
2023/2024 Cataloging California
Description Assistance Program

Information Session

September 6, 2023
12:00PM - 1:00PM



Program Overview & Timeline
Application deadline

Program begins

Meet & Greet #1

Meet & Greet #2

Meet & Greet #3

Deadline to submit all 
program deliverables

Reimbursements issued

September 15, 2023

October 2023

January 2024

March 2024

May 2024

June 28, 2024

July/August 2024
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https://californiarevealed.org/do/2b08f3f9-0ca4-45ea-9215-264d85fc78bc#mode/1up/search/california+love


Program Deliverables
https://californiarevealed.org/do/fa0b931a-c166-432f-97d7-42f6ac01bd3d

Metadata Spreadsheet

Invoices/Reimbursement Request

Supplies Receipts/Reimbursement Request

Estimated 600 (+/-) records created 
during the program

Can be billed biweekly, bimonthly, etc. 
Required pay rate of $25-$28/hour 
for cataloging labor

Keep and scan your receipts! 
Examples: acid-free folders or boxes; 
film canisters; paper tape

https://californiarevealed.org/do/fa0b931a-c166-432f-97d7-42f6ac01bd3d


Why Inventory?

Intellectual and physical control

Plan preservation actions

Increase access

Address collection backlogs
Raise awareness

Improve storage
Digitization

Accurate descriptions
Enable online discovery

https://californiarevealed.org/do/d351dbbd-b8ed-4d69-b2c1-5d924d467503

https://californiarevealed.org/do/d351dbbd-b8ed-4d69-b2c1-5d924d467503


Scope & Scale
Locate and identify the collection(s)
What? Where? 
Why catalog? Consider: historical significance, risk of loss due to 
condition/obsolescence, user requests

Needs of the collection(s)
Size, material types/formats, condition
Existing description you can leverage?
Rehousing required?
What’s the current state of arrangement & description?
What would you like to achieve? Consider: digitization & access

Available time, labor, skills
Who’s doing the work? Do they love spreadsheets?



Metadata Spreadsheet



Types of Metadata in Digitization  
Enables identification and discovery of resources,  

such as title, creator, and subjects.Descriptive

Relates to the management of resources, such as 

storage location, preservation assessment and 

prioritization.

Technical

Administrative

Includes technical properties such as format, size, 

and extent, such as duration or # of pages.



Required Metadata Fields

Partner-supplied ID

Created Date

Creator(s)

Significance*

Description

Title

Media Type

Format

Condition

Dimensions (Size)

Copyright Statement

Duration (Runtime)



Recommended Metadata Fields

Generation

Subject Entities

Spatial Coverage

Temporal Coverage

Genre (AV only)

Language

Partner Administrative Notes

Subject Topics

Transcript

Item Annotations

Country of Creation

Location



California Revealed Mentorship

Workflow advice

Hiring tips

Supplies advice

Review metadata 
requirements

https://californiarevealed.org/do/63ef1448-ccec-4800-b790-038f92ceacad

https://californiarevealed.org/do/63ef1448-ccec-4800-b790-038f92ceacad


Q&A - Program Overview & Timeline
Application deadline

Program begins

Meet & Greet #1

Meet & Greet #2

Meet & Greet #3

Deadline to submit all 
program deliverables

Deliverables processed & 
Reimbursements sent

September 15, 2023

October 1, 2023

January 2024

March 2024

May 2024

June 28, 2024

July 2024
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https://californiarevealed.org/do/2b08f3f9-0ca4-45ea-9215-264d85fc78bc#mode/1up/search/california+love


Thank you!

For general inquiries:
team@californiarevealed.org
(916) 603-6719

Pamela Vadakan
Director
pvadakan@californiarevealed.org

Guadalupe Martinez
Outreach Coordinator
gmartinez@californiarevealed.org

https://californiarevealed.org/do/91c7f66f-1bf4-40fa-962b-cf01bb1af35f

https://californiarevealed.org/do/91c7f66f-1bf4-40fa-962b-cf01bb1af35f

