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General instructions

· This information will go into AILLA's database and form the catalog (metadata) for the materials in your collection.  
· Please enter as much information as you can, so that future generations of archive users can know what these materials are and who created them. If you need more space, please add pages and copy fields wherever you wish. You can change this information at any time by contacting the archive.
· Catalog information (metadata) is publically accessible except for personal data, such as contact information (including emails), dates of birth, and data about contributors who wish to remain anonymous. Archive users can read catalog information even for resources that they can not access.
· If you have any questions or problems, please write to ailla@ailla.utexas.org or call +1 (512)495-4604 (M-F, 9:00-17:00 CST).
All AILLA collections have 3 levels: 

1. The collection, which is made up of 

2. resources/folders, which contain 
3. one or more related media files.
This Document will help you gather metadata about each of these three levels. 

Depositor Information

Instructions: Fill out the following information. If there are multiple depositors for this collection, please copy the fields below as often as necessary and provide the requested information for each depositor. If there are multiple depositors, each depositor must sign and submit the AILLA Depositor License Agreement (see next page). 
Given Name(s): 

Surame(s): 

Email: 
Mobile Phone: 

Home Phone:

Work Phone: 
Address: 
City:

State: 

Zip/postal code:

Country: 

Website: 
Organization(s): 

AILLA Depositor License Agreement
In signing this agreement, I, _________________________________, authorize AILLA to preserve and archive the materials included in this deposit and listed in the attached AILLA Metadata Sheet.  Specific conditions regarding access to these materials are specified therein. 

By depositing the materials:

· I state that I have the right to deposit these materials because I recorded or otherwise participated in their creation; or because I have been given the right to deposit these materials by their creator; or because I have inherited these materials from the creator.
· I grant AILLA permission to electronically publish these materials, distribute electronic copies, migrate them to future formats and transfer copies to other archives, always respecting my AILLA access conditions. 
· I grant AILLA permission to use and to authorize others to use these materials for research, educational, and other reasonable non-commercial purposes, consistent with my AILLA access conditions and with AILLA's Conditions for Use of Archive Resources.

· I grant AILLA permission to publish, distribute copies, transfer to other archives, and use for any non-commercial purpose the metadata that describe these resources. 

· I retain all other rights in the materials that I may have by virtue of having made the recording(s), text(s), photograph(s), and/or other item(s) in the deposit, including without limitation, the right to copy, distribute and publish the materials and incorporate them in whole or in part into other works.
· This agreement does not take away any rights from the depositor or any other creator of these materials; all parties to the creation of the materials retain all of their original rights. 
· I agree to keep my contact details up to date, and that if I am not contactable (according to AILLA's contact procedure), AILLA will make decisions about management of and access to materials taking into account the nature of the materials, my AILLA access conditions, and the interests of the language community.
· I will not hold AILLA or The University of Texas at Austin responsible for, and hereby indemnify them against, any direct, indirect, or consequential harm or loss caused by damage to, loss, or misuse of the archived materials. 
Signature: 







 Date: 





Collection Information
AILLA collections are organized around a particular person's research (e.g. the Kuna Collection of Joel Sherzer) or a particular research project (e.g., the Chatino Language Documentation Project Collection).
· English Title: 

· Spanish Title:

· Indigenous Title (in indigenous language of focus), optional: 

· Language + ISO code of above Indigenous Title:

· Collector(s) Name(s) (if different from Depositor): 
· Project/Collector Website: 
· Project/Collection funder(s): 
· Language Name(s) + ISO code(s) (Include other information about the language, such as its genetic relationships, alternate names, or demographic information, if you wish.): 
· Countries (List all countries in which collection media files were created):
· Collection Description in English (The Collection Overview should be a brief description of how & why the collection was created.):
· Collection Description in Spanish (This should be an exact translation of above):
· Collection Description in the Indigenous Language used for Title above (This should be an exact translation of above): 

· References (Any published works or products that make use of or refer to the resources in this collection. You may attach a bibliography): 
Graded Access Level
Please see Appendix A for detailed information about AILLA's graded access levels. You may choose an access level for the entire collection or you may specify access levels for each resource or file (later in this document).
· Apply the same access level to the entire collection? (Yes or No)
Level: (specify 1, 2, 3, or 4)
For levels 2-4:

· Please provide a brief explanation about why this collection should be restricted. This explanation will be included in the information about the collection, resource or file:
· Password: 

· Password hint: 
For Level 3:

· Time limit: (Date when restriction will be lifted)
For Level 4: 

· Access controller name: 

· Access controller email:

Contributor Information

Please provide the following information for each person who contributed to the resources in this collection, including yourself, speakers, transcribers, collaborators, etc. Copy and paste the fields below as often as necessary. 
Please DO NOT provide information about anyone who wishes to remain anonymous. 

· Given name(s):





· Surname(s):
· Birth date (YYYY-MM-DD) (Birth dates can be approximate)
· Sex: 
· Place of origin: 
· Native language(s) & ISO Code(s):

· Other language(s) spoken & ISO Code(s):

· Research languages & ISO Code(s):

· Description in English (Can include organizations that the contributor belongs to, the social or community role of the contributor (e.g. shaman, teacher), or any other information that pertains to the contributor's participation in the development of these resources.):
· Description in Spanish (This should be an exact translation of above):

Resource & Media File Information
Resource #:
Please complete this information for each resource in your collection. Copy and paste the fields below as often as necessary & number the resources. An AILLA resource is a folder or bundle of related media files, such as a recording + transcription + translation + photographs, or a video + audio + annotation text, or a set of related photographs. If you have questions about how to sort your materials into resources, please contact us at ailla@ailla.utexas.org. 

You may specify an access level for each resource or for individual media files. If no access level is specified, we will use the level you chose for the entire collection.

· English Title:

· Spanish Title:

· Indigenous Title (optional):

· Language of Indigenous title (optional):

· Contributors (Surnames, First names, Roles, see Appendix C for Roles):
· Subject Language(s) + ISO Code(s):

· Country where resource was created:

· Description in English:

· Description in Spanish (This should be an exact translation of above):
· Description in Indigenous Language, (Optional; This should be an exact translation of above):



· Language Community (name/region/neighborhood if there is significant dialectal variation):

· Original filename (if you changed the filename and saved original name, put it here):
· Place created (where the first file was created, e.g. "town, province, country", or "river valley, region, country", etc.):  
· Date created YYYY-MM-DD (Give date of first file created; dates for individual files will be listed below): 
· Genres (list as many as apply; see Appendix C): 

· Reference(s) for publications based on this resource:

Access Level for Resource (See Appendix A)
Apply the same access level to the entire resource? (Yes or No)
Level: (specify 1, 2, 3, or 4)
For levels 2-4:
Please provide a brief explanation about why this collection should be restricted. This explanation will be included in the information about the collection, resource or file:

· Password: 

· Password hint: 
For Level 3:

· Time limit: (Date when restriction will be lifted)
For Level 4: 

· Access controller name: 

· Access controller email:

Media files to be included in this resource:
Please complete this information for each media file in this resource. Copy and paste the fields below as often as necessary.
· Filename:

· Media Type (chose audio, video, text or image):

· Media Languages (all languages heard or seen in the file):

· Date created YYYY-MM-DD: 
· Content Type (Chose one from Appendix C):

· Description in English:

· Description Spanish (Exact translation of above):

· Length/Duration (in pages or in hours:minutes:seconds in format HH:MM:SS):

· Audio Encoding Specifications: (in Hz/bits and mic type, eg. "44,100 Hz, 24 bit, Mono"):

· Recording equipment, computer platforms & software used to create file:

· Original Media Type (Chose one from Appendix C):

Graded Access Level for Media File
Apply the same access level to the entire resource? (Yes or No)
Level: (specify 1, 2, 3, or 4)

For levels 2-4:
Please provide a brief explanation about why this collection should be restricted. This explanation will be included in the information about the collection, resource or file:

· Password: 

· Password hint: 
For Level 3:

· Time limit: (Date when restriction will be lifted)
For Level 4: 

· Access controller name: 

· Access controller email:

Appendix A: Access Conditions
Access to a media file means that an AILLA user can:

•
Listen to audio recordings, watch video recordings and view texts and images on the AILLA website;

•
Download copies of media files of any format from the AILLA website; and

•
Request electronic copies of media files.

AILLA requires all users to agree to the Terms and Conditions of Use of Archived Resources (Appendix B) when they create a user account at AILLA.  If they do not agree to these Terms & Conditions, they will not be able to access any resource at AILLA, including those designated as Level 1 (public access.)  

In general, we encourage all depositors to make their materials freely available on AILLA, and to consider archiving with AILLA as a form of publication.  We reserve the right to archive only those resources that we deem appropriate, with respect to both content and access.   

Access levels may be assigned to the entire collection, to specific resources within a collection, or to specific media files within a resource.

Public Access:

Anonymous Users (i.e., anyone with an Internet connection) can browse and read the metadata in AILLA, but they cannot access any of the media files. To gain access to the media files, the anonymous user must create a free account and log in. 

Authorized AILLA Users (i.e., anyone with an AILLA account) can browse and read the metadata in AILLA, and they can view and/or download Level 1 files. 

Level 1.  Users have full access to these materials after creating an account and agreeing to our Conditions for Use of Archived Resources. For this level, we assume that depositors have already gained permission for public access from the speakers or authors of the resource.  

Restricted Access:

AILLA has 3 types of restricted access, Levels 2, 3, and 4, described below. All restrictions must be justified. AILLA has the following preprogrammed justifications for restricting access to materials: 

•
Protected population (e.g., children)

•
Required by IRB or other authority

•
Access restricted by speech community

•
Wish of speaker or speaker's family

•
Ceremony, ritual or esoteric language

•
Thesis in progress

•
Material under copyright

•
Could not obtain informed consent

•
Administrative curation in progress

•
Other reason: please explain [if this option is selected, a text box will appear for the explanation.

All materials with restricted access (at levels 2, 3, and 4) are password protected. Users may access recordings only if they know the password that the depositor created and shared with them. 

Level 2. Curation in progress.  This type of restriction is reserved for (1) materials that are under curation (by AILLA, by the depositor, or by the depositor's agent) and (2) materials that must remain restricted for various reasons that must be justified. Level 2 restricted access must be renegotiated with AILLA every five years. (AILLA will contact the depositor at the appropriate time.)  If not renegotiated, access level will be determined by the archive. For extremely sensitive information that must be guarded indefinitely, the depositor must either (1) establish a succession plan for who will make decisions about the materials after his/her death or (2) reconsider if those materials should even be added to the archive. 

Level 3. Temporary embargo.  Users may not access the resources until after a specified date.  This level allows the depositor to restrict access to resources for a few years, for example while preparing a publication, such as a dissertation, or for the lifetime of a speaker.  After the time limit, access changes to public access (Level 1).

Level 4. Controlled access.  AILLA will provide contact information and the user must contact the depositor (or some other access "controller") directly for permission to access the resource or file.  If permission is granted, the controller will inform AILLA and AILLA will allow the requestor access to the resource. The controller must ensure that the appropriate contact information is up to date.  If contact information is not up to date and/or the controller does not respond to email from requesters, then determination of permission to access and use the resource/file reverts to the manager of the archive. A depositor must establish a succession plan for who will control the materials after his/her or the controller's death.
Appendix B: AILLA's Terms & Conditions of Use of Archive Resources

Resources deposited in the AILLA database are protected by the AILLA Depositor License Agreement or by more specific agreements signed by the depositors and AILLA's directors. While AILLA cannot guarantee that no violations of these agreements will occur, if we learn of a violation, AILLA will notify the AILLA community of the violation.
"I agree to the following conditions on the use of AILLA resources:
1. I will not use any resource in the AILLA database for commercial purposes.

2. I will respect all intellectual property rights and copyrights that pertain to AILLA's holdings.

3. I will not alter or modify any resource in the AILLA database without a legal authorization to do so, for example, explicit permission from the rights holder or Fair Use of Copyrighted Materials (US Code Title 17, Sec. 107).

4. I will not create works derived from any resource in the AILLA database without a legal authorization to do so, for example, explicit permission from the rights holder or Fair Use of Copyrighted Materials (US Code Title 17, Sec. 107).

5. I will act in good faith in interactions with AILLA's User Registration and Graded Access Systems. This means that I will not attempt to disguise my electronic identity or impersonate an AILLA depositor or resource creator, and I will abide by the decisions made by resource controllers concerning access to AILLA resources.

6. If the metadata for a resource states that names of creators and participants must be kept anonymous, I will respect their anonymity in any spoken or written representation of that resource that I produce.

7. I will cite any AILLA data that I make use of in any published work according to the AILLA Citation Guidelines."

If you produce transcriptions or translations or other derivative materials from AILLA resources that our user community would find interesting or useful, we would appreciate it if you would deposit those materials with us as well. AILLA has many recordings that are untranscribed and unanalyzed, and we hope that members of our user community will contribute to AILLA by helping to make these oral works more accessible with transcriptions, translation and analyses.

Appendix C: AILLA's Controlled Vocabularies
AILLA has its own unique controlled vocabulary schemas for organizing information in the archive. Depositors will need to use the controlled vocabulary from 4 schemas (listed below) as they prepare their metadata. The AILLA-specific definition of each controlled vocabulary term for these 4 schemas follows.
1. Genres
2. Participant Roles
3. Media Content Type
4. Original Media Type
GENRES
Article: A work of writing included with others in a publication such as a journal or edited volume.

Book: A stand-alone written and published work, either analog or digital.

Ceremonial dialog: Conversation between two or more people as a feature of a ceremony.

Ceremony: The ritual observances and procedures performed to mark particular occasions.

Chant: A monotonous or repetitive song, typically an incantation or part of a ritual.

Commentary: A descriptive spoken account of an event or performance as it happens.

Conversation: People speaking informally to each other.

Correspondence: Communication by exchanging letters or emails.

Curse: A solemn utterance intended to invoke a supernatural power to inflict harm or punishment on someone or something.

Dataset: A collection of related sets of information that is composed of separate elements.

Debate: A formal discussion on a particular topic in a public meeting or legislative assembly, in which opposing arguments are put forward.

Description: A spoken or written representation or account of a an event, place, custom, phenomenon, thing, etc.

Dispute: A disagreement, argument, or debate.

Document: A piece of written, printed, or electronic matter that provides information or evidence or that serves as an official record.

Drama: A play for theater, church, radio, or television.

Educational material: Resources meant for teaching and learning.

Elicitation: Process of asking a series of questions meant to draw out and tease apart information.

Ethnography: The description of the customs, procedures, and workflows of individual peoples and cultures.

Field notes: Notes taken while conducing field work.

Grammar: A description of the structure of a language.

Grammar sketch: A short description of the structure of a language.

Greeting & leave-taking: Rituals accociated with beginning and ending communicative interactions.

Handout: Printed information to accompany a lecture or presentation.

History: Past events connected to someone, something, some place.

Image: A physical likeness or representation of a person, place, thing, animal, etc. as in a drawing or photograph.

Instructions: Information telling how something should be done.

Instrumental music: Music without accompanying singing.

Interview: A formal meeting in which one or more persons ask questions of another person or other people.

Lexicon: A vocabulary or dictionary.

Map: A diagram or representation of an area of land, etc., showing physical features, bodies of water, roads, etc.

Meeting: An assembly of people for a purpose.

Myth: A traditional or legendary story.

Narrative: A spoken or written account of connected events; a story.

Oratory: Formal, public speech.

Permissions: The process of getting informed consent.

Photograph: An image made with a camera.

Poetry: A rhythmical written or spoken literary composition.

Prayer: Spiritual communication with God or another object of worship.

Presentation: A formal speech or lecture, either written or spoken.

Procedure: An established way of doing something.

Proverb: A short, pithy saying or story in general use.

Questionnaire: A set of questions for the purpose of a survey or study.

Reader: A book designed for reading practice.

Recipe: Instructions for preparing a particular dish or food.

Ritual song: A song that is part of a ritual.

Song: A poem set to music and/or meant to be sung.

Speech play: Verbal art such as jokes, metaphor, parallelism and other narrative manipulations of speech.

Testimony: A formal written or spoken statement, such as a personal history, a religious experience, a legal statement, a declaration.

Thesis: A long essay or dissertation involving personal research, written by a candidate for a college degree.

Unintelligible speech: Ritually unintelligible speech; glossolalia; speaking in tongues.

Whistled speech: Whistling that emulates speech; whistled communication.

Wordlist: A list of words.

PARTICIPANT ROLES
Actor, performer: A person who acts or performs a part in a dramatic production, play, skit, religious pageant.

Analyst: A person who analyzes a recording, text or dataset.

Annotator: A person who annotates a recording, text or dataset.

Author: The writer of a book, article, report, poem, etc.

Collector: A person or organization that was responsible for or that oversaw the collection of the materials contained in an archival collection; the person or organization whose name is on a collection.

Compiler: A person who produces a list or dataset by assembling information or material from other sources.

Consultant: A person who provides expert information on a topic.

Contributor: A person who contributed in some way to creation of the material. Use only if there is not a more specific role.

Creator: The creator of a resource. Use only when nothing more specific is appropriate.

Data technician, keyboarder: A person who entered the data (e.g., into a database program, word processing file, etc.).

Depositor: A person who deposits a collection in an archive. Frequently this person is the same as the collector; sometimes this person is the heir of representative of the collector.

Digitizer: A person or institution that digitized an analog artifact.

Editor: A person who edits a book, journal, document, file.

Illustrator: A person who draws or creates pictures or illustrations.

Interlocutor/Interlocutor: A person who takes part in a conversation or dialog.

Interpreter: A person who interprets or translates oral speech or signed language.

Interviewer: A person who conducts an interview or elicitation either free form or following a questionnaire.

Photographer: A person who takes photographs.

Publisher: A business that publishes a book, article, map, image, recording, etc.

Recorder: A person who makes an audio recording.

Research participant: A research assistant, collaborator, or subject. Use only when nothing more specific is appropriate.

Researcher: A person who conducts, oversees, or is in charge of the research.

Responder: A person who answers interview or eliciation questions.

Sign language signer: A person who signs the sign language under investigation.

Signatory: A person who signs a document.

Singer: A person who sings a song.

Speaker: A person who speaks the research language.

Sponsor: A person or organization that funded the research.

Transcriber: A person who transcribes an audio or video recording.

Translator: A person who translates a recording (audio or video), transcription or other text.

Videographer: A person who makes a video recording.

MEDIA CONTENT TYPE
Annotation: A text that contains added comments, notes, explanations, etc.

Commentary: A description of or comment on another recordings, text, event, etc. similar to a director's commentary on a movie or a book review.

Context: Context for an event, such as introductory remarks before a performance.

Guide: Index, table of contents, gloss codes, abbreviation list, etc.

Illustration: Any image (hand-drawn or computer rendered) other than a photograph.

Interlinearization: Annotation that includes transcription, morpheme breakdowns, glosses, and translations.

Interpretation: A re-telling or interpretation of the primary text.

Photo: Photograph.

Primary text: The original recording (audio, video) of a speech event or the entirely of an original written document.

Sample: A one minute sample of a primary recording.

Transcription: A written representation of speech or signed language.

Transcription & translation: A written representation of speech plus the translation of that speech into another language.

Translation: The translation of a primary text or a transcription. This can be written or audio/video recorded.

ORIGINAL MEDIA TYPE
audio:cassette - Audio: analog magnetic tape enclosed in a cassette.

audio:DAT - Audio: magnetic Digital Audio Tape enclosed in a cassette.

audio:digital - Born-digital audio; audio recorded directly to digital media.

audio:minidisc - Audio: Magneto-optical disc-based audio storage; small disk enclosed in a plastic case.

audio:open-reel - Audio: Reel-to-reel magnetic tape audio recording; tape moves from one reel to another.

image:analog - Analog images of photos printed on paper, prints, negatives, or slides.

image:digital - Digital images of any born-digital format: jpg, jpeg, gif, tiff, png.

other - Anything not listed.

text:archivable digital - Born-digital textual files that can be archived without first converting to another format: csv, eaf, html, pdf/a, trs, txt, xml.

text:Excel - A Microsoft Excel file.

text:manuscript - Analog text: handwritten or typed.

text:published - Analog text: Previously published books, articles.

text:Shoe,Toolbox - Any kind of Shoebox or Toolbox database file.

text:unarchivable digital - Born-digital textual files in proprietary formats that must be converted to to non-proprietary formats.

text:unpublished - Analog text: printed materials that were not published and that are unlikely to have been preserved elsewhere.

text:Word - A Microsoft Word file.

text:WordPerfect - A WordPerfect file.

unknown - Unknown original medium; not specified by depositor/creator.

video:avi - An avi video file.

video:cassette - Video: analog magnetic tape enclosed in a cassette.

video:digital - Born-digital video, any unlisted format (mov, wma, …).

video:dv - DV or mini-DV, digital video on tape enclosed in a cassette.

video:mov - An mov video file.

video:mpeg - Archivable video formats in the mpeg family.

