	
Born/’Delivered’ Digital Collection Profile


The purpose of this form is to assemble information about born-digital or “delivered digital” collections that we expect to acquire, preserve, manage, and to provide staff or public access to.  It should be completed and reviewed at the AUL level before CUL agrees to accept the digital collection.  
1. Project Working Title: 
2. Date of Profile Creation: 
3. Selector / Requestor: 
4. Director's Approval: 
[Director should forward the completed form by email to: mailto:daviss@columbia.edu]
5. Holding Library / Repository:
6. Nature & Scope of Project: 
a. Nature of digital content (e.g., personal, institutional or corporate archives, audio, video, photos): 

b. Approximate number of digital items (of each type, if relevant):

c. Estimated storage size for the digital content in GB: 
d. Deadlines / priority:
e. Commitments:  Are we planning to make commitments to the donor or content owner about any aspect of preservation of or access to this content?

f. Is this project a one-time effort or do you expect more content or metadata to be added over time?
g. “Delivered Digital:” Is this a project where the content owner has agreed to digitize the content before delivering it to Columbia?  If so, explain.
7. Resources Available for Project 
a. Partnerships: Is there an external partner?

b. Funding: What funds are available, if any, to support the ingest, preservation, curation and access to this collection?
c. Coordination: Who will be coordinating this project from the curatorial / selection / reference side?  
8. Rights and Permissions
a. Who owns the intellectual content of the material?  
b. Who will own the physical digital collection, Columbia or another entity?  
c. Born digital collections may have copyright or privacy restrictions.  Options for making them available may include:  embargoed access, staff-only access, onsite access in corresponding curatorial division, or general public access.

If any public access to the content is desired, please contact the Copyright Officer before completing this form and include documentation about legality of providing public access.
9. Privacy, Personally-Identifiable Information


a. Are there privacy or confidentiality considerations with this collection?


b. Does the collection include Personally Identifiable Information (definition at: http://www.gsa.gov/portal/content/104256)?


c. Who will make the determination about any restrictions to be placed on specific collection content? How will this be documented?
10. Importance of this Collection to CUL/IS
Please provide a brief statement about the significance of this project research and teaching and its priority relative to other ongoing projects and commitments.

11.  Acquisition and Ingest Issues
a. Does the collection include content on media other than current hard drives or USB drives? (For example, are there DVDs, DAT tapes, MimiDV, obsolete storage formats?) 

b. What data formats are included in the collection: MS Office files, image / graphics files, email files, databases, sound, video, geographic, data/statistical, architectural, or scientific file formats, or other specialized formats? (Please circle all relevant formats and explain as needed.)

c. Does the collection include non-Roman character sets?
12.   Cataloging / Metadata Issues
a. What metadata exists at the item or other structural level?
b. If no item-level metadata exists, what metadata will be created and by whom? 
c. Is there / will there be a finding aid for this collection?
13.   Presentation / Publication Issues 
Normally public access to a born/delivered digital archival collection will be provided through our standard Blacklight public collections viewer interface with a simple landing page providing basic collection information.  If there is any requirement that CUL/IS create a custom, “vanity” site for this collection, please describe.
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