal rights issues, and your available resources. 

 

SELECTING MATERIALS FOR D IGITIZATION  

Develop a standardized list of criteria on which to base your selection of archival materials for digitization. 

The following are commonly used criteria: 

 Determination of significant historical value  

 Demonstration of frequent use or direct request for digitization by researchers 

 Uniqueness of the archival material 

 Processing status and quality of existing description 

 Conditions governing access and use due to copyright or donor restrictions 

 Physical condition and preservation needs of the archival material 

 Degree of benefit from value-added features (i.e. full-text searching) 

 Technical feasibility to create digital masters of sufficient quality 

 Adequate technical infrastructure to support storage and long-term preservation of digital 

masters 

 

RESEARCHING RIGHTS AND MITIGATING RISK  
When considering the duplication of archival materials not within the public domain, to protect 

themselves cultural heritage organizations typically rely on the “fair use” doctrine codified in Section 107 
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of title 17 of the U.S. Code. This code permits the reproduction of materials for scholarship purposes 

based on the consideration of four factors: 

 The purpose and character of the use, including whether such use is of commercial nature or is 

for nonprofit educational purposes  

 The nature of the copyrighted work  

 The amount and substantiality of the portion used in relation to the copyrighted work as a whole  

 The effect of the use upon the potential market for, or value of, the copyrighted work  

While this approach has traditionally been sufficient in the “paper world,” there is still considerable 

uncertainty and debate as to whether digitization and delivery of digital surrogates on the web constitute 

fair use. The safest course is to only digitize and virtually deliver materials for which you can identify and 

obtain permission from the copyright holder. In situations where this course of action is impractical, it is 

up to the individual institution and its legal counsel to evaluate whether the doctrine of fair use would 

apply and the degree of risk the organization is willing to take.  

In all cases, especially those where the distinction between fair use and copyright infringement are 

unclear, it helps to mitigate risk by: 

 Clearly documenting in writing all efforts to determine the copyright status and holder of 

materials, as well as attempts made to contact copyright holders and any responses received 

 Clearly documenting in writing consideration of each of the four factors in determining fair use 

 Requiring users to “register” and/or acknowledge and agree to the terms of the U.S. Copyright 

Law before accessing materials online 

 Including rights statements describing the known copyright status and holder of individual 

materials  

 Displaying lower quality “access” copies of materials, perhaps with watermarks, and requiring 

users to contact the archive for higher quality images 

 Providing take-down policies and disclaimers 

When in doubt, consult with a copyright attorney. Densho cannot advise partners on whether digitization 

and contribution of certain materials constitutes fair use or a violation of copyright law. Please see 

Appendix F for additional resources concerning copyright.  

DENSHO ENCOURAGES THE USE OF CREATIVE COMMONS LICENSES WHEN POSSIBLE TO MAKE IT EASIER TO 

USE REPOSITORY CONTENTS IN NON-COMMERCIAL PROJECTS FOR EDUCATION, INTERPRETATION, AND 

RESEARCH. CREATIVE COMMONS LICENSES PROVIDE SIMPLE, STANDARDIZED ALTERNATIVES TO THE “ALL 

RIGHTS RESERVED” PARADIGM OF TRADITIONAL COPYRIGHT. WITH A CREATIVE COMMONS LICENSE, 

OWNERS KEEP COPYRIGHT BUT ALLOW PEOPLE TO COPY AND DISTRIBUTE PROVIDED THEY GIVE PROPER 

CREDIT. THE COPYRIGHT FOR ANY MATERIALS SUBMITTED FOR INCLUSION IN THE DENSHO DIGITAL 

REPOSITORY, THEREFORE, SHOULD BE HELD BY THE SUBMITTING INDIVIDUAL OR ORGANIZATION AND BE 

GOVERNED BY A CREATIVE COMMONS LICENSE. IF THIS IS NOT THE CASE, PLEASE CONTACT DENSHO FOR 

FURTHER DETAILS. 

 
CREATING A WORK PLAN  
Once you have determined the project goal, audience, and scope, the next step is to create a detailed 

work plan describing what you intend to accomplish, how and when you will execute the project, and the 
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resources you will need to do so. A comprehensive work plan should include the following key 

components: 

 Project Summary: provide a brief overview of the project’s primary goal, target audience, and 

scope as determined during the initial planning process 

 Objectives and Deliverables: list the project’s measureable objectives (i.e. benefits and 

outcomes) and key deliverables (i.e. tangible results) 

 Staffing: describe the necessary staff/vendor roles, time, and skills and expertise, as well as any 

hiring, reallocation, and/or training  

 Infrastructure: describe the necessary digitization equipment, computer hardware and 

software, facility space, workstations, electronic storage, networking, etc.  

 Budget: create a detailed budget covering the cost of staffing and infrastructure 

 Timeline: specify the individual process steps along with their duration, start and end dates, 

assigned staff, and any dependencies, being sure to include time to prep the materials, hire and 

train staff, and evaluate and select vendors, software, and equipment 

 Risks: indicate any potential risks that could delay or derail the project throughout the process 

and explain how you intend to avoid or minimize the impact of those risks 

Please see Appendix F for additional resources concerning project planning.  

IN ADDITION TO RESPONSIBILITY FOR THE MAINTENANCE OF THE DIGITAL REPOSITORY SOFTWARE AND 

STORAGE, DENSHO STAFF IS AVAILABLE TO PROVIDE PROJECT DEVELOPMENT CONSULTATION, TRAINING, 

AND TECHNICAL SUPPORT.  

 

4 DIGITIZING MATERIALS  

 
GUIDING PRINCIPLES  
This section was adapted primarily from the Proposed Digital Imaging Standards and Best Practices for the 

Indiana Memory and LSTA Digitization Projects. 

QUALITY CONTROL  

Structured quality control is essential to a good digitization project. An effective project involves detailed 

workflow consisting of multiple steps, including digitization assessment, benchmarking, scanning, 

metadata creation, quality assessment, and file management. Moreover, all these steps are based on 

careful adherence to specific criteria, guidelines, best practices, and professional standards. To ensure the 

quality digitization necessary to provide preservation benefits in addition to access, the digitization of all 

archival material for any purpose will be conducted only by trained staff and under the supervision of a 

qualified Project Lead.  

CAPTURE ONCE ,  USE MANY TIMES  

Digitization is expensive, time-consuming, and requires extensive handling of original materials. Any 

digitization should focus on creating high-quality master images from which many derivative images can 

be created for specific uses (e.g., web delivery). The master image should capture all "important" 

information from the original material, which should be explicitly defined for each digitization project. The 
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master image should also be flexible enough to allow derivatives to be created, meeting a wide variety of 

current and future needs. Therefore, no image processing (such as sharpening) should be done to the 

master file. The best practices described in this document are designed to achieve this goal of flexibility.  

CREATE A FAITHFUL REP RODUCTION OF THE ORI GINAL  

Digital surrogates should look as close as possible to the original material from which they were derived. 

Many cultural heritage materials are aged and may show signs of damage from years of wear and tear. 

For example, black and white photographs can yellow over time, or there may be breakage around the 

edge of the pages of a diary from the 1800’s. It is tempting to eliminate those signs of aging by digitally 

erasing a tear in the paper, cropping items so as to hide damaged areas, or color-correcting images to get 

rid of evidence of sun damage or discoloration. It is important not to take these measures, as these 

“imperfections” are often of interest to artists, historians, archaeologists, archivists, and researchers for a 

variety of reasons. There are some red, orange, and fluorescent hues that will not look exactly like the 

original no matter what digital imaging software is used to achieve a color balance, but digital scanning 

technicians should do their best to ensure that digital surrogates are faithful to the look and condition of 

the original material.  

SCAN FROM EARLIEST GE NERATION PRACTICAL  

As copies are made of analog materials, each generation loses some detail. From a photographic negative 

to a print to a copy negative, from a book to microfilm, there is generational loss of information. To 

capture the most information in a scanned image, always use the earliest generation of the original 

material that it is practical to use. In general, scanning from negatives rather than prints and scanning 

from original printed material rather than microfilm or photocopies is preferable. However, there are 

cases where practical considerations dictate using a second- or third-generation original as the source of a 

scanned image. A set of cracked or broken glass-plate negatives might benefit from professional printing, 

then scanning the prints. A large series of bound volumes that have been microfilmed would be 

considerably cheaper to scan from microfilm rather than to unbind the volumes for scanning or invest in 

expensive face-up scanning equipment. In these cases, a determination must be made if images created 

from later-generation originals can still meet the flexibility goals of master images for the project.  

TECHNICAL ISSUES  

When setting technical specifications for digitization projects, higher is not always better. There is no 

advantage to scanning at a resolution higher than what is needed to capture the amount of detail on the 

original. In fact, there is a large disadvantage to this practice in that this excess resolution adds file size 

without adding detail to the digital image. The guidelines in this document are designed to help 

determine appropriate specifications and ensure files are as large as they need to be, but no larger. A 

digitization program should also employ some sort of color management solution to ensure scanners, 

monitors, and printers all represent image color accurately. Finally, using digitization equipment 

appropriate to the materials being scanned is essential to an effective digitization project. Never use a 

scanner at a resolution setting above its listed optical resolution (known as an interpolated resolution).  

 

HANDLING ARCHIVAL MATERIAL  
 
N O T E :  If you do not feel comfortable handling the material in this way, or have any questions or 
concerns, contact the appropriate staff members BEFORE attempting to clean archival material. 
 

 Wear gloves when handling photographic materials. 
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 Be careful to maintain the archival organization of any folders, boxes, albums, etc.  

 If there are multiple copies of an item you are digitizing, whenever possible, scan from the most 

original copy available. In the case of photographic materials, frequently the original copy is a 

negative. 

 If the item is dirty you may need to perform some basic cleaning in order to produce a quality 

scan. 

 To remove dust, use a soft anti-static brush. Extra care must be used when spraying compressed 

air at archival material. Hold the can at least a foot away from the material, and spray gently 

from the center of the item to the edges. 

 If there is debris that sticks to the material it can be wiped off gently using a clean microfiber 

cloth or document cleaning pad. Be careful not to scratch the surface of the photographic 

materials. 

 If there is particularly stubborn debris stuck to photographic material, use Pec-21 cleaner and 

pads to remove it. Again, here it is especially important to be gentle and careful as it is easy to 

damage the material during any type of chemical cleaning. 

 If a photographic print has writing on the front and it is informative, gently copy the information 

on to the back of the print using a special photo pencil before cleaning the photo. If the writing 

has integral significance to the image, consider making a scan of the image as it is. 

 Use the appropriate film holders and guides to support and align slides and negatives during 

scanning. 

 Close the scanner lid gently. 

 Do not leave original material in the scanner when it is not being scanned. 

 

TECHNICAL SPECIFICATIONS  
Technical guidelines are based on the parameters specified in “U.S. National Archives and Records 

Administration (NARA) Technical Guidelines for Digitizing Archival Materials for Electronic Access: 

Creation of Production Master Files – Raster Images” (June 2004) and in the Federal Agencies Digitization 

Initiative’s “Technical Guidelines for Digitizing Cultural Heritage Materials” (2010). Modifications have 

been made in an effort to balance flexibility of use, storage space concerns, and work efficiency. 

 
CAPTURE SPECIFICATIONS  

F ILE TYPES  

The following file types will be created for each digital object: 

 Master – uncompressed, high-resolution, unedited master file that includes the color target if 

present. This file should receive highest level of preservation. 

 Mezzanine – compressed, high-resolution, edited master file from which the color target if present 

has been cropped and additional edits performed. This file should receive level of preservation in line 

with minimizing need to conduct editing work over again. 

 Derivative – compressed, low-resolution service file derived from the mezzanine file. This file will be 

provided to researchers for scholarly use only, and included in the Digital Repository if there are no 

restrictions on public access. 

Partners will be responsible for creating both master and mezzanine files. Densho will create the 

derivatives after ingest in the Digital Repository. 
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File Type Photographic prints digitized 
with a flatbed scanner (black-
and-white, monochrome, color) 
– reflective scanning 

Photographic film/originals digitized 
with a flatbed scanner (black-and-
white, color) – transmission scanning 

Textual documents digitized with a 
flatbed scanner 

Objects digitized with the BookDrive 
scanner or copy stand (e.g. 
newspapers, books, oversized still 
images) 

Master Unedited, 48-bit color, 4000 

pixels along the long dimension 

or minimum 600 ppi, TIFF with 

color target (if there is writing on 

the back scan the second side at 

24-bit color)* 

Unedited 16-bit grayscale (for black-

and-white) or 48-bit color (for color 

and monochrome), 4000 pixels along 

the long dimension or minimum 600 

ppi, TIFF with color target* 

Unedited 24-bit color, 4000 pixels 

along the long dimension or 

minimum 600 ppi, TIFF with color 

target (only necessary on the first 

page of a multi-page document)* 

Unedited, JPEG set at the highest 

quality image capture with color 

target (only necessary on the first 

page of a multi-page document) 

Mezzanine Edited (image correction 

performed and color target 

cropped out), 24-bit color,  4000 

pixels along the long dimension 

or minimum 600 ppi 

Single-Sided Photographs 
Lossless TIFF 
 
Multi-Sided Photographs 
Lossless TIFF of the front of the 
photo AND 
Multi-page PDF/A 

Edited (image correction performed 

and color target cropped out), 16-bit 

grayscale or 24-bit color, 4000 pixels 

along the long dimension or minimum 

600 ppi, lossless TIFF 

Edited (image correction performed 

and color target cropped out), 24-bit 

color, 4000 pixels along the long 

dimension or minimum 600 ppi  

Single-Page Documents 
Lossless TIFF 
 
Multi-Page Documents 
Multi-page PDF/A 

Edited (image correction performed 

and color target cropped out), 24-bit 

color,  4000 pixels along the long 

dimension or minimum 600 ppi 

Oversized Still Images 
JPEG and PDF/A 
 
Newspapers/Books 
Multi-page PDF/A 

Derivatives Derived from the Mezzanine file Derived from the Mezzanine file Single-Page Documents 
Derived from the Mezzanine file 
 
Multi-Page Documents 
Derived from the Mezzanine files 

Oversized Still Images 
Derived from the Mezzanine file 
 
Newspapers/Books 
Derived from the Mezzanine files 
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ADDITIONAL SPECIFICATIONS  

 When possible, cropping will be to Library of Congress Standards – i.e. all page edges will be visible in 

each scan. As a result, documents shot against a black background will show a thin black border 

around each image. Images shot against a white background will show a thin white border.  

  When scanning photographic materials, color targets will typically be shot ‘in frame’ for every 

individual image. They will remain part of the master file and will be cropped out for all derivatives. 

When scanning textual materials, color targets will typically be shot only for the first page scanned. 

  Scan the backs of photographic prints if there is information written there. 

 
FILE MANAGEMENT  

STORAGE AND ORGANIZATION  

Storage of digital object files should be centralized with files organized consistently in a hierarchical folder 

structure.  

D E N S H O  RE C O M M E N D A T I O N S :  F O L D E R  S T R U C T U R E  

Base the folder structure first on the collection and then on the partner file versions: Master and 

Mezzanine. The highest level of the folder structure should contain the name of the collection and the 

collection ID retrieved from the Densho ID Service tool that can be accessed at 

http://partner.densho.org/workbench. 

For example:  

 

 
 
F ILE NAMING BEST PRACTICES  

 Consistency. The most important rule of file-naming is to be consistent. Regardless of the naming 

conventions chosen, it is only effective if everyone follows the rules consistently. 

 Content. The file name should include all necessary descriptive information independent of 

where it is stored. Use sufficient elements for easy retrieval and identification, but do not make it 

overly complicated.  

 Order. Elements of the filename should be ordered from general to specific as much as possible. 

 Language. Be consistent with the terminology used when naming files and folder titles. Use the 

terms master, mezzanine, and derivative consistently.  

 Length. Generally about 25 characters is a sufficient length to capture enough descriptive 

information for naming a file. Not all operating systems and software have the same acceptable 

length of file names. Some systems allow up to 256 characters, while others allow far fewer. 

 Delimiters. Use underscores as an element delimiter instead of periods, commas, or spaces. Use 

the hyphen to delimit words within an element or capitalize the first letter of each word within 

an element. Spaces in file names are frequently translated in a Web environment to be read as 

“%20” and can also cause broken links, because word processing tools like Microsoft Word and e-

mail clients like Microsoft Outlook recognize spaces as an opportunity to move to another line. 

 Special Characters. Do not use special characters (\ / : * ? “ < > | [ ] & $ ) in a file name. The 

characters listed above are frequently used for specific tasks in an electronic environment. For 

http://partner.densho.org/workbench
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example, a forward slash is used to identify folder levels in Microsoft products, while Mac 

operating systems use the colon. Periods are used in front of file-name extensions to denote file 

formats such as .jpg and .doc; using them in a file name could result in lost files or errors. 

 Dates and Times. If dates or times need to be included in the filename, format them consistently 

using numerals in sorting order as YEAR-MONTH-DAY or HOURS-MINUTES-SECONDS. 

DENSHO REQUIREMENTS :  IDENTIFIERS AND F ILE NAMING  

There are two levels of identification in the Digital Repository, one is at the collection level and one is at 

the object level. Each collection receives a unique ID that is a combination of “ddr,” the partner 

designation, and a number (ex. ddr-densho-201; ddr-hmwf-23). Each object in a collection also receives its 

own unique ID made up of the collection ID and an additional sequential number (ex. ddr-densho-201-1, 

ddr-densho-201-2; ddr-hmwf-23-10, ddr-hmwf-23-11). 

These IDs get generated when new collections and objects are added to the Densho Digital Repository 

and should be assigned per the instructions in each partner’s “Scanning and Processing Workflows” and 

“DDR Workbench Workflows” documents.  

Any additional files related to that object should maintain the same unique object ID. 

Partner Name Partner Designation Code 

CSU Japanese American Digitization Project CSUJAD 

Densho DENSHO 

Hawai’i Times Photo Archives Foundation/Nippu Jiji 
Photograph Archive 

NJPA 

Heart Mountain Wyoming Foundation HMWF 

Japanese American Museum of San Jose JAMSJ 

Japanese American National Museum JANM 

Japanese Cultural Center of Hawai’i JCCH 

Manzanar National Historic Site MANZ 

Oregon Nikkei Endowment ONE 

The Pacific Citizen PC 

 

S I N G L E - P A G E / I T E M  E N T I T Y  

For digital objects comprised of a single electronic file, use the unique object ID plus and underscore and 

the “master” or “mezz” designation to constitute the file names for all versions. Examples of single-

page/item entities are photographs, with no writing on the back, or one-sided letters. 

 Master file: ddr-densho-4-10_master 

 Mezzanine file: ddr-densho-4-10_mezz 

M U L T I - P A G E / I T E M  E N T I T Y  

For digital objects comprised of multiple electronic files, use the unique object ID to be followed by an 

additional dash and then a sequential number, which maintains and represents the order and 

arrangement of the original archival material. Examples of multi-page/item entities are photographs, with 

writing on the back, or multi-page, double-sided letters. 

 Master files: ddr-densho-13-1-1_master, ddr-densho-13-1-2_master, etc. 

 Mezzanine files: ddr-densho-13-1-1_mezz, ddr-densho-13-1-2_mezz, etc. 
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SCANNING AND PROCESSING WORKFLOWS  
Each partner receives its own custom “Workflows” document. Refer to that for specific instructions on 

scanning and preparing objects for intake into the Densho Digital Repository. 

 

5 DESCRIBING MATERIALS  

 
GUIDING PRINCIPLES  
This section was adapted from the Claremont Colleges Digital Library Metadata Best Practices and the 

NISO A Framework of Guidance for Building Good Digital Collections. 

PURPOSE OF METADATA  

The Digital Repository project descriptive standards provide fundamental guidelines for creating metadata 

records for digital resources. Following these descriptive standards will: 

  Ensure quality control for metadata records 

  Improve discovery of resources 

  Increase interoperability across collections and other digital initiatives 

  Inform users on the digital object structure and necessary technology needed to view the digital 

resource 

  Assist with the management and long-term preservation of digital resources 

 

METADATA PRINCIPLES  

Metadata Principle 1: Good metadata conforms to archival community standards in a way that is 

appropriate to the materials in the collection, users of the collection, and current and potential future 

uses of the collection. 

Metadata Principle 2: Good metadata supports interoperability.  

Metadata Principle 3: Good metadata uses authority control and content standards to describe objects 

and collocate related objects.  

Metadata Principle 4: Good metadata includes a clear statement of the conditions and terms of use for 

the digital object. 

Metadata Principle 5: Good metadata supports the long-term curation and preservation of objects in 

collections. 

Metadata Principle 6: Good metadata records are objects themselves and therefore should have the 

qualities of good objects, including authority, authenticity, archiveability, persistence, and unique 

identification.   

 

METADATA STANDARDS  
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In order for the entities to be consistently and easily ingested and displayed in the Digital Repository, the 

same metadata standard must be used by all partners. There are two levels of metadata required in the 

Digital Repository: the collection level metadata and the object level metadata. 

The collection level metadata schema for the Digital Repository is as follows (* denotes a required field): 

1. Collection ID* 

2. Production Status* 

3. Privacy Level* 

4. Rights* 

5. Title* 

6. Inclusive Dates* 

7. Bulk Dates* 

8. Creator* 

9. Physical Description* 

10. Language* 

11. Contributing Institution* 

12. Abstract* 

13. Notes 

14. Physical Location 

15. Acquisition Information* 

16. Custodial History 

17. Accruals 

18. Processing Information 

19. Restrictions on Access 

20. Restrictions on Reproduction and Use 

21. Preferred Citation* 

22. Biography and History 

23. Scope and Content 

24. Related Materials 

25. Separated Materials 

26. Signature 

With the importance of interoperability in mind, Densho created the collection level metadata schema to 

conform to Encoded Archival Description (EAD) standards and is modeled on EAD Best Practices at the 

Library of Congress (http://www.loc.gov/rr/ead/lcp/index.html).  For a detailed chart describing each 

element and providing examples, please see the Densho Cataloging Guide in Appendix C. 

The object level metadata schema for the Densho Digital Repository is as follows (* denotes a required 

field). Some fields are only found in the metadata spreadsheet and some are only found in the DDR): 

1. Scan ID (temporary and not necessary in the DDR) 

2. Collection* 

3. Object ID* 

4. Publication Status* (only in DDR) 

5. Privacy Level* 

6. Sort* 

7. Title* 

8. Description 

http://www.loc.gov/rr/ead/lcp/index.html
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9. Date(Created) 

10. Location 

11. Creator 

12. Language 

13. Object Genre* 

14. Object Type* 

15. Physical Description* 

16. Contributing Institution* 

17. Alternate ID 

18. Digitizer* 

19. Digitizing Institution* 

20. Digitization Date* 

21. Technical Details 

22. Preferred Citation* 

23. Rights* 

24. Rights and Restrictions 

25. Topics 

26. People/Organizations 

27. Facilities 

28. Chronology 

29. Geography 

30. Parent Object 

31. Notes 

With the importance of interoperability in mind, Densho created the object level metadata schema to 

conform to Dublin Core standards. For a detailed chart describing each element and providing examples, 

please see the Densho Cataloging Guide in Appendix C. 

 

CONTROLLED VOCABULARY  

PURPOSE OF CONTROLLED VOCABULARIES  

Digital repositories are powerful access tools, but for computers to accurately enable the search and 

retrieval of materials the information must be organized and labeled in a manner that clarifies the 

confusion inherent in natural language. A controlled vocabulary is a managed set of terms that can be 

associated with materials in a consistent manner in order to provide standardized access points a machine 

can process. Properly applied, they help direct users to materials relevant to their research by: 

 Eliminating ambiguity (e.g. Lincoln the man versus Lincoln the city) 

 Controlling synonyms or equivalencies (e.g. dog = canine) 

 Connecting related concepts hierarchically or associatively (e.g. Cat breeds->Calico cats or 

Industrial Revolution, see also Economic History) 

 

TYPES OF CONTROLLED VOCABULARY  

The types of controlled vocabularies are listed below in order of complexity, but also flexibility and 

capability: 

 Controlled list – a simple, unstructured list of individually unrelated terms 
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 Synonym ring – a group of terms that essentially represent the same or closely related concepts 

 Authority file – a synonym ring that designates a preferred term over all others 

 Taxonomy – a group of terms structured into a hierarchical classification scheme of concepts 

 Thesauri – a group of terms networked as many equivalent, hierarchical, and associative 

concepts 

Which type of vocabulary best suits a project is dependent on the quantity and complexity of the 

collection(s) being digitized, as well as the capability of the digital repository software to support the use 

of controlled vocabularies. Some systems can handle basic taxonomies, but not the narrower and broader 

term relationships found in thesauri. Also, you can choose to use community vocabularies, such as the 

Library of Congress Subject Headings or Getty Art and Architecture Thesaurus, or you can develop your 

own local vocabulary. You can even allow your taxonomy to develop organically through social tagging by 

your users, otherwise known as a folksonomy.  

It is also important to note that while considerably enhancing the accessibility of a collection, controlled 

vocabularies take time and effort to implement and maintain over time. They require regular review and 

clear authority lines for adding, editing, and deleting terms. For additional resources on controlled 

vocabularies, please see Appendix F. 

 

D E N S H O  RE C O M M E N D A T I O N S :  C O N T R O L L E D  V O C A B U L A R I E S  

Densho currently uses a number of controlled vocabularies and thesauri to ensure standardization. Please 

refer to the Appendix E: Controlled Vocabularies for a complete list.  

CATALOGING PROCEDURES  
Each partner receives its own custom “Workflows” document. Refer to that for specific instructions on 

scanning and preparing objects for intake into the Digital Repository. 

 

6 PRESERVING DIGITIZATION DELIVERABLES  
 

DIGITAL PRESERVATION COMMITMENT  
Digitization of archival materials requires the investment of significant resources. The digital objects and 

metadata created by the process, however, are inherently fragile. Hardware and software obsolescence, 

bit rot and data corruption, storage media degradation, and ease of accidental alteration or destruction 

make these electronic records, along with the resources dedicated to their creation, at risk of loss. 

Densho has always placed the longevity of the digital resources it preserves among its highest priorities.  

Every aspect of the collection, processing, and storage of the objects and metadata in the Digital 

Repository will be designed around standards-based approaches to digital content preservation.  To keep 

informed and forward-looking, Densho is also connected with leading researchers and practitioners in 

digital archives and preservation at the University of Washington Information School, Online Computer 

Library Center (OCLC), and Carnegie-Mellon University. 
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At the same time, the digitization of materials and preservation of that digital content does not supplant 

the need to preserve the original archival material. Densho does not recommend the destruction or 

deaccession of any originals that are digitized and contributed to the Densho Digital Repository Project.  

 

DIGITAL PRESERVATION CHALLENGE  
Digital preservation is two-fold. You must keep the bits and keep the bits useful! In other words, it is not 

enough to just save the files – you have to be able to deliver them to users in a way that is both accessible 

and reliable. This requires not only the hardware and software to access the file and the media it is stored 

on, but also the ability to prove that the files have not been modified in any way from their original 

content. Even if a user can open and read a file, if they cannot trust that the file is an accurate surrogate 

of the original archival material the file’s usability for research purposes is compromised.  

At the same time, technology is constantly evolving with new software, hardware, and storage media 

always under development. Such a  rapidly  evolving environment means that you can safely bet on 

having to transfer  your data from one format, storage media, or system to another at some point at least 

once if not multiple times. Such migrations increase the chance digital content and/or its integrity will 

become corrupted. Any successful preservation strategy, therefore, must reconcile the requirement to 

maintain the file and its integrity with the inevitable transformation of the technical environment in which 

the object resides. Best practice recommends using multiple different preservation strategies to increase 

the chances of success.  

 

DIGITAL PRESERVATION STRATEGIES  
 Bitstream copying – more commonly known as “backing up your data,” and refers to the process 

of making an exact duplicate of a digital object. Bitstream copying should be considered the 

minimum maintenance strategy for digital content. 

 Refreshing – to copy digital content from one long-term storage medium to another of the same 

type, without changing the bitstream. This strategy is not suitable as a long-term solution 

because it only address the dangers of media obsolescence or failure. 

 Migration – to convert digital content from nearly obsolete technology to a newer technology, 

either hardware or software, while preserving the file’s significant characteristics. Significant 

characteristics are those properties of a digital object that must remain intact in order to 

preserve its essential meaning and accessibility. 

 Normalization – a proactive version of migration that converts digital content to selected 

preservation formats in advance of obsolescence dangers in attempt to prevent loss but also 

minimize the number of different formats to be managed and quantity of migrations to be 

conducted over the long-term. 

 Emulation – the preservation of all the technology, hardware and software, necessary to 

reproduce the technical environment digital content was originally created in and render it 

within that environment. This strategy is currently prohibitively expensive and requires 

significant information technology expertise to implement.  

 

DENSHO PRESERVATION PLAN  
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Densho is committed to the short-term stewardship of the digital content generated as a part of the 

Digital Repository project until such time as the digital content can be transferred to the custody of or 

Densho becomes an OAIS compliant trusted digital repository.  

At a minimum, Densho will conduct the following preservation measures: 

 Densho will only ingest and derive the preservation and access formats specified in the 

Normalization Chart in Appendix D in an effort to maximize the longevity of formats and 

minimize the frequency of migrations.  

 Densho will monitor standard format registries and technological advances and adjust the plan as 

needed. 

 Densho will dedicate a percentage of one FTE to active technology watch to remain aware of 

technology trends and be able to act in advance of any technological obsolescence. 

 Densho will save the original preservation master files even if they are migrated to a new format 

to support future emulation of original files should that strategy become more feasible. 

 Densho will maintain at least 3 copies of the digital content in multiple storage systems, with a 

level of geo-redundancy, as a means of protecting against damage or loss caused by natural 

disasters, technological obsolescence, or rapid degradation. 

 Densho will ensure that storage facilities meet archival standards and best practices, including 

o controlled temperature and relative humidity levels in keeping with the best practice for 

specific formats with daily drift and overall monthly drift not to exceed ±5% 

o clean air regularly circulated and filtered 

o frequent housekeeping to minimize dust and dirt accumulation and prevent biological 

infestations 

o controlled light sources (ultraviolet, visible, and infrared) appropriate to the functional 

requirements of the individual space and presence of people (30 to 60 foot-candles in a 

Reading Room, 20 to 40 foot-candles in the stacks) 

o secure, controlled access restricted to authorized staff only 

 Densho will select secure storage solutions with proven stability and longevity when 

implemented within archival conditions and handled according to archival best practice. NARA 

Guidelines currently recommend “that production master image files be stored on hard drive 

systems with a level of data redundancy, such as RAID drives, rather than on optical media, such 

as CD-R. An additional set of images with metadata stored on an open standard tape format 

(such as LTO) is recommended (CD-R as backup is a less desirable option), and a backup copy 

should be stored offsite. Regular backups of the images onto tape from the RAID drives are also 

recommended.” 

 Densho will generate and store checksums with the digital files as a minimum means of checking 

for data corruption or alteration. 

 Densho will actively sample and monitor the accessibility and fixity of digital content on a routine 

basis refreshing and/or migrating any digital content as necessary to avoid obsolescence and 

maintain a safe number of back-ups. 

 Densho will maintain the metadata necessary to identify and ensure the nature and authenticity 

of the digital content in a standard, interoperable format for ease of data exchange between 

systems, such as the PREMIS XML schema. Information necessary to document for digital objects 

include: 

o Reference Information: assign persistent, unique identifiers to the digital files such that 

they can be referred to unambiguously and perpetually  
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o Provenance Information: documents the history of the record (e.g., its origins, chain of 

custody, preservation actions and effects) and helps to support claims of authenticity 

and integrity 

o Context Information: documents the relationship of the record to its environment (e.g., 

why it was created, relationships to other records) 

o Fixity Information: documents authentication mechanisms used to ensure that the 

record has not been altered in an undocumented manner (e.g., checksum) 

o Representation Information: - facilitates the proper rendering, understanding, and 

interpretation of a digital object's content. (e.g., character encoding, language, software 

dependencies) 

 Densho will work with any future stewardship partner should the digital content be transferred 

to ensure the persistence of unique identifiers and permanent links assigned to the digital 

content so as not to disrupt references, links, and bookmarks made by users. 
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APPENDIX A:  PARTNER APPLICATION  
 

Densho Digital Repository Project  

Partner Application 

Thank you for your interest in contributing to the Densho Digital Repository Project.  The more we know about you and your 

proposed project, the better we can assess and serve your needs.  

Please complete this form and send it to: 

Caitlin Oiye Coon, Digital Archivist 
Densho 
1416 S. Jackson St. 
Seattle, Washington 98144 
206.320.0095 
caitlin.oiye@densho.org 
 
Part One: About Your Organization 

Organization Name:   
Mission Statement: 
Contact Information:                
Organization Type (e.g. Library, Archives, Museum, Historical Society):            

 
Please answer the following questions about your organization’s resources: 

 Will you need staff training, project development consultation, or technical support? 

 What digitization equipment do you have (e.g., scanners, digital cameras, please include make and model information)? 

 What computer operating system do you use (e.g. MS Windows 7, MS Windows XP, MS Windows Vista)?                                                                                                                                                              

 What type of Internet connectivity does your organization have (e.g. dial-up, high speed)? 

 What software do you have to support digitization and description activities? 

 Will you be soliciting grant funds to support digitizing and contributing your digital collection(s)?     

 
Part Two: About Your Project 

Project Concept: 

Please answer the following questions about your project: 

 How many items will your Densho Digital Repository Project collection contain? 

 What types of materials do you intend to digitize (e.g., maps, photos, handwritten diaries, artifacts, etc.)? 

 Do you hold copyright or have unrestricted ownership for the materials you plan to contribute? 

 Do you intend to describe the digitized materials on an item level or a collection level? 

 What is your anticipated timeframe (start to finish) for digitizing and submitting your collections?    

 
Part Three: Additional Comments  

Please include any additional comments or questions:  

mailto:caitlin.oiye@densho.org
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APPENDIX B:  PARTNER AGREEMENT  
 

Densho Digital Repository Project 

Partner Agreement 

Name of Institution: __________________________________________________________________________  

Address: ____________________________________________________________________________________  

Phone: ______________________________ Email: _________________________________________________  

Is hereby providing the collection described in the Densho Digital Repository Project Partner Application for inclusion in DDRP. I 

understand and acknowledge this collection of digital objects (metadata and scanned images) will be hosted by Densho under the 

terms of this agreement. The collection will be stored in the Densho Digital Repository and made accessible to both researchers and 

casual users searching DDRP. My institution will be given access to the support materials provided by Densho.  

My institution will contribute and maintain this collection in accordance with the Densho Digitization and Preservation Manual, 

including any enhancements, updating and/or revision of metadata to ensure its continued accuracy and quality. My institution also 

agrees to self-submit our materials. Densho will provide my institution with a customized client for this purpose.  

I have ascertained that my institution holds the necessary access rights to make this digital collection accessible to searchers of 

DDRP. My institution will also make a reasonable effort to ensure copyright compliance for items in our collection. Densho will not 

be held responsible for any direct, indirect, consequential, or incidental damages arising out of or relating to the use of the 

information and materials linked to or found on the DDRP website. My institution will be fully responsible for the content of our 

collections in DDRP and indemnify and hold harmless Densho, and the employees and agents thereof, from any claims, losses, 

damages or legal actions incurred and arising from the content or dissemination of the content.  

Please sign a copy of this agreement, and return to the DDRP Project Manager. She will then sign it and return a copy for your files. 
Return to:  Caitlin Oiye, Photo and Document Collections Manager, Densho, 1416 S. Jackson St., Seattle, Washington 98144. 
 

Densho Digital Repository Project  

___________________________________________________________________________  

Signature and Date  

___________________________________________________________________________  

Printed Name and Position/Title  

 

[Contributing Institution]  

___________________________________________________________________________  

Signature and Date  

___________________________________________________________________________  

Printed Name and Position/Title at your Institution 
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APPENDIX C:  DENSHO CATALOGING GUIDE  
 

DENSHO COLLECTION LEVEL METADATA SCHEMA  

*Comments with an asterisk were developed from the Society of American Archivists’ DACS: Describing Archives: A Content Standard. 
( http://files.archivists.org/pubs/DACS2E-2013.pdf) 

Densho Collection Level Medatdata Schema 

Element Description Additional Specifications Example Mandatory 
(Y/N) 

Collection ID The unique identifier for the collection. Automatically generated by DDR Editor when 
adding a new collection. 

ddr-densho-201 
ddr-jcch-58 

Y 

Production Status The workflow status of the collection in 
the DDR. 

“In Progress” = the entire collection is not 
ready for release on the DDR public website. 
(Any objects under the collections with a 
status of “Complete” will not be published 
until the entire collection has a status of 
“Complete”). 
 
“Complete” = the collection is ready for 
release on the DDR public website. (Any 
objects under the collection with a status of 
“In Progress” will not be published). 

 Y 

Privacy Level 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

The privacy level of the collection. “Public” = the entire collection is viewable 
through the DDR public website. (Any objects 
or files under the collection with a status of 
“Private” will not be viewable through the 
DDR public website regardless of the 
collection’s privacy level). 
 
“Private” = the entire collection is restricted 
and not viewable through the DDR public 
website. (Any objects or files under the 
collection inherit this privacy level and will 
not be viewable either). 

 Y 

http://files.archivists.org/pubs/DACS2E-2013.pdf


Version 4.1 (Rev. 01/18)                        Page 27 of 76 
 

Densho Collection Level Medatdata Schema 

Element Description Additional Specifications Example Mandatory 
(Y/N) 

Rights The rights status of the collection. “DDR Creative Commons” = the collection 
falls under the Attribution-NonCommercial-
ShareAlike Creative Commons license. 
 
“Copyright Restricted” = the collection 
remains under copyright and permission 
must be granted for reuse. 
 
“Copyright Restricted, 3rd Party” = the 
objects remain under copyright but the donor 
allows Densho to grant permission for reuse. 
 
“Public Domain” = the collection is under 
public domain (the intellectual property 
rights have expired or are inapplicable). 
 
The rights status may be different on 
individual objects and files within the 
collection. 

 Y 

Title The phrase by which the collection can 
be identified. 

Titles are usually made up of two parts: 1) the 
name of the creator(s), collector(s), or topic 
and 2) the nature of the materials being 
described.* 
 
Use Chicago Manual of Style rules for titles. 

Frank Emi Papers 
Yajima Family Collection 

Y 

Inclusive Dates The date range of the oldest materials 
and the newest materials in the 
collection. 

Use the years separated by a dash: YYYY-
YYYY. If exact dates are unknown use circa 
(c.). 

1891-2004 
c. 1903-1998 

Y 

Bulk Dates The date or date range of the majority of 
the materials in the collection. 

Use the years separated by a dash: YYYY-
YYYY. If exact dates are unknown use circa 
(c.). Can be the same as the inclusive dates if 
there are no predominant dates. 

1941-1949 
c.1890-1900 

Y 



Version 4.1 (Rev. 01/18)                        Page 28 of 76 
 

Densho Collection Level Medatdata Schema 

Element Description Additional Specifications Example Mandatory 
(Y/N) 

Creator The name of the 
person/people/organization responsible 
for the creation, assembly, accumulation, 
or maintenance of the majority of 
materials in the collection. 

When possible follow the Library of Congress 
Name Authority Headings. 
 
For individuals that do not have an LOC 
authority entry, use “LastName, FirstName” 
(e.g. Adams, Ansel).  
 
Multiple creators are allowed but must be 
separated using a semi-colon. 

Adams, Ansel 
War Relocation Authority 

N 

Physical Description A statement about the extent and 
physical description of the collection. 

Physical description is made up of two parts: 
1) a number (quantity) and 2) an expression 
of the extent (items, containers, carriers) or 
material type.* 

10 cubic feet 
17 journals 
4 boxes, containing photographic 
prints, pamphlets, documents 

N 
 

Language The language that predominates in the 
original material being described. 

Use the Library of Congress Codes for the 
Representation of Names of Languages ISO 
639-2 Codes (found here 
http://www.loc.gov/standards/iso639-
2/php/code_list.php). 

eng:English 
jpn:Japanese 
spa:Spanish 

N 

Contributing Institution The name of the organization that owns 
or houses the physical or digital 
materials. 

In many cases this will be the partner’s name 
unless the materials were borrowed from a 
different organization for scanning. 

Heart Mountain Wyoming 
Foundation 
Seattle Nisei Veterans Association 

Y 

Abstract A brief statement about the creator and 
the scope of the collection. 

Brief free text following basic Chicago Manual 
style guidelines. 

The A. Shibayama collection is 
comprised of photographs from the 
personal family collection of Art 
Shibayama, a Japanese Peruvian 
who was interviewed by Densho in 
2003. The photos depict Art's life in 
prewar Peru, as well as his activities 
in Crystal City internment camp, 
Texas, and his military service in 
Europe. 

Y 

Notes Additional information about the 
collection that is not appropriate for any 
other element. 

Free text field.  N 

http://www.loc.gov/standards/iso639-2/php/code_list.php
http://www.loc.gov/standards/iso639-2/php/code_list.php
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Densho Collection Level Medatdata Schema 

Element Description Additional Specifications Example Mandatory 
(Y/N) 

Physical Location The place where the physical collection is 
stored. This is meant to aid researchers 
and staff in locating the physical copies 
of digital materials. 

Could be the name of a building, shelf 
location, etc. 

Row 6; shelf b N 

Acquisition Information Information about how the collection 
was acquired by the contributing 
institution. 

Free text field.  Acquired through a deed of gift with 
the Yasui Family. 

Y 

Custodial History Information about changes of ownership 
or custody of the material being 
described, from the time it left the 
possession of the creator until it was 
acquired by the repository, that is 
significant for its authenticity, integrity, 
and interpretation.* 

Free text field. These photograph albums were 
compiled in the 1930s and remained 
have remained in the custody of the 
family until they were donated to 
xxx organization in 2006. 

N 

Accruals Can be used to note if there were 
multiple donations made at different 
times or if additional materials are 
expected in the future. 

Free text field. Five boxes of materials originally 
acquired in 1997. An additional 6 
boxes were donated in 2002. 

N 

Processing Information Information about accessioning, 
arranging, describing, preserving, storing, 
or otherwise preparing the described 
materials for research use. 

Free text field. Can include information about 
who processed the collection, who created/if 
there is a finding aid, deaccessioning, etc. 

Caitlin Oiye processed this collection 
in May 2012. One box of materials 
was deaccessioned in October 2012. 

N 

Restrictions on Access Information about any restrictions on 
access to the materials. 

Free text field. 
 
Can include more specific information about 
restrictions, such as duration of the 
restriction, the reasons for restrictions, 
authorized users, etc.* 

The collection is open to the public. N 

Restrictions on 
Reproduction and Use 

Information about usage limitations and 
reproduction for the materials. 

Free text field. 
 
Should include information about copyright 
status, who owns copyright, contact 
information for requests for use, etc.* 

Per agreement with the donor, this 
image may only be used outside the 
Digital Repository with express 
permission of the Seattle Times. 

N 
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Densho Collection Level Medatdata Schema 

Element Description Additional Specifications Example Mandatory 
(Y/N) 

Preferred Citation Short courtesy text relating to the use of 
the object. 

Could identify the contributing institution, 
collection contributor and/or donor. This field 
is determined through deeds of gift or usage 
agreements for collection. Often begins with: 
"Courtesy of . . ." 

Courtesy of Densho Y 

Biography and History Provides biographical information about 
the identified creator(s) of the collection. 
Can also describe the relationship 
between the creator(s) and the materials 
giving context around how or why the 
materials were created or collected. 

Free text field. 
 
Some of the elements that can be included 
are: biography/history of the 
individuals/families (dates; places of 
residence; education; occupations and life 
activities) and/or biography/history of 
corporate bodies (dates of founding or 
dissolution; geographical areas; mandates; 
functions; administrative structure; 
predecessor or successor bodies; 
administrative structure).* 

For an example see the Guide to the 
Brock Adams Photograph Collection 
using the link below: 
 
http://nwda.orbiscascade.org/ark:/8
0444/xv75937/op=fstyle.aspx?t=a&k
1=&k2=&k3=&t1=0&t2=0&t3=0&o1
=0&o2=0&s=0&i=32 

N 

Scope and Content Summarizes the characteristics of the 
materials, the functions and activities 
that produced them, and the types of 
information contained in them. 

Free text field. 
 
Some of the elements that can be included 
are: functions, activities, processes that 
generated the materials being described; 
intellectual characteristics of the materials; 
content dates; geographic areas; subject 
matters; or any other relevant information 
that will help the researcher evaluate the 
relevance of the materials.* 

For an example see the Guide to the 
Brock Adams Photograph Collection 
using the link below: 
 
http://nwda.orbiscascade.org/ark:/8
0444/xv75937/op=fstyle.aspx?t=a&k
1=&k2=&k3=&t1=0&t2=0&t3=0&o1
=0&o2=0&s=0&i=32 

N 

Related Materials Information about materials in other 
collections that might be of interest to 
researchers. 

Free text field.  
 
The addition of links will be available in the 
future. 

 N 

Separated Materials Information about materials that were 
pulled from this collection and added to 
another. 

Free text field.  
 
The addition of links will be available in the 
future. 

 N 

http://nwda.orbiscascade.org/ark:/80444/xv75937/op=fstyle.aspx?t=a&k1=&k2=&k3=&t1=0&t2=0&t3=0&o1=0&o2=0&s=0&i=32
http://nwda.orbiscascade.org/ark:/80444/xv75937/op=fstyle.aspx?t=a&k1=&k2=&k3=&t1=0&t2=0&t3=0&o1=0&o2=0&s=0&i=32
http://nwda.orbiscascade.org/ark:/80444/xv75937/op=fstyle.aspx?t=a&k1=&k2=&k3=&t1=0&t2=0&t3=0&o1=0&o2=0&s=0&i=32
http://nwda.orbiscascade.org/ark:/80444/xv75937/op=fstyle.aspx?t=a&k1=&k2=&k3=&t1=0&t2=0&t3=0&o1=0&o2=0&s=0&i=32
http://nwda.orbiscascade.org/ark:/80444/xv75937/op=fstyle.aspx?t=a&k1=&k2=&k3=&t1=0&t2=0&t3=0&o1=0&o2=0&s=0&i=32
http://nwda.orbiscascade.org/ark:/80444/xv75937/op=fstyle.aspx?t=a&k1=&k2=&k3=&t1=0&t2=0&t3=0&o1=0&o2=0&s=0&i=32
http://nwda.orbiscascade.org/ark:/80444/xv75937/op=fstyle.aspx?t=a&k1=&k2=&k3=&t1=0&t2=0&t3=0&o1=0&o2=0&s=0&i=32
http://nwda.orbiscascade.org/ark:/80444/xv75937/op=fstyle.aspx?t=a&k1=&k2=&k3=&t1=0&t2=0&t3=0&o1=0&o2=0&s=0&i=32
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Densho Collection Level Medatdata Schema 

Element Description Additional Specifications Example Mandatory 
(Y/N) 

Signature DDR ID of the file to use as this 
collection’s thumbnail. 

Do not manually enter any information here. 
The field is automatically populated when the 
Collection signature is assigned at the 
Mezzanine level. 

 N 
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DENSHO OBJECT LEVEL METADATA SCHEMA  

Densho Object Level Metadata Schema 

Element Description Additional Specifications Example Mandatory 
(Y/N) 

Scan ID (metadata 
spreadsheet only) 

A temporary unique identifier assigned 
to each scan file. 

If you are not ready to assign the official 
Object ID to a file when you are scanning you 
can use the temporary Scan ID for 
inventorying and tracking. Usually made of 
the collection name and sequential 
numbering. 

Shimada001 
Yasui215 

N 

Collection The name of the collection the digital 
object belongs to. 

Must refer to an existing partner collection.  Frank Emi Papers 
Yajima Family Collection 

Y 

Object ID A unique identifier assigned to each 
individual digital object. 
 

This ID will be populated in DDR Editor. ddr-densho-201-25 
ddr-jcch-58-1 

Y 

Production Status (DDR 
Editor only) 

The workflow status of the object in DDR 
Editor. 

“In Progress” = the object is not ready for 
release on the DDR public website. (The 
object will not be published even if the 
collection has a status of “Complete”). 
 
“Complete” = the object is ready for release 
on the DDR public website. (The object can 
only be published if the collection has a 
status of “Complete”). 

 Y 

Privacy Level The privacy level of the object. “Public” = the object is viewable through the 
DDR public website. (Any files under the 
object with a status of “Private” will not be 
viewable regardless of the object’s privacy 
level. If the entire collection has a status of 
“Private” no objects or files will be viewable). 
 
“Private” = the object is restricted and not 
viewable through the DDR public website. 
(Any files under the object inherit this privacy 
level and will not be viewable either. If the 
entire collection has a status of “Public” the 
object will remain not viewable). 

 Y 
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Densho Object Level Metadata Schema 

Element Description Additional Specifications Example Mandatory 
(Y/N) 

Sort Order of this object in relation to others 
for this object. 

If you are working on photo and document 
collections this should always be set to 1. This 
only applies to visual histories. 

 Y 

Title A short, identifying phrase for the object. Use an original or previously designated title 
if one exists.  
 
If an original does not exist one should be 
derived. For derived titles, capitalize the first 
word and proper nouns and there is no 
period at end of the title.  
 
If the subject is completely unidentifiable, 
then use of "Unknown" can be appropriate. 

View of barracks from Castle Rock Y 

Description A descriptive caption for the object that 
usually contains more information about 
the scope and content of the object than 
is provided in the title. 

Use if the title field is not sufficient for the 
amount of information you have about the 
object. The description can also include 
transcriptions of anything handwritten, 
stamped, or printed on the material. In such 
cases, specify that is how the information 
originated.  
 
Follow Chicago Manual of Style guidelines for 
text. 

Soldiers from the 2nd Battalion, 442nd 
Regimental Combat Team climb into 
a truck as they prepare to move 
their bivouac area. 

N 

Date 
(Created) 

The date or date range indicating the 
object's date of creation. 

If the exact date is known use “Month, Date 
Year” for the format. If the exact date is 
unknown, then use circa (c.1931) or if 
applicable, a date range (1930-1940). 

May 1, 1943 
c. 1890s 
1915-1918 
Mar. 1944 

N 
 

Location Significant geographic areas represented 
in the object. 

When possible use the Getty Thesaurus of 
Geographic names as an authority.  
 
Format the names as follows: City, State 
(state name spelled out). Include country if 
outside the United States (i.e., City, State, 
Country). 

Cody, Wyoming 
Livorno, Italy 

N 
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Densho Object Level Metadata Schema 

Element Description Additional Specifications Example Mandatory 
(Y/N) 

Creator The name(s) of the people or 
organizations primarily responsible for 
the creation of the object. Can include 
roles such as: publisher, author, 
photographer, etc. 

When possible use the Library of Congress 
Name Authority Headings.  
 
For individuals use the following format: 
"Last Name, First Name: Creator Role" (e.g., 
Adams, Ansel: photographer). For 
organizations use the following format: 
"Organization Name: Creator Role" (e.g., 
Associated Press: publisher).  
 
Multiple creators are allowed, but must be 
separated using a semi-colon. 

Adams, Ansel: photographer 
Emi, Frank: author 
War Relocation Authority: publisher 

N 

Language The language that predominates in the 
original material being described. 

Only needed for objects containing textual 
content (i.e. caption on a photograph, text of 
a letter). Use the Library of Congress Codes 
for the Representation of Names of 
Languages ISO 639-2 Codes (found here 
http://www.loc.gov/standards/iso639-
2/php/code_list.php). 

eng:English 
jpn:Japanese 
spa:Spanish 

N 

Object Genre The genre, form, and/or physical 
characteristics of the object. 

Use the Library of Congress Basic Genre 
Terms for Cultural Heritage Materials 
controlled vocabulary list. See Appendix E: 
Controlled Vocabularies or the Library of 
Congress website: 
http://memory.loc.gov/ammem/techdocs/ge
nre.html   

Advertisements, ephemera, 
manuscripts, photographs, etc. 

Y 
 

Object Format A descriptor for indicating the type or 
format of object. 

Use the Densho Object Type Controlled 
Vocabulary List found in Appendix E: 
Controlled Vocabularies. 

Audio/visual, documents, visual 
histories  

Y 

http://www.loc.gov/standards/iso639-2/php/code_list.php
http://www.loc.gov/standards/iso639-2/php/code_list.php
http://memory.loc.gov/ammem/techdocs/genre.html
http://memory.loc.gov/ammem/techdocs/genre.html
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Densho Object Level Metadata Schema 

Element Description Additional Specifications Example Mandatory 
(Y/N) 

Physical Description The description of the original physical 
object, including media type and size. 

Optional: extent, media-type, and any 
additional relevant information about the 
material. (e.g. 1 scrapbook, 1 photograph). 
Construct the statement using a standard like 
AACR2, RDA, DACS or DCRM(G). 
 
Required: width in inches, followed by height 
in inches, in the following format: "5.25W x 
3.5H". For photographs, do not include 
border, mounts and/or frames.  
 
Separate the extent/media-type and the 
dimensions with a colon. (e.g. 1 scrapbook: 
8W x 10H). 

3.5W x 5H 
 
8.5W x 10H 
 
1 photographic print ; 3W x 5H. 
[Note: derived according to AACR2] 
 
14 letters [Note: derived according 
to DACS] 
 
1 leaflet : ill. ; 4W x 6H., folded to 
21.5 x 10 cm. [Note: derived 
according to Graphic  
Materials] 

Y 

Contributing Institution The name of the organization that owns 
the physical materials. 

In many cases this will be the partner’s name 
unless the materials were borrowed from a 
different organization for scanning. 

Heart Mountain Wyoming 
Foundation 
Seattle Nisei Veterans Association 

Y 

Alternate ID Any identifiers given to the object by the 
contributing institution that are different 
from the DDR Object ID. 

May be a physical or virtual record identifier. 
For example, a physical shelf or folder 
location, a negative number, an accession 
number, or a URI of an external database 
record. 

LC-USZ62-10297 
http://www.loc.gov/pictures/resour
ce/cph.3a12720/ 
Neg. #453899 
Shelf 3b 
 

N 

Digitizer The name of the person who created the 
scan. 

Formatted "LastName, FirstName" Marshall, Jess Y 

Digitizing Institution The name of the organization 
responsible for creating the scan. 

 Densho 
Oregon Nikkei Endowment 

Y 

Digitize Date The date of the scan. MM/DD/YYYY 10/5/2012 Y 

Technical Details Description of the scanning environment. Name and version of the software package 
and the make and model of the scanner. 

VueScan 9.0.87 (Win), Epson 
Expression 10000XL 

Y 

http://www.loc.gov/pictures/resource/cph.3a12720/
http://www.loc.gov/pictures/resource/cph.3a12720/
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Densho Object Level Metadata Schema 

Element Description Additional Specifications Example Mandatory 
(Y/N) 

Preferred Citation Short courtesy text relating to the use of 
the object. 

Could identify the contributing institution, 
collection contributor and/or donor. This field 
is determined through deeds of gift or usage 
agreements for object. Often begins with: 
"Courtesy of . . ." 

Courtesy of Densho 
Courtesy of Cherry Kinoshita 
Courtesy of the Library of Congress 
(Photographer Ansel Adams; Adams, 
Ansel, 1902-Manzanar War 
Relocation Center photographs; LC-
DIG-ppprs-00063 (b &w digital file 
from original neg.); Digital ID: 
http://hdl.loc.gov/loc.pnp/ppprs.000
63) 

Y 

Rights The rights status of the object. “DDR Creative Commons” = the object falls 
under the Attribution-NonCommercial-
ShareAlike Creative Commons license. 
 
“Copyright Restricted” = the object remains 
under copyright and permission must be 
granted for reuse. 
 
“Copyright Restricted, 3rd Party” = the 
objects remain under copyright but the donor 
allows Densho to grant permission for reuse. 
 
“Public Domain” = the object is under public 
domain (the intellectual property rights have 
expired or are inapplicable). 
 
The rights status may be different on the 
collection and individual files within the 
object. 

 Y 

Restrictions on 
Reproduction and Use  

Information about usage limitations and 
reproduction for the materials. 

Should include information about copyright 
status, who owns copyright, contact 
information for requests for use, etc. 
 
Only needs to be filled out if the individual 
object has restrictions different than those of 
the parent collection. 

Per agreement with the donor, this 
image may only be used outside the 
Digital Repository with express 
permission of the Seattle Times. 

N 
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Densho Object Level Metadata Schema 

Element Description Additional Specifications Example Mandatory 
(Y/N) 

Topics The thematic content of the object. 
 

Use the Densho Topics Controlled Vocabulary 
List found in Appendix E: Controlled 
Vocabularies.  
 
Multiple entries allowed; separate with a 
semi-colon. Include the topic ID in brackets 
after each topic. 

Redress and Reparations [23] 
Immigration [467] 
Agriculture [4] 

N 

People/Organizations People and/or organizations that are 
represented in the object. 

When possible use the Library of Congress 
Name Authority Headings.  
 
For individuals use the following format: 
"Last Name, First Name" (e.g., Adams, Ansel). 
For organizations use the following format: 
"Organization Name" (e.g., Associated Press).  
 
Multiple creators are allowed, but must be 
separated using a semi-colon. 

Hirabayashi, Gordon 
Masaoka, Mike 
Japanese American Citizens League 
(JACL) 

N 

Facilities World War II confinement site(s) 
associated with the content of the 
object. 

Use the Densho Facilities Controlled 
Vocabulary List found in Appendix E: 
Controlled Vocabularies. Multiple entries 
allowed; separate with a semi-colon. 

Heart Mountain; Manzanar 
Tulelake 
Tule Lake 

N 

Chronology Controlled vocabulary term for time. This field is not in use yet. Do not enter any 
data here. 

 N 

Geography Controlled vocabulary for location. Use the Densho Geography Controlled 
Vocabulary found in Appendix E.  
 
The text needs to exactly match the entry in 
the controlled vocabulary list, including the 
ID in brackets. 
 
Multiple entries allowed when separated by a 
sem-colon. 

Bellevue [??] 
California [??]; Tokyo [??] 

N 

Parent Object Identifier of the object that contains this 
object (i.e. the scrapbook that the 
photograph belongs to). 
 

Must be an existing Object ID. ddr-hmwf-1-302 
ddr-densho-276-3 

N 
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Densho Object Level Metadata Schema 

Element Description Additional Specifications Example Mandatory 
(Y/N) 

Signature DDR ID of the file to use as this object’s 
thumbnail. 

Do not manually enter any information here. 
The field is automatically populated when the 
Collection signature is assigned at the 
Mezzanine level. 

 N 

Notes Additional information about the 
physical or digital object that is not 
appropriate for any other element. 

This is an internal field that is not viewable 
through the public website. 
 

 N 

 

  



Version 4.1 (Rev. 01/18)                        Page 39 of 76 
 

DENSHO F ILE LEVEL METADATA SCHEMA  

Densho File Level Metadata Schema 

Element Description Additional Specifications Example Mandatory 
(Y/N) 

Privacy Level The privacy level of the file. “Public” = the file is viewable through the 
DDR public website. (The collection and 
object the file falls under must also have a 
status of “Public” in order for the file to be 
viewable). 
 
“Private” = the file is restricted and not 
viewable through the DDR public website. 
(The file will not be viewable even if it’s 
object and collection have a status of 
“Public”). 

 Y 
 

Rights The rights license that should apply to 
this file. 

“DDR Creative Commons” = the file falls 
under the Attribution-NonCommercial-
ShareAlike Creative Commons license. 
 
“Copyright Restricted” = the file remains 
under copyright and permission must be 
granted for reuse. 
 
Copyright Restricted, 3rd Party” = the objects 
remain under copyright but the donor allows 
Densho to grant permission for reuse. 
 
“Public Domain” = the file is under public 
domain (the intellectual property rights have 
expired or are inapplicable). 
 
The rights status may be different on the 
collection and objects. 

 Y 

Sort Order of the file in relation to the others 
in this object (ordered low to high).  

Can be used to arrange images in a multi-
page document. 

1 
2 
3 

Y 

Label Friendly label for describing the partitive 
role of the file in relation to the whole 
object. 

 Page 1 of 2 
Cover 
Envelope front 

N 
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Densho File Level Metadata Schema 

Element Description Additional Specifications Example Mandatory 
(Y/N) 

Role The type of file uploaded to the DDR 
Workbench. 

"Master" = original, unedited scan. 
 
"Mezzanine" = edited scan and the source for 
all derivatives. 

 Y 
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APPENDIX D:  NORMALIZATION CHART  
The following recommended formats are drawn from the “Recommended Data Formats for Preservation Purposes in the Florida 

Digital Archive.” The choice of access formats is based on the current ubiquity and popularity of viewers for the file format. All 

preservation formats are open standards. Additionally, the choice of preservation format is based on community best practices, 

availability of open-source normalization tools, and an analysis of the significant characteristics for each media type. Densho will 

monitor standard format registries and technological advances and adjust the plan as needed. 

Media type Preservation format(s) Access format(s) 
Text  Plain text (encoding: USASCII, UTF-8, 

UTF-16 with BOM) 

 XML (includes XSD/XSL/ 

 XHTML, etc.; with included or 
accessible schema and character 
encoding explicitly specified) 

 PDF/A-1 (ISO 19005-1) (*.pdf) 

 PDF/A-2 (ISO 19005-2:2011) (*.pdf) 

 Cascading Style Sheets (*.css) 

 DTD (*.dtd) 

 Plain text (ISO 8859-1 encoding) 

 PDF (*.pdf) (embedded fonts) 

 Rich Text Format 1.x (*.rtf) 

 HTML (include a DOCTYPE declaration) 

 SGML (*.sgml) 

 Open Office (*.sxw/*.odt) 

 OOXML (ISO/IEC DIS 29500) (*.docx) 

 EPUB (unencrypted) (*.epub) 
 

Still Image  TIFF (uncompressed) 

 JPEG2000 (lossless) (*.jp2) 

 PNG (*.png) 

 BMP (*.bmp) 

 JPEG/JFIF (*.jpg) 

 JPEG2000 (lossy) (*.jp2) 

 TIFF (compressed) 

 GIF (*.gif) 

 Digital Negative DNG (*.dng) 

 Google WebP (*.webp) 
 

Moving Image  Motion JPEG 2000 (ISO/IEC 15444-4) 
(*.mj2) 

 AVI (uncompressed, motion JPEG) 
(*.avi) 

 QuickTime Movie (uncompressed, 
motion JPEG) (*.mov) 

 Ogg Theora (*.ogg) 

 MPEG-1, MPEG-2 (*.mpg, *.mpeg, 
wrapped in AVI, MOV) 

 MPEG-4 (H.263, H.264) (*.mp4, wrapped 
in AVI, MOV) 

Audio  AIFF (PCM) (*.aif, *.aiff) 

 WAV (PCM) (*.wav) 

 AES3 (LPCM) (*.aes) 

 SUN Audio (uncompressed) (*.au) 

 Standard MIDI (*.mid, *.midi) 

 Ogg Vorbis (*.ogg) 

 Free Lossless Audio Codec (*.flac) 

 Advance Audio Coding (*.mp4, *.m4a, 
*.aac) 

 MP3 (MPEG-1/2, Layer 3) (*.mp3) 
 

 

  

http://www.archivematica.org/wiki/index.php?title=Portable_Document_Format
http://www.archivematica.org/wiki/index.php?title=Raster_images
http://www.archivematica.org/wiki/index.php?title=Video
http://www.archivematica.org/wiki/index.php?title=Audio
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APPENDIX E:  CONTROLLED VOCABULARIES  
 

L IBRARY OF CONGRESS BASIC GENRE TERMS FOR CULTURAL HERITAGE MATERIALS  

(http://memory.loc.gov/ammem/techdocs/genre.html)   

When cataloging digital objects include one of the Object Genres as written below: 

Library of Congress Basic Genre Terms for Cultural Heritage Materials 

Term Description 
Advertisements An item printed solely as a means of advertising a product or service, but not 

an event. 

Albums Bound or loose-leaf sets of pages. Includes handmade albums and published 

volumes of blank pages designed for the addition of images or keepsakes. 

Architecture Includes drawings and photos. 

Baseball Cards Advertising or collectible cards that feature portraits of baseball players, other 

people, or topics associated with the game. Introduced in 1886 or 1887 by a 

tobacco company; also popular with bubble gum manufacturers beginning in 

the 1930s. Common sizes include 1.5 x 2.5 inches, 2.5 x 3.5 inches, and ca. 5 x 

8 inches. The cards may be actual photographs mounted on card stock or 

photo-mechanically printed. 

Blank Forms Forms that have been printed blank, which may or may not have been filled in; 

the document was typically meant to be returned to the publisher (e.g., 

subscription lists, petitions). 

Books Published non-periodical volumes in bound codex form, usually with 49 or 

more pages. 

Broadsides Single-sheet notices or announcements printed on one or both sides, intended 

to be read unfolded. 

Cartoons (Commentary) Pictorial images using wit to comment on such things as contemporary events, 

social habits, or political trends; usually executed in a broad or abbreviated 

manner. 

Catalogs Enumerations of items arranged systematically with descriptive details. May 

have prices. 

Cityscapes General or broad views of cities and towns or sections of them. Usually made 

from an elevated or distant vantage point, such as a view from a roof or a view 

of a skyline. 

Clippings Objects with physical evidence suggesting extraction from a larger entity (e.g., 

books, newspapers). 

Correspondence Communication by the exchange of letters. 

Diaries A daily record, especially a personal record of events, experiences, and 

observations; a journal. 

Ephemera Transient everyday items, usually printed and on paper, that are 

manufactured for a specific limited use, then often discarded. Includes 

everyday items that are meant to be saved, at least for a while, such as 

KEEPSAKES and STOCK CERTIFICATES. 

http://memory.loc.gov/ammem/techdocs/genre.html
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Library of Congress Basic Genre Terms for Cultural Heritage Materials 

Term Description 
Essays A short literary composition on a single subject, usually presenting the 

personal view of the author. 

Ethnography Documentation made for or by anthropologists and others involved in the 

systematic recording of human cultures. 

Fieldnotes Notes, often in books, kept by researchers or surveying parties while on site. 

Illustrations Images that explain or elaborate a written or spoken text; may be issued 

separately from the text. 

Interviews A conversation, such as one conducted by a reporter, in which facts or 

statements are elicited from another. 

Landscapes General or broad views of natural scenery, including inland bodies of water; 

may also include figures or man-made objects, but these are of secondary 

importance to the composition. Usually made from an elevated or distant 

vantage point, such as a view from a hill; not ground level close-up view of, for 

example, a tree. 

Leaflets Unbound volumes with fewer than five pages. 

Manuscripts A book, document, or other composition written by hand. A typewritten or 

handwritten version of a book, an article, a document, or other work, 

especially the author's own copy, prepared and submitted for publication in 

print. Handwriting. 

Maps Graphic delineations at a set scale, of all or part of the earth or another 

celestial sphere indicating the relative position of selected artificial and natural 

features. 

Miscellaneous Documents A written or printed paper that bears the original, official, or legal form of 

something and can be used to furnish decisive evidence or information. 

Motion Pictures Used for Cinema, Films, Movies, Moving pictures. 

Music The art of arranging sounds in time so as to produce a continuous, unified, and 

evocative composition, as through melody, harmony, rhythm, and timbre. 

Narratives A narrated account; a story. 

Paintings Color paint applied by hand to a surface (support) such as paper, canvas, 

wood, glass, or other. 

Pamphlets Published non-periodical volumes with no cover or with a paper cover. Usually 

5 or more pages and fewer than 49 pages. 

Periodicals Serials usually issued at regular intervals and more frequently than annually. 

Petitions Includes activities involved in petitioning. 

Photographs A general designation for any photographic process. The narrower terms 

include both physical media and genre categories. 

Physical Objects Something perceptible by one or more of the senses, especially by vision or 

touch; a material thing. 

Poetry A piece of literature written in meter; verse. 



Version 4.1 (Rev. 01/18)                        Page 44 of 76 
 

Library of Congress Basic Genre Terms for Cultural Heritage Materials 

Term Description 
Portraits Graphic representations, especially of the face, of real persons, usually posed, 

living or dead. Pictures whose purpose is the portrayal of an individual or 

several people, not pictures that merely include people as part of an event or 

scene. 

Postcards Cards on which a message may be written or printed for mailing without an 

envelope; often include a pictorial, comic, or other scene on one side. 

Posters Single or multi-sheet notices made to attract attention to events, activities, 

causes, goods, or services; also, purely decorative posters. For posting, usually 

in a public place; chiefly pictorial. Intended to make an immediate impression 

from a distance. 

Prints Images formed by transfer from one surface or source to another. Usually 

created with ink(s) and produced in multiple impressions. 

Programs Lists of the events, pieces, performers, speakers, etc., of an entertainment, 

ceremony, or the like. 

Recording Logs Sequential lists or summaries of the contents or events on sound or video 

recordings. 

Scores The written form of a composition for orchestral or vocal parts. 

Sheet Music Unbound songs and other pieces of music on eight or fewer pages. 

Timetables Items printed solely for use as timetables (e.g., train schedules). 

Transcriptions Something that has been transcribed, especially: Music. An adaptation of a 

composition. A recorded radio or television program. Linguistics. A 

representation of speech sounds in phonetic symbols. 
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DENSHO OBJECT TYPE CONTROLLED VOCABULARY  

When cataloging digital objects include one of the Object Types as written below: 

Densho Object Format Controlled Vocabulary 

Term Description 
Audio/visual Newsreels, full-length motion pictures, home movies, sound recordings, etc. 

Datasets Sets of data. 

Documents Correspondence, manuscripts, published materials, etc. 

Still image Photographic prints, negatives, maps, art, pictures of objects, etc. 

Visual histories Oral histories processed by Densho. 
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DENSHO FACILITIES CONTROLLED  VOCABULARY  

When cataloging digital objects include the Facility Name as written below: 

Densho Facilities Controlled Vocabulary 

Facility Type Facility Name [ID] Location 
Concentration Camps Gila River [3] Rivers, Arizona 

 Granada (Amache) [4] Amache, Colorado 

 Heart Mountain [5] Cody, Wyoming 

 Jerome [6] Denson, Arkansas 

 Manzanar [7] Manzanar, California 

 Minidoka [8] Hunt, Idaho 

 Poston (Colorado River) [2] Parker, Arizona 

 Rohwer [9] McGehee, Arkansas 

 Topaz (Central Utah) [1] Delta, Utah 

 Tule Lake [10] Newell, California 

Temporary Assembly Centers Fresno [21] Fresno, California 

 Marysville [13] Marysville, California 

 Mayer [25] Mayer, Arizona 

 Merced [19] Merced, California 

 Owens Valley [50]  Manzanar, California 

 Parker Dam [51] Parker, Arizona 

 Pinedale [20] Pinedale, California 

 Pomona [24] Pomona, California 

 Portland [12] Portland, Oregon 

 Puyallup (Camp Harmony) [11] Puyallup, Washington 

 Sacramento [14] Sacramento, California 

 Salinas [18] Salinas, California 

 Santa Anita [23] Arcadia, California 

 Stockton [16] Stockton, California 

 Tanforan [15] San Bruno, California 

 Tulare [22] Tulare, California 

 Turlock [17] Turlock, California 

Department of Justice 

Internment Camps 

Crystal City [29] Crystal City, Texas 

 Fort Lincoln (Bismarck) [28] Bismarck, North Dakota 

 Fort Missoula [30] Missoula, Montana 

 Fort Stanton [35] Fort Stanton, New Mexico 

 Kenedy [38] Kenedy, Texas 

 Kooskia [52] Kooskia, Idaho 

 Old Raton Ranch [53] Lincoln, New Mexico 

 Santa Fe [27] Santa Fe, New Mexico 

 Seagoville [48] Seagoville, Texas 
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Densho Facilities Controlled Vocabulary 

Facility Type Facility Name [ID] Location 
Citizen Isolation Centers Leupp [32] Leupp, Arizona 

 Moab [31] Dalton Wells, Utah 

U.S. Federal Prisons Catalina Federal Honor Camp [36] Santa Catalina Mountains 

 Leavenworth Federal Penitentiary  [43] Leavenworth, Kansas 

 McNeil Island Penitentiary [33] McNeil Island, Washington 

U.S. Army Internment Camps Camp Blanding [54]  Starke, Florida 

 Camp Forrest [47] Tullahoma, Tennessee 

 Camp Livingston [55] Alexandria, Louisiana 

 Camp McCoy [44] Camp McCoy, Wisconsin 

 Florence [56] Florence, Arizona 

 Fort Bliss [57] Fort Bliss, Texas 

 Fort Howard [58] Fort Howard, Maryland 

 Fort Lewis [59] Fort Lewis, Washington 

 Fort McDowell [60] Fort McDowell,  California 

 Fort Meade [61] Fort George Meade, Maryland 

 Fort Richardson [62] Fort Richardson, Alaska 

 Fort Sam Houston [63] Fort Sam Houston, Texas 

 Fort Sill [40]  Fort Sill, Oklahoma 

 Griffith Park [65] Burbank, California 

 Honouliuli [66] Honouliuli, Hawaii 

 Lordsburg [34] Lordsburg, New Mexico 

 Sand Island [42] Sand Island, Oahu, Hawaii 

 Stringtown [41] Stringtown, Oklahoma 

Additional Facilities Antelope Springs [39] Antelope Springs, Utah 

 Cow Creek [37] Cow Creek, California 

 Tulelake [46] Tulelake, California 

Immigration Detention Stations East Boston [67] East Boston, Massachusetts 

 Ellis Island [45] Ellis Island, New York 

 San Francisco [68] San Francisco, California 

 San Pedro [69] San Pedro, California 

 Seattle [70] Seattle, Washington 

 Sharp Park [49] Sharp Park, California 

 Tuna Canyon [71] Tujunga, California 
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DENSHO GEOGRAPHY CONTROLLED  VOCABULARY  

When cataloging digital objects include the Geography Name, including ID in brakcets, as written below: 

To request additions to the Densho Topics Thesaurus contact Caitlin Oiye Coon at caitlin.oiye@densho.org.  

Parent Child 1 Child 2 Child 3 

Africa [198]    

 Nigeria [258]   

Asia [331]    

 China [78]   

  Manchuria [210]  

 India [110]   

 Indonesia [115]   

 Japan [13]   

  Fukuoka, Japan [298]  

  Hiroshima, Japan [196]  

   Atatashima, Japan [276] 

   Kure, Japan [277] 

  Kanto, Japan [14]  

   Tokyo, Japan [16] 

  Kansai, Japan [15]  

   Osaka, Japan [17] 

  Nagasaki, Japan [213]  

  Okinawa, Japan [119]  

 Korea [105]   

 Myanmar [111]   

 New Guinea [283]   

 Philippines [212]   

 Russia [129]   

 Siberia [311]   

 Singapore [77]   

 Vietnam [249]   

Europe [28]    

 Austria [267]   

 France [113]   

  Bruyeres, France [199]  

 Germany [73]   

  Berlin, Germany [216]  

 Italy [93]   

  Brescia, Italy [201]  

  Cecina, Italy [208]  

  Castellina, Italy [203]  

mailto:caitlin.oiye@densho.org
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Parent Child 1 Child 2 Child 3 

Europe [28] cont’d  Italy [93] cont’d Leghorn, Italy [205]  

  Montenero, Italy [204]  

 Norway [117]   

North and Central America 

[332] 
   

 Canada [56]   

  Alberta [333]  

   Edmonton, Alberta [235] 

  British Columbia [180]  

   
Mission, British Columbia 

[195] 

   
Prince Rupert, British 

Columbia [234] 

   
Steveston, British Columbia 

[192] 

   
Vancouver, British Columbia 

[128] 

  Ontario [179]  

   Ottawa, Ontario [303] 

   Toronto, Ontario [181] 

 Costa Rica [307]   

 Cuba [261]   

 Honduras [116]   

 Mexico [222]   

 United States [1]   

  Alabama [263]  

  Alaska [26]  

   Ketchikan, Alaska [328] 

  Arizona [101]  

   Leupp, Arizona [148] 

   Mayer, Arizona [134] 

   Parker, Arizona [146] 

   Rivers, Arizona [145] 

   
Santa Catalina Mountains, 

Arizona [147] 

  Arkansas [53]  

   
Camp Robinson, Arkansas 

[207] 

   Denson, Arkansas [162] 

   Little Rock, Arkansas [291] 

   McGehee, Arkansas [163] 
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Parent Child 1 Child 2 Child 3 

North and Central America 

[332] cont’d 
United States [1] cont’d California [4]  

   Alameda, California [185] 

   Alviso, California [131] 

   Angel Island, California [24] 

   Arcadia, California [138] 

   Bakersfield, California [268] 

   Berkeley, California [82] 

   Bishop, California [317] 

   
Boyle Heights, California 

[100] 

   Brawley, California [310] 

   Centerville, California [236] 

   Colton, California [247] 

   Cortez, California [272] 

   Covina, California [315] 

   Cow Creek, California [150] 

   Davis, California [289] 

   El Monte, California [305] 

   Florin, California [237] 

   Fowler, California [282] 

   Fresno, California [63] 

   Fruitland, California [295] 

   Gardena, California [64] 

   Gilroy, California [297] 

   Glendale, California [316] 

   Glendora, California [308] 

   Gridley, California [299] 

   
Imperial Valley, California 

[286] 

   Isleton, California [294] 

   Jersey Island, California [288] 

   La Verne, California [266] 

   Laguna, California [108] 

   Lindsay, California [241] 

   Livingston, California [302] 

   Lone Pine, California [238] 

   Long Beach, California [109] 

   Loomis, California [124] 

   Los Angeles, California [11] 

   Madera, California [300] 



Version 4.1 (Rev. 01/18)                        Page 51 of 76 
 

Parent Child 1 Child 2 Child 3 

North and Central America 

[332] cont’d 
United States [1] cont’d California [4] cont’d Manzanar, California [144] 

   Marysville, California [133] 

   Menlo Park, California [271] 

   Merced, California [135] 

   Milpitas, California [309] 

   Modesto, California [329] 

   Montebello, California [290] 

   Mount Eden, California [121] 

   
Mountain View, California 

[95] 

   Newcastle, California [325] 

   Newell, California [142] 

   Oakland, California [223] 

   Ocean Park, California [306] 

   Palo Alto, California [214] 

   Parlier, California [281] 

   Pasadena, California [99] 

   Penryn, California [49] 

   Petaluma, California [257] 

   Pinedale, California [136] 

   Pomona, California [137] 

   Redlands, California [248] 

   
Redwood City, California 

[314] 

   Reedley, California [323] 

   Richmond, California [330] 

   Rio Vista, California [50] 

   Sacramento, California [104] 

   Salinas, California [126] 

   San Bruno, California [139] 

   San Diego, California [182] 

   San Francisco, California [10] 

   
San Joaquin Valley, California 

[12] 

   San Jose, California [74] 

   
San Juan Batista, California 

[251] 

   San Pedro, California [183] 

   San Rafael, California [324] 
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Parent Child 1 Child 2 Child 3 

North and Central America 

[332] cont’d 
United States [1] cont’d California [4] cont’d 

Santa Barbara, California 

[292] 

   Santa Clara, California [313] 

   
Santa Clara Valley, California 

[94] 

   
Santa Monica, California 

[239] 

   Sharp Park, California [174] 

   Sonoma, California [260] 

   Spreckels, California [296] 

   Stockton, California [132] 

   
Terminal Island, California 

[184] 

   Torrance, California [287] 

   Tulare, California [140] 

   Tulelake, California [170] 

   Turlock, California [141] 

   Vacaville, California [270] 

   Venice, California [275] 

   Visalia, California [65] 

   
Walnut Grove, California 

[293] 

   Watsonville, California [246] 

  Colorado [80]  

   Alamosa, Colorado [253] 

   Amache, Colorado [161] 

   Ault, Colorado [262] 

   Boulder, Colorado [245] 

   Brighton, Colorado [250] 

   Denver, Colorado [178] 

   Fort Lupton, Colorado [242] 

   La Jara, Colorado [252] 

   Platteville, Colorado [243] 

  Connecticut [215]  

  Delaware [336]  

  Florida [76]  

  Georgia [103]  

  Hawaii [27]  

   
Ewa Beach, Oahu, Hawaii 

[322] 

   Hilo, Hawaii [285] 
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Parent Child 1 Child 2 Child 3 

North and Central America 

[332] cont’d 
United States [1] cont’d Hawaii [27] cont’d Honolulu, Oahu, Hawaii [193] 

   Kona, Hawaii [304] 

   
Sand Island, Oahu, Hawaii 

[166] 

   Waipahu, Oahu, Hawaii [321] 

  Idaho [25]  

   Boise, Idaho [197] 

   Fruitland, Idaho [326] 

   Hunt, Idaho [143] 

   Pocatello, Idaho [177] 

   Twin Falls, Idaho [83] 

   Weiser, Idaho [320] 

  Illinois [71]  

   Chicago, Illinois [72] 

  Indiana [274]  

  Iowa [79]  

   Des Moines, Iowa [327] 

  Kansas [106]  

   Leavenworth, Kansas [167] 

  Kentucky [88]  

  Louisiana [337]  

  Maine [338]  

  Maryland [226]  

   Baltimore, Maryland [81] 

  Massachusetts [102]  

   Boston, Massachusetts [125] 

  Michigan [84]  

   Detroit, Michigan [98] 

  Minnesota [51]  

   
Camp Savage, Minnesota 

[273] 

   
Fort Snelling, Minnesota 

[209] 

   
Minneapolis, Minnesota 

[280] 

   St. Paul, Minnesota [278] 

  Mississippi [92]  

   
Camp Shelby, Mississippi 

[202] 

  Missouri [87]  
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Parent Child 1 Child 2 Child 3 

North and Central America 

[332] cont’d 
United States [1] cont’d Missouri [87] cont’d Kansas City, Missouri [318] 

   St. Louis, Missouri [284] 

  Montana [67]  

   Missoula, Montana [156] 

  Nebraska [175]  

   North Platte, Nebraska [176] 

   Omaha, Nebraska [269] 

   Scottsbluff, Nebraska [254] 

  Nevada [188]  

   Reno, Nevada [189] 

  New Hampshire [339]  

  New Jersey [70]  

   Seabrook, New Jersey [301] 

  New Mexico [154]  

   Clovis, New Mexico [255] 

   Lordsburg, New Mexico [155] 

  New York [54]  

   Ellis Island, New York [169] 

   New York, New York [335] 

   Utica, New York [244] 

  North Carolina [319]  

  North Dakota [112]  

   Bismarck, North Dakota [157] 

  Ohio [85]  

   Cincinnati, Ohio [86] 

   Cleveland, Ohio [256] 

  Oklahoma [158]  

   Fort Sill, Oklahoma [159] 

   Stringtown, Oklahoma [160] 

  Oregon [3]  

   Beaverton, Oregon [265] 

   Gresham, Oregon [229] 

   Hood River, Oregon [75] 

   Medford, Oregon [279] 

   Portland, Oregon [114] 

   Salem, Oregon [191] 

  Pennsylvania [89]  

   
Philadelphia, Pennsylvania 

[220] 
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Parent Child 1 Child 2 Child 3 

North and Central America 

[332] cont’d 
United States [1] cont’d Rhode Island [340]  

  South Carolina [107]  

  South Dakota [341]  

  Tennessee [171]  

   Tullahoma, Tennessee [172] 

  Texas [91]  

   Crystal City, Texas [151] 

   Kenedy, Texas [152] 

   Seagoville, Texas [173] 

  Utah [66]  

   Antelope Springs, Utah [153] 

   Dalton Wells, Utah [149] 

   Delta, Utah [165] 

   Garland, Utah [312] 

   Ogden, Utah [240] 

   Salt Lake City, Utah [194] 

  Vermont [342]  

  Virginia [219]  

   Fort Belvoir, Virginia [200] 

  Washington [2]  

   Algona, Washington [225] 

   Arlington, Washington [29] 

   Auburn, Washington [18] 

   
Bainbridge Island, 

Washington [9] 

   Bellevue, Washington [8] 

   Bellingham, Washington [30] 

   Bremerton, Washington [118] 

   Burlington, Washington [57] 

   Centralia, Washington [186] 

   Christopher, Washington [31] 

   Days Island, Washington [32] 

   Des Moines, Washington [33] 

   Ellensburg, Washington [130] 

   Enumclaw, Washington [34] 

   Fife, Washington [58] 

   
Friday Harbor, Washington 

[224] 

   Hillyard, Washington [231] 

   Kent, Washington [20] 
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Parent Child 1 Child 2 Child 3 

North and Central America 

[332] cont’d 
United States [1] cont’d Washington [2] cont’d  Kirkland, Washington [230] 

   
Mission Lake, Washington 

[35] 

   Moses Lake, Washington [59] 

   
Mount Vernon, Washington 

[190] 

   Nahcotta, Washington [36] 

   Nemah, Washington [37] 

   Olympia, Washington [38] 

   Pontiac, Washington [39] 

   Poulsbo, Washington [120] 

   Pullman, Washington [40] 

   Puyallup, Washington [21] 

   Renton, Washington [41] 

   Samish, Washington [42] 

   Seattle, Washington [7] 

   Selleck, Washington [211] 

   Shelton, Washington [217] 

   Snoqualmie, Washington [43] 

   South Park, Washington [227] 

   Spokane, Washington [60] 

   Sumner, Washington [44] 

   Sunnydale, Washington [90] 

   Tacoma, Washington [22] 

   Thomas, Washington [23] 

   Toppenish, Washington [45] 

   Vancouver, Washington [218] 

   
Vashon Island, Washington 

[46] 

   Wapato, Washington [47] 

   Wenatchee, Washington [61] 

   Willapa Bay, Washington [48] 

   Yakima, Washington [62] 

  West Virginia [343]  

  Wisconsin [52]  

   
Camp McCoy, Wisconsin 

[168] 

   Madison, Wisconsin [127] 

  Wyoming [96]  

   Cheyenne, Wyoming [97] 
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Parent Child 1 Child 2 Child 3 

North and Central America 

[332] cont’d 
United States [1] cont’d Wyoming [96] cont’d Cody, Wyoming [164] 

   Sheridan, Wyoming [264] 

Oceania [333]    

 Australia [228]   

 Guam [259]   

 Papua New Guinea [334]   

  
Bougainville, Papua New 

Guinea [206] 
 

South America [68]    

 Brazil [221]   

 Peru [69]   
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DENSHO TOPICS THESAURUS  

When cataloging digital objects include the Topics Header, Subheader1, Subheader2, or Subheader3 as written in the table below: 

To request additions to the Densho Topics Thesaurus contact Caitlin Oiye Coon at caitlin.oiye@densho.org.  

Densho Topics Thesaurus 

Header [ID] Subheader [ID] Subheader 2 [ID] Subheader 3 [ID] 

Activism and involvement 
[120] 

   

 Anti-war movements [447]   

 Civil liberties [233]   

  Internal Security Act, 1950 
[473] 

 

 Civil rights [234]   

  Housing discrimination [544]  

  School integration [543]  

 Movements and ideologies 
[462] 

  

  Feminism [463]  

 Politics [235]   

  Hawaiian statehood [236]  

   Hawai’i constitutional 
convention [237] 

  Elections and voting [474]  

  Lobbying [238]  

  Political systems and 
ideologies [448] 

 

   Communism [449] 

   Fascism [450] 

   Socialism [451] 

  Running for office [239]  

 Protests, rallies, and marches 
[452] 

  

Arts and literature [40]    

 Literary arts [181]   

  Essays [240]  

  Fiction [241]  

   Adult [242] 

   Children and young adult 
[243] 

mailto:caitlin.oiye@densho.org
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Densho Topics Thesaurus 

Header [ID] Subheader [ID] Subheader 2 [ID] Subheader 3 [ID] 

Arts and literature [40] cont’d Literary arts [181] cont’d  Nonfiction [244]  

  Plays [245]  

  Poetry [246]  

   Haiku [475] 

 Performing arts [247]   

  Dance [202]  

   Odori [248] 

  Film [249]  

   Comedies [250] 

   Documentaries [251] 

   Dramas [252] 

   Romance [253] 

  Music [183]  

   Taiko [254] 

  Tea ceremonies [255]  

  Theater [256]  

   Kabuki [257] 

   Noh [435] 

 Visual arts [180]   

  Architecture [258]  

  Bonsai [259]  

  Calligraphy [260]  

  Carpentry and woodworking 

[261] 
 

  Crafts and decorating [476]  

  Drawing [262]  

  Ikebana [263]  

  Needlecrafts [264]  

  Painting [265]  

   Ink wash painting (sumi-e) 
[266] 

  Photography [267]  

  Pottery [268]  

  Sculpture [269]  

Community activities [15]    
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Densho Topics Thesaurus 

Header [ID] Subheader [ID] Subheader 2 [ID] Subheader 3 [ID] 

Community activities [15] 
cont’d 

Associations and 
organizations 

[16] 

  

  Boy Scouts and Girl Scouts of 

America [23] 
 

  Community and social service 
organizations [21] 

 

  Economic associations [18]  

  Fujinkai [298]  

  The Japanese American 

Citizens League [20] 

 

  Kenjinkai [17]  

  Student clubs [22]  

  YMCA/YWCA [471]  

 Conventions and conferences 

[299] 
  

 Family reunions [477]   

 Festivals, celebrations, and 
holidays [25] 

  

  Boys’ Day [300]  

  Cherry blossom festivals [301]  

  Girls’ Day [302]  

  Mochitsuki [303]  

  New Year festivals [304]  

  Nisei Week [545]  

  Obon [305]  

  Portland Rose Festival [306]  

  Tanabata [307]  

 Funerals [308]   

 Nihonmachi (“Japantowns”) 

[27] 

  

 Recreational activities [179]   

  Go [309]  

  Mushroom picking [310]  

  Picnics [311]  

  Shogi [478]  

 Sports [24]   
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Densho Topics Thesaurus 

Header [ID] Subheader [ID] Subheader 2 [ID] Subheader 3 [ID] 

Community activities [15] 
cont’d 

Sports [24] cont’d Aikido [312]  

  Badminton [313]  

  Baseball [314]  

  Basketball [315]  

  Bowling [316]  

  Boxing [317]  

  Cycling [318]  

  Fishing [319]  

  Football [320]  

  Golf [321]  

  Hanetsuki [322]  

  Judo [323]  

  Karate [434]  

  Kendo [324]  

  Skiing [542]  

  Soccer [325]  

  Softball [326]  

  Sumo [327]  

  Swimming [328]  

  Tennis [329]  

  Volleyball [453]  

  Weight lifting [330]  

  Wrestling [331]  

 Travel [332]   

 Weddings [28]   

Geographic communities 

[270] 

   

 Alaska [479]   

 Arizona [480]   

 Arkansas [481]   

 California [271]   

  Fresno [482]  

  Hillsborough [483]  

  Livingston [484]  



Version 4.1 (Rev. 01/18)                        Page 62 of 76 
 

Densho Topics Thesaurus 

Header [ID] Subheader [ID] Subheader 2 [ID] Subheader 3 [ID] 

Geographic communities 

[270] cont’d  

California [271] cont’d  Los Angeles [272]  

  Oakland [485]  

  Sacramento [486]  

  San Diego [487]  

  San Fernando Valley [488]  

  San Francisco [273]  

  San Jose [274]  

  Sebastopol [489]  

  Terminal Island [490]  

 Colorado [275]   

  Denver [276]  

 Hawai’i [277]   

 Idaho [491]   

 Illinois [278]   

  Chicago [279]  

 Maryland [492]   

 Michigan [493]   

 Minnesota [494]   

  Minneapolis [495]  

 Missouri [496]   

  Kansas City [497]  

 Montana [498]   

 Nebraska [499]   

  Lincoln [500]  

 Nevada [501]   

 New Jersey [280]   

 New Mexico [502]   

  Seabrook [281]  

 New York [282]   

  New York [283]  

 Oregon [284]   

  Gresham/Troutdale [285]  

  Hood River [286]  

  Lake Labish [287]  
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Densho Topics Thesaurus 

Header [ID] Subheader [ID] Subheader 2 [ID] Subheader 3 [ID] 

Geographic communities 

[270] cont’d 

Oregon [284] cont’d Montavilla [288]  

  Portland [289]  

 Pennsylvania [503]   

 Peru [504]   

  Lima [505]  

 Utah [506]   

 Washington [290]   

  Bainbridge Island [291]  

  Bellevue [292]  

  Seattle [293]  

  Tacoma [294]  

  White River Valley [295]  

 Washington D.C. [507]   

 Wyoming [508]   

Education [31]    

 Church-run schools [35]   

 Primary education [333]   

 Secondary education [335]   

 Higher education [34]   

 Japanese language schools 

[33] 

  

 Public schools [32]   

 Private schools [334]   

Identity and values [42]    

 Children [509]   

 Chinese American identity 
[455] 

  

 Elders [510]   

 Family [46]   

 Filipino American identity 
[456] 

  

 Gender [457]   

 Gosei [336]   

 Issei [43]   
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Identity and values [42] 
cont’d 

Japanese American identity 

[47] 

  

 Kibei [45]   

 Korean American identity 
[458] 

  

 Latin American identity [459]   

 Men [511]   

 Multiracial [337]   

 Native American identity 
[460] 

  

 Nisei [44]   

 Orphans [512]   

 Parents [513]   

 Sansei [338]   

 Yonsei [339]   

 Youth [514]   

 Vietnamese American Identity 
[461] 

  

 Women [515]   

Immigration and citizenship 

[1] 

   

 Anti-immigration sentiment 

[178] 

  

 Arrival [4]   

  Gannen Mono [436]  

 Law and legislation [340]   

  Alien land laws [516]  

  Discriminatory laws [177]  

  Legal cases [341]  

 The journey [3]   

 Life in Japan and reasons for 
leaving [2] 

  

 Naturalization [176]   

 Picture brides [342]   

Industry and employment [5]    

 Agriculture [6]   



Version 4.1 (Rev. 01/18)                        Page 65 of 76 
 

Densho Topics Thesaurus 

Header [ID] Subheader [ID] Subheader 2 [ID] Subheader 3 [ID] 

Industry and employment [5] 
cont’d  

Agriculture [6] cont’d  Chick sexing [343]  

  Dairy farming [344]  

  Farmers’ markets and stands 

[7] 

 

  Farming [345]  

  Flower growers [346]  

  Greenhouses [446]  

  Migrant labor [347]  

  Plantations [348]  

  Strawberries [349]  

  Tenancy [517]  

 Arts [350]   

 Aviation [438]   

 Banking [351]   

 Barbering and hairdressing 

[352] 

  

 Bath houses [353]   

 Brewing [437]   

 Carpentry [354]   

 Dentistry [355]   

 Domestic Service [14]   

 Educators [356]   

 Firefighting [357]   

 Fishing and canneries [10]   

 Gardening [444]   

 Hotel industry [12]   

 Housekeeping [518]   

 Importing [358]   

 Insurance [359]   

 Journalism [360]   

 Labor brokering [361]   

 Law [362]   

 Law enforcement [363]   

 Medicine [364]   
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Industry and employment [5] 
cont’d 

Midwifery [464]   

 Mining [365]   

 Oil drilling [519]   

 Organized labor [160]   

 Photography [366]   

 Railroads [11]   

 Real estate [367]   

 Retail [368]   

 Shellfishing [472]   

 Small Business [8]   

  Bakeries [369]  

  Florists [439]  

  General stores [370]  

  Grocery stores [371]  

  Hardware stores [372]  

  Laundromats [373]  

  Restaurants [374]  

  Service stations and garages 
[440] 

 

 Surveying [520]   

 Timber [9]   

Japan [108]    

 Pre-World War II [163]   

 During World War II [164]   

 Post-World War II [165]   

 Education [375]   

 Government and politics 
[376] 

  

 Imperial family [441]   

 Imperialist expansion [377]   

 Military [378]   

 Okinawa [379]   

 United States civilians [380]   

Japanese Canadians [200]    
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Japanese Canadians [200] 
cont’d 

Life in Canada [382]   

 Incarceration during World 

War II [381] 

  

 Redress and reparations [383]   

Japanese Latin Americans 

[166] 

   

  Deportation and internment 
during World War II [384] 

  

 Repatriation to Japan [385]   

 Return to Latin America after 

World War II [386] 

  

 Redress and reparations [168]   

Journalism and media [387]    

 Advertising and marketing 

[388] 

  

 Community publications [26]   

  Gidra [465]  

  Kashi Mainichi [521]  

  Nichi Bei [522]  

  The Northwest Times [523]  

  Pacific Citizen [389]  

  Rafu Shimpo [524]  

  Rocky Shimpo [390]  

 Mass media [391]   

Korean War [466]    

Military service [296]    

 Draft [467]   

 Enlisting and recruiting [541]   

 Pre-World War II service [92]   

 Post-World War II service 

[297] 

  

 Postwar occupation of Japan 

[199] 

  

 Veterans’ organizations [19]   

Race and racism [36]    
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Race and racism [36] cont’d Cross-racial relations [38]   

 Discrimination [37]   

 Stereotypes [161]   

 Violence [186]   

 “Yellow Peril” [185]   

Redress and reparations [110]    

 Civil Liberties Act, 1988 [525]   

 Commission on Wartime 
Relocation and Internment of 
Civilians (CWRIC) [392] 

  

  Formation and work [113]  

  Hearings [114]  

   Seattle, Washington hearings 

[217] 

   Washington, D.C. hearings 

[218] 

  Lobbying and implementation 
of findings and 
recommendations [115] 

 

   H.R. 4110 [219] 

   S. 2116 [220] 

 Impact of redress movement 

[116] 

  

 Legal petitions/coram nobis 
cases [167] 

  

 Mobilizing and organizing the 
community [111] 

  

 Receiving redress check and 
apology [117] 

  

Reflections on the past [118]    

 Camp pilgrimages [81]   

 Days of remembrance [393]   

 Exhibitions [394]   

 September 11, 2001 and 

aftermath [169] 

  

Religion and churches [29]    

 Buddhism [395]   

 Christianity [396]   
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Religion and churches [29] 
cont’d 

Religious organizations [397]   

  Youth organizations [546]  

 Shintoism [398]   

Vietnam War [468]    

 Combined Action Program 
[526] 

  

World War II [399]    

 Pearl Harbor and aftermath 

[48] 

  

  Events prior to Pearl Harbor 

[49] 

 

  Arrests, searches, and seizures 

[50] 

 

  Martial law in Hawai’i [425]  

  Decision to incarcerate [203]  

  Personal recollections [51]  

  Responses of non-Japanese 

Americans [53] 

 

  “War Hysteria” [187]  

 Non-Incarcerated Japanese 

Americans [54] 

  

  “Voluntary Evacuation” [56]  

 Mass removal (“Evacuation”) 

[57] 

  

  Preparation [189]  

  “Evacuation Day” [190]  

  Aftermath [191]  

  Exclusion orders [188]  

  Japanese American 
community responses [52] 

 

 Propaganda [426]   

  Media propaganda [427]  

  U.S. government propaganda 

[170] 

 

 Economic losses [59]   

 Family reunification [527]   
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World War II [399] cont’d Sabotage and espionage [528]   

 Japanese American Citizen 

League activities [400] 

  

 Temporary Assembly Centers 

[61] 

  

  Arts and literature [171]  

  Conflicts, intimidation, and 
violence [404] 

 

   Construction [529]  

  Education [207]  

  Facilities, services, and camp 
administration [206] 

 

  Food [405]  

  Funerals [406]  

  Holidays and festivals [407]  

  The journey [192]  

  Impacts of incarceration [408]  

  Living conditions [62]  

  Medical care and health issues 

[409] 

 

  Politics and self-governance 
[530] 

 

  Publications [193]  

   Arbo-Gram [222] 

   Fresno Grapevine [223] 

   Mercedian [224] 

   North Portland Evacuazette 

[194] 

   Pinedale Logger [225] 

   Pomona Center News [226] 

   Puyallup Camp Harmony 

News-Letter [232] 

   Salinas Village Crier [227] 

   Santa Anita Pacemaker [215] 

   Stockton El Joaquin [228] 

   Tanforan Totalizer [216] 
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World War II [399] cont’d Temporary Assembly Centers 

[61] cont’d 

Publications [193] cont’d Tulare News [229] 

   Turlock TAC [230] 

   Walerga Wasp [231] 

  Religion [410]  

  Security [531]  

  Social and recreational 
activities [63] 

 

  Social relations [532]  

  Sports [411]  

  Weddings [412]  

  Work and jobs [208]  

 Concentration camps [65]   

  Arts and literature [172]  

  Conflicts, intimidation, and 
violence [162] 

 

  Conflicts, intimidation, and 
violence [162] cont’d 

Manzanar riot/uprising [414] 

   Poston strike [415] 

   Tule Lake strike [533] 

  Construction [534]  

  Education [73]  

   Manzanar Children’s Village 
[470] 

  Facilities, services and camp 
administration [69] 

 

  Food [68]  

  Funerals [416]  

  Holidays and festivals [71]  

  Impact of incarceration [78]  

  The Journey [66]  

  Living conditions [67]  

  Medical care and health issues 

[70] 

 

  Politics and self-governance 
[537] 

 

  Publications [74]  
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World War II [399] cont’d Concentration camps [65] 
cont’d 

Publications [74] cont’d  Denson Tribune (Jerome) 
[209] 

   Gila New-Courier [210] 

   Granada Pioneer [211] 

   Heart Mountain Sentinel 
[175] 

   Manzanar Free Press [204] 

   Minidoka Irrigator [173] 

   Newell Star [417] 

   Poston Chronicle [212] 

   Rohwer Outpost [213] 

   Topaz Times [214] 

   Tulean Dispatch [174] 

  Religion [75]  

  Security [535]  

  Social and recreational 
activities [195] 

 

  Social relations [536]  

  Sports [72]  

  Weddings [196]  

  Work and jobs [76]  

   Organized labor [197] 

 Administration [401]   

  Community Analysis Section 
[538] 

 

  Wartime Civil Control 

Administration [402] 

 

  War Relocation Authority 

[403] 

 

  Western Defense Command 
[539] 

 

  Registration and “loyalty 
questionnaire” [85] 

 

 Department of Justice camps 

[82] 

  

 Citizen isolation centers [413]   
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World War II [399] cont’d Immigration detention 
centers 

[418] 

  

 U.S. Army internment camps 

[432] 

  

 U.S. federal prisons [433]   

 “Enemy Alien” Classification 

[84] 

  

 German and Italian detainees 
[443] 

  

 Military service [88]   

  1800th Engineering Battalion 

[221] 

 

  442nd Regimental Combat 

Team [89] 

 

  100th Infantry Battalion [421]  

  522nd Field Artillery Battalion 

[90] 

 

  Airborne troops [540]  

  Military Intelligence Service 

[91] 

 

   Merrill’s Marauders [469] 

  Medals and awards [422]  

  Office of Strategic Services 

[198] 

 

  U.S. Counterintelligence Corps 

[93] 

 

  Varsity Victory Volunteers 

[423] 

 

  1399th Engineer Construction 

Battalion [424] 

 

  Women’s Army 
Corps/Women’s Army 
Auxiliary Corps [442] 

 

  Prisoners of war [445]  

 Resistance and dissidence 
[94] 

  

  Community responses to 
resistance [99] 
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World War II [399] cont’d Resistance and dissidence 
[94] cont’d 

Draft resistance [95]  

   Fair Play Committee [428] 

  Expatriation/repatriation/dep 
ortation [107] 

 

  Impact of resistance on 
families [100] 

 

  Other forms of resistance [98]  

  Renunciation of citizenship 

[87] 

 

  Segregation and Tule Lake [86]  

  Segregation and Tule Lake [86] 
cont’d 

Hoshidan [429] 

   No no boys [430] 

   Stockade [431] 

  Supreme Court cases [96]  

   Fred Korematsu [157] 

   Gordon Hirabayashi [97] 

   Minoru Yasui [158] 

 Support from the non- 
Japanese American 
community [80] 

  

 Leaving camp [101]   

  “Resettlement” [104]  

  Returning home [106]  

  Student leave [102]  

  Work leave [103]  

   Temporary agricultural work 
leave [419] 

   Permanent agricultural work 
leave [420] 

 Atomic Bombings of 

Hiroshima & Nagasaki [109] 
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CONTROLLED VOCABULARY  

 A Taxonomy Primer 
http://www.ischool.utexas.edu/~i385e/readings/Warner-aTaxonomyPrimer.html 

 

 Introduction to Controlled Vocabularies: Featuring the Getty Vocabularies 
http://www.getty.edu/research/tools/vocabularies/intro_to_vocabs.pdf 

 

 Library of Congress Thesauri & Controlled Vocabularies 
http://www.loc.gov/library/libarch-thesauri.html 

 

 What Is A Controlled Vocabulary?  
http://boxesandarrows.com/view/what_is_a_controlled_vocabulary_ 

 

 

COPYRIGHT  

 Association of Research Libraries Copyright & Intellectual Property Policies 
http://www.arl.org/pp/ppcopyright/index.shtml 

 

 Copyright Term and the Public Domain in the United States 
http://copyright.cornell.edu/resources/publicdomain.cfm 

 

 OCLC Code of Best Practices in Fair Use for Academic and Research Libraries 
http://www.arl.org/bm~doc/code-of-best-practices-fair-use.pdf 

 

 Hathi Trust Take-Down Policy 
http://www.hathitrust.org/take_down_policy 

 

 Stanford University Libraries Copyright and Fair Use 
http://fairuse.stanford.edu/index.html 

 

 Well-intentioned practice for putting digitized collections of unpublished materials online 
http://www.oclc.org/research/activities/rights/practice.pdf 

 

 

D IGITIZATION GUIDELINES  

 Federal Agencies Digitization Guidelines Initiative 
http://www.digitizationguidelines.gov/ 
 

 Indiana University Digital Library Program Use of Digital Imaging Standards and Best Practices 
http://www.dlib.indiana.edu/education/workshops/lsta04/handout9.pdf 
 

 Moving Theory into Practice: Digital Imaging Tutorial 
http://www.library.cornell.edu/preservation/tutorial/preservation/preservation-01.html 

 

 U.S. National Archives and Records Administration (NARA) Technical Guidelines for Digitizing Archival Materials for 
Electronic Access: Creation of Production Master Files – Raster Images 
http://www.archives.gov/preservation/technical/guidelines.pdf 

 

http://www.ischool.utexas.edu/~i385e/readings/Warner-aTaxonomyPrimer.html
http://www.getty.edu/research/tools/vocabularies/intro_to_vocabs.pdf
http://www.loc.gov/library/libarch-thesauri.html
http://boxesandarrows.com/view/what_is_a_controlled_vocabulary_
http://www.arl.org/pp/ppcopyright/index.shtml
http://copyright.cornell.edu/resources/publicdomain.cfm
http://www.arl.org/bm~doc/code-of-best-practices-fair-use.pdf
http://www.hathitrust.org/take_down_policy
http://fairuse.stanford.edu/index.html
http://www.oclc.org/research/activities/rights/practice.pdf
http://www.digitizationguidelines.gov/
http://www.dlib.indiana.edu/education/workshops/lsta04/handout9.pdf
http://www.library.cornell.edu/preservation/tutorial/preservation/preservation-01.html
http://www.archives.gov/preservation/technical/guidelines.pdf
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D IGITAL PRESERVATION  

 Digital Preservation Glossary 
http://www.lib.umich.edu/preservation-and-conservation/digital-preservation/digital-preservation-glossary 
 

 Digital Preservation Management: Implementing Short-term Strategies for Long-term Problems 
http://www.dpworkshop.org/dpm-eng/eng_index.html 
 

 Guidelines for Physical Digital Storage Media 
http://www.collectionscanada.gc.ca/digital-initiatives/012018-8020-e.html 
 

 The Open Archival Information System Reference Model: Introductory Guide 
http://www.dpconline.org/docs/lavoie_OAIS.pdf 

 

 Sustainability of Digital Formats: Planning for Library of Congress Collections 
http://www.digitalpreservation.gov/formats/index.shtml 

 
 

D IGITIZATION PROJECT PLANNING  

 Grey Highlands Public Library Digitization Project Tips Manual 
http://www.greyhighlandspubliclibrary.com/AgnesMacphail/GHPL_Digitization_Project_Manual.pdf 

 

 An Introduction to Digital Projects for Libraries, Museums and Archives  
http://images.library.uiuc.edu/resources/introduction.htm 

 

 Steps in the Digitization Process by The Library of Congress Ameritech National Digital Library Competition  
http://lcweb2.loc.gov/ammem/award/docs/stepsdig.html 

 
 

USER ANALYSIS  

 An introduction to personas and how to create them 
http://www.steptwo.com.au/papers/kmc_personas 

 

 Getting Started with Building Personas 
http://www.futurenowinc.com/resources/FutureNow_Getting_Started_with_Building_Personas.pdf 

 

 Just Ask: Integrating Accessibility Throughout Design 
http://www.uiaccess.com/accessucd/ 

 

 User-centered design 
http://en.wikipedia.org/wiki/Human-centered_design 

 

http://www.lib.umich.edu/preservation-and-conservation/digital-preservation/digital-preservation-glossary
http://www.dpworkshop.org/dpm-eng/eng_index.html
http://www.collectionscanada.gc.ca/digital-initiatives/012018-8020-e.html
http://www.dpconline.org/docs/lavoie_OAIS.pdf
http://www.digitalpreservation.gov/formats/index.shtml
http://www.greyhighlandspubliclibrary.com/AgnesMacphail/GHPL_Digitization_Project_Manual.pdf
http://images.library.uiuc.edu/resources/introduction.htm
http://lcweb2.loc.gov/ammem/award/docs/stepsdig.html
http://www.steptwo.com.au/papers/kmc_personas
http://www.futurenowinc.com/resources/FutureNow_Getting_Started_with_Building_Personas.pdf
http://www.uiaccess.com/accessucd/
http://en.wikipedia.org/wiki/Human-centered_design

