Metadata Required for Documents

	Basic Information

	Status
	Stage of a resource’s lifecycle and how tDAR treats its content

	Draft
	The resource is under construction and/or incomplete

	Active
	The resource is considered to be complete

	Flagged 
	This resource has been flagged for deletion or requires attention

	Deleted
	The item has been “deleted” from tDAR workspaces and search results and is considered deprecated

	Title
	If a formal title is given for the resource (as with a report) use this. If no title is supplied, the suggested formula is 'Content, Investigation Type or Site Name, Site Name or Specific Geographic Location'.

	Year
	Four-digit year, e.g. 1966 or 1995. The publication year for a document or the year a photograph was taken. Otherwise, the year a resource was created.




Choose an Account to Bill From 
Select the billing account you wish to use. Must have a billing account set up.



	Document Creators
Credit individuals and institutions for their contribution to the resource. Can enter multiple contributors.

	Person
	Last name, first name, editor or author (select one), email (optional), institution name (optional).

	Institution
	Institution name





	Additional Citation Information

	Document Type
	book, chapter, article, thesis, conference, report, other (select one)

	Publisher
	Institution or entity that published the item

	Publisher Location
	Location of the publisher

	Language
	The language that the document is in

	Series Information
	Series title, series, edition

	Copy Location
	Location where physical copy of the item is stored 

	ISBN
	The International Standard Book Number

	DOI
	Digital object identifier

	URL
	Stable URL for objects available elsewhere online



Abstract/Description
[bookmark: _44uiavr2f8tt]Institution Authorizing Upload of this Document: institution name

	Individual and Institutional Roles

	Person
	Last name, first name, role (contact, contributor, translator, field director, lab director, principal investigator, project director, landowner, sponsor), email (optional), Institution name (optional)

	Institution
	Institution Name, role (contact, contributor, collaborator, landowner, sponsor, permitting agency, repository, prepared by, submitted by)





	Document Specific or Agency Identifiers
Names or numbers specific to the document, project, or institution that would be used to identify the resource (e.g. a museum catalog number or archive call number)

	Name
	Description of the following agency or image identifier

	Value
	Number, code or another identifier





