 Metadata Collection Guide

1. What is the title of the data set?

a. What is your shorthand name or acronym for the data set, if any?

2. Who is the originator(s)/ owner of the data set? 

3. What is the time period represented by the data set?

4. Is your data set referenced on-line or available over the internet?

a. If so, what is the URL?

5. Include a brief (no more than a few sentences) description of the data set.

6. Why were the data collected in the first place?  Include any advice for a potential data user.

7. Where were the data collected?  Include description and coordinates in longitude and latitude.

8. List some keywords to help search for this data set? 

a. Thematic, Place, Temporal, Strata

b. If a controlled vocabulary was used, what is the reference?

9. Are there any fees for accessing or retrieving this data set?

10. What is the online filename for distributing the data set?

11. Please list the names and addresses of the person or organization responsible for:

a. Answering questions about the data set

b. Distribution of the data set

c. Preparing the documentation for the data set

12. Is the data set published?  If so, please include the reference.

13. Were the data developed primarily through:

a. Field visits

b. Remote instrumentation (i.e. temperature recorders, etc)

c. Existing data sources

14. What is the status of the data you are documenting? – complete, in progress, planned
a. Will the data set be updated?  If so, how frequently?

15. What are the policy or legal restrictions regarding access to or use of the data set?

16. Is your data set illustrated through a graphics file that can be viewed over the internet?  If so, what is the file name and format?

17. What tests did you conduct to be certain your attributes actually represent field observations?  Date of tests?

18. What measures did you take to make certain that your data set was as nearly correct as possible?  Tests?  Date of tests?

19. Were there any things that you excluded from your data collection   i.e. stems less that a certain diameter or streams without surface flow

20. How accurately are the features located in your data set?  What tests were used to determine horizontal or vertical positional accuracy?

21. Describe the lineage of your data set by:

a. Listing any source data sets you used.  For each source list:

i. Source name, originator and publication date

ii. Source time period and scale

iii. Source presentation form and media type

iv. Contribution of source to your data set

b. Listing the processing steps you used to create your data set, including the approximate date of processing.

22. How are features represented in your data set?  Point, Vector, Raster
23. What is the filename for your attribute data?

a. List the field names in the table and for each field list:

i. A description of what is recorded in the field

ii. If the data are coded (Enumerated Domain), list the codes and the definitions

iii. If the codes come from a published code set (Codeset Domain), list the reference.

iv. If the data are measured (Range Domain), list the units and the minimum and maximum allowable values (“no limit” is acceptable).

v. Otherwise, the domain is unrepresentable.  Include a brief description of what is in the field

24.  Is the data set available for distribution?  If no, skip to item 26
a. List the names and addresses of people or organizations responsible for distribution. 

b. Include the full pathname of the file that is available for distribution.

c. Include a statement of liability assumed by the data distributor.

25. Describe the standard ordering process for obtaining the data set.

a. Can the data be obtained in a non-digital form?

i. If yes, describe the process for getting it.

b. For digital data:

i. Include the format of the file to be distributed, any decompression instructions needed to use the file, and the file transfer size, if known.

ii. For data available on line, include the filename or service where the data are available AND/OR modem dialup instructions

c. For data available offline

i. Include the type of recording media, recording capacity specifications, format, and computer compatibility information

26.  In which horizontal coordinate system are your data – geographic, planar, local?

a. If data are in the geographic system,

i. List longitude and latitude resolution and units

b. If data are planar,

i. Include the projection name or grid coordinate system name

ii. List the projection parameters

c. If data use a local system,

i. Describe the coordinate system and how it is oriented to the earth.  Include any information for registering the system to the earth.

d. What is the horizontal datum name?

i. Include the ellipsoid name and its parameters

27.  Are your data defined by a vertical coordinate system?

a. If an altitude coordinate system is defined, list the datum name, resolution, units, and encoding method

b. If a depth coordinate system is defined, list the datum name, resolution, units, and encoding method

28. You are done.  Bring a text file containing the responses to this guide to the workshop on a floppy disk or CD.   Send questions to george_lienkaemper@usgs.gov
