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 NIMAC Publisher Conference Calls
April 29-30, 2008
1. NIMAC Update
A. The Number of Files Received 

· In the first 16 months of operations, the NIMAC certified roughly 6,500 file sets. We currently have over 2,000 in Uncertified Inventory. We also received 4,000 new files in only 8 weeks this spring. Currently there are several thousand files in our loading queue.

· Given that projections from the AAP during our development phase were for 2,400 file sets per year, we are currently seeing file submissions at a rate that is 4-5 times greater than what we were designed and budgeted to receive. 
· As background, the principal reasons that the real level of submissions is vastly exceeding our expectations are:

· Publication dates of materials being submitted. Our expectation during the planning phase that we would receive only materials published after the summer of 2006. Since OSEP decided last year that it would interpret “published after” the effective date to mean “sold after” the effective date, this has had a significant impact on submissions.
· Types of materials. The projection by AAP did not include supplementary reading materials, but only new core textbooks and bundled ancillary materials published each year. Because there is not a clear definition for “core and related print instructional materials,” we are also finding that we are receiving thousands of ancillary items, including flash cards and posters, which we did not expect for the repository. The NIMAC leaves the definition of “core and related” as an issue to be negotiated between publishers and their customers, and we are not currently refusing to accept any “non-core” material. However, submissions beyond “core” material have resulted in a much higher number of submissions. 

· “Voluntary” conversions: While some publishers are converting materials into NIMAS as they receive new contracts, others appear to be converting all materials they currently sell, in anticipation of a future request. This massive conversion of materials, especially older materials, has greatly increased the number of files submitted in recent months.    
B. File Sizes

· File size is also a key technical issue, given the current rate of submissions. The files received during the testing period were between 60 MB and 200 MB. We are actually finding many files in the 500 MB to 1 GB range, with some files 4 GB. These file sizes create a technical challenge for the system, and also for system users who need to download the file sets.  

· NIMAC is currently receiving 30GB-60 GB per week in files. We already have over a terabyte of storage and at the current rate, will add 2 additional terabytes this year.

C. Rate of Metadata Errors

· We estimate that upwards of 65% of files received last year contained metadata errors or omissions in the OPFs that required resubmission of the file set. This high rate of resubmission means a further burden on the system as resubmitted files must be loaded, processed, and reviewed a second time. These errors also mean that files are delayed, sometimes weeks or months, as vendors or publishers make the needed corrections. This affects the availability of the files to those who need them to produce accessible materials for students. The metadata error rate is a key issue that we are seeking to address so that the number of resubmissions can be reduced. 

D. Strategies to Deal with Current Challenges

· Given the current high volume of file submissions, and the additional challenge of aggregate file sizes, our primary concern is managing this workload and finding ways to assure that files are loaded into the system, reviewed, and certified as quickly and efficiently as possible. Some of the strategies either already implemented or being pursued include:
· Seeking to hire a consultant to assist with drafting best practices for NIMAS image files: Since image files drive NIMAS file sizes, we believe that better guidance to vendors on image production may measurably reduce file sizes while maintaining high quality images in the file set. 
· Setting up a day-long AAP-NIMAC meeting in Louisville: The NIMAC is arranging an all-day meeting with AAP members in late June in order to discuss common challenges and possible solutions. 

· Adding resources where possible: OverDrive has already added new hardware and staff to assist in loading files into the system and to allow OverDrive to put remaining system development back on the front burner.

· Pursuing a “triage” approach to file review: We are working to get through the thousands of files currently in the inventory by certifying all file sets that we can, by not requiring that “non-critical” errors in OPFs be corrected, and making portal corrections ourselves (rather than requiring publishers to make the changes to their records). We are also making review the highest priority, so large batch submissions that contain errors will only receive feedback after we have finished reviewing all the files in that batch. 
· Exploring an OPF Pilot Project: In cases where OPFs contain “critical” errors, we are considering copying OPFs supplied in the NIMAS zip file, making required corrections, and emailing the OPF back to vendors, rather than continuing to provide detailed feedback to vendors. Drafting feedback takes a considerable amount of time away from file review. We will keep you apprised of the status of the pilot.

· Investigating OPF replacement functionality in the portal: For a variety of reasons, the portal is currently not set up to allow individual files within publisher file sets to be replaced. As such, an entire zip file must be resubmitted if an OPF is found to have a critical error (e.g., error in creator, title or ISBN elements; incorrect publication date, incorrect publisher, etc.). We are discussing with our system vendor the possibility of having future development to permit “swapping out” only the OPF via the portal. 
2. Procedural and Policy Updates & Reminders
· Teacher’s Editions: Please remember that teachers’ materials cannot be accepted into the NIMAC. We have recently had to reject materials from more than one publisher because they were not core and related print instructional materials for use by students in the classroom. Please keep in mind as you determine what materials to convert that material that is not distributed directly to students in a print format is not acceptable for the repository, per definitions provided in IDEA 2004.  

· BATCH SUBMISSION PROCEDURAL UPDATES: Please see the Appended NIMAC Procedural Updates and Reminders for Vendors document for detailed information. 
3. How Publishers and Vendors Can Help

· Publishers can provide assistance with a number of issues that can help NIMAC and OverDrive work most effectively. The most important is to share with all your vendors the attached NIMAC Procedural Updates and Reminders for Vendors document and ask that they carefully follow all established procedures.  

· In the attached document, we address several procedural issues that have led to delays in file processing and/or certification, such as:
· Very small batch sizes: Sending numerous very small batches instead of a single batch slows down load time. We now ask that vendors submit one batch per publisher, per week.

· Batch notification: Many vendors are not sending the required information in their notification. Tracking down the right folder and user information leads to delays. As such, OverDrive will no longer process batches until the vendor sends all the required identifying information. This is not a new requirement. (A reminder of the information required is included in every FTP tracking email the system generates.) 
· Metadata Excel sheet: Some vendors are modifying the provided batch Excel sheet, or are creating their own. This creates load difficulties. All vendors must use the sheet that we provide in the portal and we ask that it not be modified. 

· Metadata formatting: OverDrive will no longer “massage” incorrectly formatted data in order to get it loaded into the system. All vendors need to follow the instructions provided with the Excel sheet in the portal.

· Proofreading: We ask that all vendors proofread OPF and Excel data before submitting the files. We continue to see a high rate of typographical and other errors in metadata that could easily have been detected by proofreading.

· FTP Folders: We ask that vendors not remove or delete files from their FTP folders. OverDrive will remove the files after they are loaded. Some vendors are removing files before they have been uploaded, requiring the files to be posted a second time. 

· Corrupted Zip files: All vendors should open each NIMAS zip file after it’s been zipped to ensure that no data corruption occurred during the archiving process. We continue to receive corrupted files and believe that most of the problems could have been detected and corrected by the vendor before submission had they done this quick check.

· Invalid Files: Invalid files create delays in the load process as they must be removed from the load queue and rejected. All files should be run through the NIMAS Validation Wizard, provided in the publisher portal, before submission. 
(For more details, please see the attached NIMAC Procedural Updates document.)
· Also appended to these notes, you will find a Vendor Metadata Checklist. While this checklist is not a substitute for a thorough review of metadata documentation, we hope that having a brief outline of required fields and reminders may help vendors avoid common mistakes. We also include a list of the “top five” recent metadata errors and sample set of correctly formatted OPF data for quick reference.
· As always, if you can provide a monthly or quarterly update to the NIMAC on the number of files you have in the pipeline, this is much appreciated. 
· We continue to strongly recommend that sample OPF and PDF files be sent to us for review before submitting any batches to OverDrive that consist of 50 or more file sets. Lengthy delays result when batches of hundreds of files are found to require resubmission due to critical omissions or errors in the metadata. 
If you were able to join us, thanks very much for participating! We truly appreciate your input and your on-going cooperation.  
Please don’t hesitate to contact us if we can help you in any way as you prepare your files for submission.   Feel free to contact us at:  877-526-4622 or nimac@aph.org 
We are in the office from 8 AM to 4:30 PM, Monday through Friday (ET).
NIMAC Procedural Updates and Reminders for Vendors—May 2008
We ask for your cooperation with all NIMAC batch load procedural updates below in order to avoid delays in processing and/or rejection of your submission. 

Please carefully review and follow ALL of the guidelines below for every submission. 

1. NEW Batch Submission Guidelines 

· Batch deliveries should consist of 50 to 100 file sets. 

· Vendors should deliver no more than one batch per publisher, per week. Submitting multiple small batches over the course of a few days leads to processing delays. Files are loaded more quickly when a single weekly batch is submitted. Instead of posting a trickle of titles over the course of several days to your FTP folder, instead post these titles in a single weekly submission.  

· At the same time, please do not wait until you have completed several hundred titles before submitting files. Lengthy delays have resulted when we have received large batches containing numerous metadata errors. Resubmission to correct errors creates double work for everyone involved, and leads to significant delays in making files available in the repository. Sending batches of the prescribed size makes it more likely that we can catch an error BEFORE several hundred files are affected by the same mistake. 
2. NEW ALERT Regarding Batch Notifications

· Inadequate batch load notification from some vendors is causing processing delays.  Please note that OverDrive will no longer attempt to process batches that are not accompanied by the required notification until all required information is provided. 
· Notifications must be sent for EVERY batch (FTP or DVD) to FTPNIMAC@privatereserve.com upon delivery of files. 

· Please include ALL of the following required information. Failure to include these details will result in rejection of the batch:
a) The full name of the publisher and number of titles included in the delivery (in the Subject line of the email)
b) A complete list of all files included in the delivery

c) Your NIMAC Private Reserve Login ID

d) FTP Folder name (if submitting via FTP) where you have stored the files

e) Your FTP Login ID
f) Whether titles are 'New' titles or 'Resubmissions' to the NIMAC (Note: If you are submitting corrected files, do not submit another Excel sheet as metadata records already exist in the system for the items.)
3. NEW ALERT Regarding Metadata Excel Sheet 
· Significant delays have resulted from some vendors submitting incorrectly formatted batch metadata, or metadata in an Excel sheet that is not the template provided by us. 
· Batch Metadata must be supplied using the Excel Metadata Template provided by OverDrive and NIMAC. If you are not sure whether this is what you are using, please discard what you have and download the template from the Support tab of the NIMAC Publisher portal. 

· DO NOT create your own metadata template and please do not modify or alter the provided template in any way (for example, do not delete unused columns).
· Non-compliant metadata will result in processing delays and may result in the rejection of your batch upload delivery.
4. NEW ALERT Regarding Batch Metadata Formatting

· Metadata must also be correctly formatted in order to ensure that the metadata load is successful. OverDrive has spent a significant amount of time in recent months “massaging” incorrectly formatted spreadsheet data so that it can be loaded into the system. Due to the high volume of submissions, they are no longer able to provide this service. Please review the documentation to ensure that you are correctly submitting the data. The Excel spreadsheet template includes detailed information on how to correctly format data for every field. 
· If you need basic information regarding metadata requirements and batch submission procedures, the NIMAC Metadata Guidelines document can be found at the NIMAC web site (www.nimac.us). Procedural information is detailed in the guide Supplying Content Files & Metadata to the NIMAC Repository, in the section Batch Upload to the NIMAC Repository-Content Files & Metadata. That guide is available for download from the 'Support' tab of the NIMAC Publisher portal. 
· If you need assistance or have ANY question regarding metadata requirements, please contact NIMAC staff at 877-526-4622 or nimac@aph.org. 

· Non-compliant metadata will result in processing delays and may result in the rejection of your batch upload delivery.
5. NEW ALERT regarding PROOFREADING of OPF and Excel metadata

· NIMAC continues to receive a high percentage of file sets with typographical errors and/or omissions in required metadata fields. 

· To avoid the delays and extra work involved in resubmission, PLEASE PROOFREAD ALL OPFs and Excel metadata before submitting your files. 
· See the Vendor Metadata Checklist for additional information.

6. NEW ALERT Regarding FTP Folders

· Do not overwrite or remove any files from your secure FTP folder. OverDrive will remove files once they have been completely processed or if an error has been found. Overwriting and/or removing files will require OverDrive to request re-delivery of files.

7. NEW ALERT Regarding Corrupt Zip Files 
· The receipt of corrupted zip files is causing significant processing delays. We ask for your assistance in assuring that corrupted zip files are not submitted for batch load.
· After zipping a NIMAS file set, please open the zip file to test to make sure that files were not corrupted during compression. If files were corrupted during compression, this will allow you to catch the problem before you submit the file, so you can try the archiving again.  

· Delivery of corrupt ZIP files results in processing delays and may result in handling fees.
8. VALIDATION REMINDER 
· You must validate the OPF and XML files for each title prior to delivery by running the files through the NIMAC Validation Wizard.  The Wizard is available for download from the 'Support' page of your NIMAC Private Reserve Account. Delivery of invalid files will result in processing delays and may result in handling fees.
9. DVD Submission Reminder
· For titles 1 GB and over, please continue to submit these files via DVD rather than FTP.  Please note that files smaller than 60 GB may be uploaded directly to the NIMAC system.

10. NIMAS File Size Reminder
· Large files take considerably longer to transmit, load to the system, process, and download by end users.If the size of a ZIP file can be reduced without compromising compliance with the NIMAS standard, please take steps to reduce file size to ensure faster upload to the NIMAC and faster downloads for NIMAC staff, AMPs, and AUs.
================================================================

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: 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.
Please contact the NIMAC should you have any questions regarding these procedures or other metadata issues at nimac@aph.org or 877-526-4622. 
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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