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WNYLRC Digital Services
Collection Submission Request

	Library/Library System
	

	Address 1
	

	Address 2
	

	City
	

	Zip
	

	Project Coordinator (Coordinator will create and input metadata)
	

	Project Coordinator Signature
	

	Email address
	

	Telephone # 
	(      )

	Library Director Signature (Director assures approval of this project)
	



List other libraries if more than one library is part of the submission (Please include library name, contact person, phone number, and signature):
	Library
	Contact Person
	Telephone #
	Signature

	
	
	(   )
	

	
	
	(   )
	

	
	
	(   )
	

	
	
	(   )
	

	
	
	(   ) 
	



Project Title and Summary
	Title of Project
	





COLLECTION SUMMARY SHOULD INCLUDE THE FOLLOWING:
1. Describe the collection to be digitized, including title of collection, anticipated number of images, key words/subject terms and its intended audience. Samples of digital files should be available on request.

2. Describe how the proposed collection will impact the Western New York Region, including improving access to information, promoting resource sharing, Explain how it will advance the goals of the WNYLRC 5 Year Plan of Service, 2021-2026 and why should it be added to New York Heritage or New York State Historic Newspapers.

3. If the collection is to be added to New York State Historic Newspapers, please include how many rolls of film are in the collection, the approximate number of pages, and the approximate number of images that will be added. This information may be available by referring to a vendor quote.

4. Provide assurances of ownership of the materials to be digitized and assurances of the rights to reproduce in digital format as well as in print from digital format. Sign and return the Digital Resources Contribution Agreement (pg. 3-4).

5. Please indicate if the collection being added is complete or partial and how the digitized collection, including the metadata and any future additions of digital images, will be maintained. 

☐ Please check if the project is for New York Heritage Collections: 
The following items are required for consideration of this proposal – a collection landing page that indicates the historical value of the collection and a description of your library or organization. Please also refer to the NYH Contributor Guide. A template listing the required information is attached (pg. 5)
6. Provide a 100-word description of the collection for display on the NY Heritage landing pages.

7. If this is your organization’s first collection, please provide a description of your organization for the organizational landing page.

☐ Please check if the project is for New York Historic Newspapers Collections:
If you are planning a NYS Historic Newspapers collection, please refer to the NYSHN Contributor Guide for required paperwork and standards. Be sure to include how many rolls of film are in the collection, the approximate number of pages, and the approximate number of images that will be added in the submitted summary.
☐ Please check if the project is for Empire Archival Discovery Collaborative
It is strongly recommended to submit Finding Aids to Empire Archival Discovery Collaborative for any collections uploaded to New York Heritage. The collection descriptions contributed to this portal will use encoded archival description (or EAD), which is the structural encoding standard on which archival finding aids (or collection guides) are created for distribution and sharing on the web. Locally created EAD finding aids can be harvested by EmpireADC. Please refer to the EmpireADC Contributor Guide.
For all collections:
Please sign and date the application in the space provided on the following page. If the Project Coordinator is not the Director of their library, please also include the signature of the Library Director. Unsigned applications cannot be considered and will be returned to the Project Coordinator to correct.

DIGITAL RESOURCES CONTRIBUTION AGREEMENT
	Date:
	

	Institution Name ("Contributing Institution"):
NOTE:  The above-described contribution(s) are referred to as the "Contribution" in the Agreement
	

	Collection Name:
	



A. Copyright Status of Contribution
Please read and check one option related to the status of the copyright(s) to the Contribution:
	☐	The Contributing Institution confirms that the Contribution is in the public domain and not subject to any copyright restrictions because:

	

	☐	The Contributing Institution cannot determine the status of the copyright(s) to the Contribution because:

	

	☐	The Contribution is protected by copyright until at least (insert year in right column), and Contributing Organization, having the right to do so, hereby transfers an irrevocable license to duplicate, display, and adapt copies of the Contribution to the Western New York Library Resources Council, its staff, board members, and contractors (the "Licensees").  

	Insert year here.

	NOTE:  If no option can be selected, the contribution should not go forward under this Agreement, and the works should be evaluated to see of digitization and use by WNYLRC can move forward.



B. Indemnification
[bookmark: OLE_LINK1]Having selected one of the above options regarding copyright status, Contributing Institution shall hold harmless and defend WNYLRC, its staff, board members, and contractors, against any liability, including but not limited to actions for copyright infringement, for the inclusion of this work in the New York Heritage database, New York State Historic Newspapers and/or future collaborative digital projects as approved by the Regional Advisory Committee and/or the WNYLRC Board of Trustees, and the actions of any third party alleged to have been made possible by such inclusion.  
C. Additional Understanding Regarding Sharing and Use of Contribution's Metadata
☐ Please check here if Contributing Organization agrees:
Contributing Organization agrees that the descriptive and other metadata attached to the Contribution (the "Digital Collections Metadata") may be harvested from the appropriate platform identified above for the purpose of sharing with other aggregators under the terms of the agreement established between the aggregator, WNYLRC, and the harvester.  Contributing Organization acknowledges and understands that such Digital Collections Metadata – as distinguished from the digital objects themselves – will be made freely available for harvesting and re-use under a Creative Commons CC0 license. 
D.  Additional Permission for Publicity and Promotion
☐ Please check here if Contributing Organization agrees
Contributing Organization agrees that WNYLRC may make use of images within the Contribution that are uploaded to New York Heritage, New York Historic Newspapers and/or future collaborative digital projects for publicity purposes in all media including print, television, electronic, and WNYLRC’s various web sites with appropriate copyright notice as allowable.  WNYLRC understands that this agreement does not transfer ownership of our institution’s copyright to WNYLRC of such items or collection.
 E.  Representation and Warranty
This Agreement is being signed by a duly authorized representative of Contributing Organization.
It is represented and warranted that the above statements are true and that no previous exclusive grant of any right or privilege relating thereto is presently in effect.  
Signing individual acknowledges on behalf of the Contributing Organization that I have read and understood this agreement and supplied answers to section "A" to the best of their ability to determine.
	Date:
	

	Institution’s representative (Print)
	

	Title
	

	Email
	

	Phone Number
	

	Signature
	




Collection Information Templates
New York Heritage Collection Information. Your NYH landing page contains several fields to give users information about your organization and collection.  The fields and their requirements are listed below. Asterisked fields are required.  Others are optional depending on your type of collection.  
	New York Heritage Collection Information Template

	Attribute
	Your Collection Information

	*Collection Title: name of your collection.  Must be the same as the “Digital Collection” field in your metadata:
	

	*Collection ID: an ID to differentiate your collection from others.  This will be assigned.
	

	*Abstract: a short description of the collection.  Appears when browsing collections.
	

	Topic Areas: A list of NYH topic areas that can be applied to your collection. A full list is found in the Metadata Dictionary
	

	Collection Type: what sort of items are contained in the collection? Full list in Metadata Dictionary
	

	Dates of Original: the dates or date range of the collection materials
	

	Creator Attribution: Who created the works within the collection, or compiled the collection
	

	Publisher of Digital: if published digitally, the entity that published it
	

	Finding Aid URL: A web address for any finding aids that refer to your collection
	

	Historical Context: short paragraph about the context of your collection
	

	Scope: What the collection contains
	

	Content Source: Where was it compiled from?
	

	Special Content: any special or unique things that you wish to highlight about the collection
	



	Institutional Landing Page Template

	*Organization Name: Name of your organization, library, or location
	

	*About: short paragraph describing your organization
	

	*Address: street address and coordinates of organization location
	

	*Website: web address of organization
	

	*Contact Person: Who should be contacted if further research or information from the collection is desired. Can include name, email, and phone contacts.
	



180 Lawrence Bell Drive | Suite 104 | Amherst, NY 14221-7888
phone 716-633-0705 | www.wnylrc.org
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