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CONTENTdm APPLICATION
The Indiana State Library is offering the use of its CONTENTdm software and server space to Indiana libraries and their partnering organizations to assist in adding their unique historical materials to Indiana Memory.  Applicants must agree to follow national standards for image creation and metadata tagging as approved by the Indiana Digital Initiatives Governance Board along with their guidelines for collection development.  These documents are posted at: http://www.in.gov/library/indianamemory.htm.
The CONTENTdm Project Client software being offered will work with the Indiana Memory host server only.  It cannot be used to manage digital collections on any other server.   For a complete overview of CONTENTdm, please visit https://help.oclc.org/Metadata_Services/CONTENTdm/Get_started/010CONTENTdm_Overview. 
Applicants are required to have the following hardware and software:
· Microsoft .NET Framework 3.5 (or Internet connection for downloading .NET 3.5)

· Windows 7, 8, 8.1, or 10. For sites processing a large volume of files, the 64-bit versions are recommended.

· 2 GB RAM is recommended. For sites processing a large volume of files, 4 GB RAM is recommended.

· 2 GB of available hard-disk space for installation. A portion of this disk space will be freed after installation if the original download package is removed from the hard drive.

· Minimum display resolution of 1024 × 768.

· 256Kbps or faster connection.

· Adobe® Reader 8 or later.
Organizations must also have in place a plan for storing and preserving master images (TIFFs)

Section One: About Your Organization

Project Name 













Name of Applicant Institution______________________________________________________
Name of Partner Institution (If Applicable) __________________________________________
               

Address _____________________________________________________________________

City





 State  
 
Zip Code





County 





Congressional District







Director’s Name ______________________________________________________________

Project Director’s Name (if different)   






_____                

Telephone Number 


_________      E-Mail Address

____________
Project Summary (In 150 words or less)
Section Two: About Your Collection

A) Collection Description






1.
Describe the materials to be digitized. Depending on the project, how many objects, images, books, pages, etc. will be digitized?
2.
What is the need for this project?

3.
Why should the material be digitized?

B) Technical Plan










1.
Provide details of the storage strategy for original images including long-term preservation
2.
Include a statement about digital rights issues including copyright

      3.
Describe the equipment to be used and how the items will be scanned. 
C) Metadata Plan










      1.  Describe the plan for creating metadata for the proposed project.
      2. If special metadata fields are required, include an explanation.
D) Management Plan









      1.   Describe the training and knowledge of staff. Specifically, what expertise is already on staff and/or what training is available or must be developed for project participants or staff? 

 2.  If a collaborative project, identify what each organization is providing
E) Time Frame









Outline the project timetable, identifying individuals responsible for the various tasks.  
F) Sustainability Plan
      How does this project relate to the long-term goals of the organization?
Send a signed copy of the completed application to:

CONTENTdm Application

Indiana Historical Bureau, Digital Initiatives Division

Indiana State Library


315 W. Ohio Street

Indianapolis, IN 46202
The CONTENTdm Project Client software will be awarded for one year with the option to renew.  The Indiana State Library will monitor all additions to Indiana Memory for completeness and appropriateness.  Permissions may be revoked if the materials are not in compliance with scanning and metadata standards or collection development policies.

By signing this document, if the CONTENTdm Project Client software license is awarded, you agree to include your digital images and metadata in the Indiana Memory program and to comply with the standards determined by the Indiana Digital Initiatives Governance Board.

Project Signatures:

Library Director                                                                 Project Director (if different)

Date
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