NEW PARTNER INSTITUTION and CERTIFICATIONS FORM
DIGITIZATION PROJECT GRANT
INSTITUTION / COLLECTION INFORMATION

Provide one completed form for each new partner.
1.   Institution Information

	Institution
	

	Project representative
	

	Address
	

	
	

	Telephone
	

	E-mail
	


2.   Collections Narrative

a. List the most significant items or collections this partner will contribute to the project and describe why these materials are important and relevant to the topic.  How were these materials chosen for inclusion?
b. Describe the status of current preservation and access for these materials (e.g. use of preservation enclosures, provision of stable physical environment, existence of sufficient arrangement and description of original materials and access tools such as card catalogs, MARC records, finding aids to the folder level, full registrar records, etc.).  Provide enough information to demonstrate that materials are properly housed and described.  

c. Attach a finding aid or a sample printout or photocopy from this participant’s collection management system (whether electronic or not—analog catalog cards, collection inventories, paper finding aids, etc.).  Provide enough detail to adequately show that the materials intended for digitization have been properly arranged and described.  
d.   Describe the steps you have taken to assure that you have full rights and permissions under current law to create and make available to the public digital copies of all materials proposed for the project.  Your response should clearly demonstrate that you know who owns copyright to the material.  Projects with significant unresolved copyright or permissions issues will not be funded.

3.   Collections Table - Format / Number of Items (begin new page)
	
	YEAR 1
	YEAR 2, if applicable
	YEAR 3, if applicable

	MEDIA TYPE
	APPROXIMATE QUANTITY 
(# digital images to be created)
	APPROXIMATE QUANTITY 
(# digital images to be created)
	APPROXIMATE QUANTITY 
(# digital images to be created)

	Artifacts
	
	
	

	Artwork
	
	
	

	Manuscripts
	
	
	

	Maps
	
	
	

	Microfilm reels
	# Reels:
# Images:
	# Reels:
# Images:
	# Reels:
# Images:

	Photographic negatives
	
	
	

	Photographic prints
	
	
	

	Printed materials
	# pages:
	# pages:
	# pages:

	Audiotapes
	
	
	

	Videotapes
	
	
	

	TOTAL # of images (or pages of original text digitized into full text)
	
	
	

	TOTAL # of digitized audio/videotapes
	
	
	

	Finding Aids
	# pages:           
# collections:
	# pages:           
# collections:
	# pages:           
# collections:


DIGITIZATION PROJECT GRANT
CERTIFICATION OF LOCAL COMMITMENTS

Provide one completed form for each new partner.  To do so, the Director or CEO of each partner should initial to the right of each statement and sign below. 

	· The copyright of materials to be reproduced digitally by this grant program are a) in the public domain, b) held by the library or one or more of the grant project partners, c) used by the library or project partners with the written permission of the copyright holder for publication on the World Wide Web, or d) materials that will be used pursuant to fair use governed by the Copyright Act, 17 USC § 107 et seq. The entity holding copyright agrees to the publication of digital copies of their materials as specified in this document on the World Wide Web.
	
	

	
	
	

	
	
	

	· All materials proposed for digital reproduction using funds from this grant are stored in appropriate preservation enclosures and are under stable environmental (humidity, light, and temperature) conditions.
	
	

	
	
	

	
	
	

	· All materials proposed for digital reproduction using funds from this grant have appropriate forms of "traditional access": finding aids and/or library online catalog records or museum registrar records.
	
	

	
	
	

	
	
	

	· All materials proposed for digital reproduction using funds from this grant will have master and access images created and stored in appropriate resolution, format, and storage media, as described in the NC ECHO “Digitization Guidelines" document.
	
	

	
	
	

	
	
	

	· All digital products created using funds from this grant will incorporate appropriate Dublin Core and MARC record forms of access.

	
	

	
	
	

	
	
	

	· All archival finding aids made Web-accessible using funds from this grant will make use of Encoded Archival Description.
	
	

	
	
	

	
	
	

	· Any digital products created through use of funds from this grant will be made accessible for the long-term over the World Wide Web.
	
	

	
	
	

	· Any digital products created through use of funds from this grant will be maintained and migrated according to current standards and best practices in order to ensure sustainability. 
	
	

	
	
	

	
	
	

	
	
	

	Signature of Library Director or CEO
	
	Date


