



METADATA CHECKLIST FOR VENDORS

Before submitting your NIMAS files, please go through the following list to make sure your metadata are complete and correct:

A. Have you read the NIMAC Metadata Guidelines document AND the instruction sheet provided with the Excel batch metadata sheet to ensure that you understand what each metadata field is and how to correctly format it? 
B. Did you PROOFREAD your metadata for typographical errors?
C. Does your Excel sheet data match your OPF data?
D. Does your OPF contain ALL of the following required (and required, if applicable) elements?
 FORMCHECKBOX 
 TITLE

· Did you include the COMPLETE title, including any subtitle or level and part information found on the print book title page?

· Did you include punctuation that appears on the title page, or punctuation required for the title to make sense in English (e.g., a colon or comma between parts of the title)? 
 FORMCHECKBOX 
CREATOR

· Have you included all creators (or first three, if more than three) found on the title page?

 FORMCHECKBOX 
PUBLISHER

· Are you following the name format that your publisher is using with the NIMAC?

 FORMCHECKBOX 
NIMAS CREATION DATE
· Do the dates included in your Excel sheet match the OPF data?
· This date refers to the creation of the NIMAS file set, NOT the date you fill out the batch load Excel sheet.
 FORMCHECKBOX 
FORMAT

 FORMCHECKBOX 
IDENTIFIER

· Is your Identifier formatted correctly? (i.e., ISBN+NIMAS)

 FORMCHECKBOX 
LANGUAGE

 FORMCHECKBOX 
SOURCE (ISBN)

· Have you included ALL ISBNs present on the print book?

 FORMCHECKBOX 
RIGHTS
· Have you included the default NIMAC rights statement in every OPF, regardless of whether a supplementary statement is also included?

· If you have a supplementary statement, did you include it in your Excel sheet?

 FORMCHECKBOX 
SUBJECT
· Have you selected from the list of valid NIMAC subject terms?
· Did you choose the most specific, valid term for this item?
 FORMCHECKBOX 
NUMERICAL EDITION STATEMENT
· Did you include nimas-SourceEdition in the OPF, even if the content is left blank?
· If the book is a revised edition, did you include this information in a DCTERMS.description.version element?
 FORMCHECKBOX 
PUBLICATION DATE
· Have you included the nimas-SourceDate element in your OPF?
· Do the nimas-SourceDate and DCTERMS.date.issued dates MATCH? If you include data in the nimas-SourceDate element, it MUST match the DCTERMS.date.issued date.
 FORMCHECKBOX 
STATE EDITION STATEMENT
· Have you included a statement for ALL OPF files in the submission?
· Does the OPF data match what you have put in your Excel sheet?
· Is the state edition information correct? If the print book does NOT include a state edition statement, it is probably a national edition. Please check with the publisher if you are unsure. 
 FORMCHECKBOX 
PUBLISHER PLACE
· Have you included the publisher place found on the print book? 
· Did you include the state information if the city is not internationally known?
· Please do NOT include country, street address, or zip code information.
 FORMCHECKBOX 
COPYRIGHT DATE

· Does your copyright date match the print book?
 FORMCHECKBOX 
GRADE LEVEL
· Do the grades in your Excel sheet entry match what you put in the OPF? 

 FORMCHECKBOX 
SERIES
· Please do NOT use DCTERMS.relation.isPartOf for the publisher name. This element is for series information only.
· Have you used the format for the series that the publisher has used for previously certified files? 
 FORMCHECKBOX 
CONTENT TYPE
· Did you include the right content type for the material?
 FORMCHECKBOX 
PUBLISHER NOTE
· Did you include a Publisher Note if it is required? 
 -------------------------------------------------------------------------
If you have any questions regarding metadata, please do not hesitate to contact us. We are happy to try to resolve any questions before files are submitted:    877-526-4622 or nimac@aph.org 

We are in the office from 8 AM to 4:30 PM, Monday through Friday (Eastern).

TOP FIVE RECENT METADATA PROBLEMS
1. NIMAS File Creation Date: This date refers to the creation of the NIMAS file set, NOT the date you fill out the Excel sheet. The dates included in the Excel sheet MUST match your OPFs. 
2. nimas-SourceDate and DCTERMS.date.issued: These two elements both refer to the year of print book publication. They must match. They should also refer to the year that the current edition was published, not the most recent printing date. 
3. Putting the publisher’s name in the Series element in the OPF: The element DCTERMS.relation.isPartOf should only ever be used to include series information. Please do not use it for the publisher’s name.
4. Publisher name form: We ask that you consistently use the name format your publisher has chosen for the imprint. Not consistently using the standard name leads to duplicate publisher listings in the search interface. If you don’t know how your publisher has established the name, call us, or look in the NIMAC public search interface publisher list and you can quickly find out. 
5. State edition errors: In several recent cases, vendors have either failed to identify state editions as such in the metadata, or they have erroneously included state edition metadata for national editions. Please ask the publisher if you are uncertain as to whether the book is a state edition.
SAMPLE OPF REQUIRED METADATA ELEMENTS (Correctly Formatted)
  <metadata>

<dc:Title>Jean and George Go to Washington: Decodable Reader 14, Level B </dc:Title>

      <dc:Creator role="author">Cadie Warren</dc:Creator>

      <dc:Creator role="illustrator">Ben De Grigio</dc:Creator>

      <dc:Publisher>Educational Publishers, Inc. </dc:Publisher>

      <dc:Date event="DCTERMS.created">2008-01-08</dc:Date>

      <dc:Format>NIMAS 1.1</dc:Format>

<dc:Identifier id="NIMAS9782218944537" scheme="NIMAS"> 9782218944537NIMAS</dc:Identifier>

      <dc:Language>en</dc:Language>

      <dc:Source>221894453X</dc:Source>

      <dc:Source>9782218944537</dc:Source>

      <dc:Rights>The only legal and authorized use of these files is for the production of alternate media materials for blind, visually impaired, or print disabled students as specified in the NIMAC limitation of use agreement. The copyright for these files is the sole property of the original owner.</dc:Rights>

      <dc:Subject>Reading</dc:Subject>

    </dc-metadata>

    <x-metadata>

      <meta name="nimas-SourceEdition" content=""/>

      <meta name="DCTERMS.description.version" content=""/>

      <meta name="nimas-SourceDate" content="2007"/>

      <meta name="DCTERMS.date.issued" content="2007"/>

      <meta name="DCTERMS.description.version" content="National ed." />

      <meta name="DCTERMS.publisher.place" content="Austin, TX" />

      <meta name="DCTERMS.date.dateCopyrighted" content="2008" />

      <meta name="DCTERMS.audience.educationLevel" content="Kindergarten" />

      <meta name="DCTERMS.relation.isPartOf" content="Reading to Success Leveled Readers" />

      <meta name="DCTERMS.description.note" content="Supplementary Reading Material" />

      <meta name="DCTERMS.description.note" content="2nd Printing" />

    </x-metadata>

  </metadata>
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