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TABLES AND TABLE FIELDS
A:  Institutions Table 
Description:


The Institution Table will provide information on all institutions and institutional offices included in the database.  Sometimes these institutions will appear in the data as repositories, other times they will appear as institutions that provided the major financial backing and/or staff to complete a project.  This table will provide basic information on the institutions such as their address and relevant contact people.  

Related to:

· (2) Collections Table:  1:many

· (7) Projects Table:  many:many

· (5) Person Table: many:many

· (1) Collection Survey Log Table: 1:many

· (19) Documentary Instance Table:  1:many

· (23) Works Table:  many:many

Fields:

· Institution_No:  Data Type = text.  Unique identifier of each institution to remain consistent throughout the database.  
· Institution_Full_Name:  Data Type = text.  The institution’s full name.

· Institution_Abbrev: Abbreviation for each institution.
· Office:  Data Type = text.  Name of the office within the institution serving as a contact for CDI.  

· Street Address 1: Data Type = text.   Street address of institution.

· Street Address 2:  Data Type = text.  Street address of institution.

· City:  Data Type = text.  City where institution is located.  

· State:  Data Type = text.  State where institution is located. 
· Zip:  Data Type = text.  Zip code of institution.
· Contact Person:  Data Type = text.  The main contact person at the institution that CDI should contact in order to schedule visits, see materials etc.

· Office Hours:  Data Type = text.  Hours when the contact person/persons is/are available.  

· Phone Number:  Data Type = text.  Phone number of contact person or persons.  
· Fax Number:  Data Type = text.  Fax number of contact person(s) or office.
· Email Address:  Data Type = text.  Email address of contact person(s) or office. 
· URL:  Data Type = text.  URL of institution or office. 
B:  Collections Table

Description:


The Collections table will contain all the basic information on the materials to be analyzed/recorded at each repository institution.  Collections will be defined as one grouping of material within one office or division of one institution (repository).  For example, the Papers of Neil Judd in the National Anthropological Archives will constitute one collection.  Hopefully, most collections will have finding aids created by the repository institution.  Whether or not this is the case, and if so, where and in what format CDI has obtained the finding aid will also be included in the database.  The collections table

Related to: 

· (2) Institutions Table:  many:1  

· (4) Storage Units Table:  1:many

· (6) Person Table:  many:1 

· (8) Projects Table: many:many

· (3) Collection Survey Log Table: many:many
· (9) CDI Accession:  1:many  

Fields:
· Collection_Name: Data Type = text.  Reference name for the particular collection assigned by CDI.  In cases where a finding guide is available, the name offered by the repository institution will be used to promote standardization. 

· Collection_Number:  Data Type = text.  A unique identifier assigned to each collection by CDI.  
· Finding_Aid_Available?:  Data Type = Yes/No.   A yes or no field indicating whether or not a finding aid for this particular material set is available.

· Finding_Aid_Notes:  Data Type = text.  Text field with notes on finding aid. 

· Other_Data_Source?:  Data Type = text.  Any other information produced by the repository institution that offers information/organization about the collection.

· Types_of_Material:  Data Type = text.  Text field indicating what types of material are in the collection.  See Data Objects list for all the different types of material that could be entered into this field.  

· Extent_of_Material:  Data Type = text.  Indicates how much material is in the collection.  In some cases this may be very general information and in others it may be quite specific.  

· Recorders_Comments:  Data Type = text.  Offers room for more comments, if necessary.

· CDI Analyst_Recorder:  Data Type = text.  Indicates which CDI staff member recorded the information comprising the record.  

· Date Entered:  Data Type = Date/Time.  Indicates date on which the record was included in the database.

C:  Storage Units Table

Description:


The information contained in the Storage Units Table will pertain to the individual boxes, containers, sets or lots etc. that the repository institution has arranged and stored the collection in.  For instance, the papers of Neil Judd are contained within boxes that are listed in a finding aid.  In this case, each box is a storage unit and will be  assigned a unique identifier called the CDI Storage Unit Designation.  Storage units comprise collections, which are located within institutions.   

Related to:

· (4) Collections Table:  many:1

· (16) Objects Table:  many:many
· (10) Collection Survey Log Table:  many:many
Fields:

· Institutions_catalog_no:  Data Type = text.  The number or identifier, if any, provided for this particular lot by the repository institution.
· Institutions_catalog_description:  Data Type = text.  Any textual description pertaining to the lot provided by the repository institution.
· CDI_Storage_Unit_Designation:  Data Type = text.  A unique identifier given by CDI to each storage unit examined.  This field will provide a relationship to the Collection Survey Log Table and the Objects Table.    

· CDI Description of Materials:  Data Type = text.  General textual description of the materials in a storage unit.    

· Other_(describe):  Data Type = text.  Description of any other important information pertaining to the storage unit.
· Actions Needed:  Data Type = text.  Describes any immediate actions needed for this lot.  For instance, items judged to be of particular importance to CDI staff and/or in need of immediate preservation could be flagged for special attention such as immediate scanning, photography etc.  
· Action_date:  Data Type = Date/Time.  Date of any action taken on this storage unit.  
D:  Objects Table

Description:


The objects table will contain the most specific information on materials viewed by the CDI staff for the inventory process.  Much more specific information on each individual object of interest will be obtained in later phases of the project.  An object is one particular item contained within a storage unit, which is contained within a collection which is held by a repository institution.  An object could be an excavation report, a photo, a piece of pottery etc.  

Related to:

· (16) Storage Units Table:  many:many 

· (14) Projects Table:  many:1

· (13) Sites Table:  many:many   

· (15) CDI Accession List Table:  1:many

Fields:

· Institutions_object_designation:  Data Type = text.  Any unique identifier given by the repository institution to the object.
· CDI_Object_no.:  Data Type = text.  Unique identifier given by CDI to each object viewed.
· CDI_Object_Type:  Data Type = text.  Object type designation provided by CDI.  See controlled vocabulary list for all object types and their descriptions.  

· CDI Description:  Data Type = text.  A textual description of the particular object being examined provided by CDI.

· Published?:  Data Type = Yes/No.   Indicates whether or not the object has been illustrated or described in a publication.

· Publication Description:  Data Type = text.  If the “Published” field indicates “yes” then this field will provide any textual details available on the publication—what it is, where it’s located etc.  

· Scanned?:  Data Type = Yes/No.  Indicates whether or not the object has been scanned.

· Scan Description/notes:  Data Type = text.  If the “Scanned” field indicates “yes” then this field will provide any textual details regarding the scan.  Who scanned it?  Where is the scan?  Do we have it?  What is the file name/number?  

· Photographed?:  Data Type = Yes/No.  Indicates whether or not the object has been photographed.

· Photo_description/notes:  Data Type = text.  If the “Photographed” field indicates “yes” then this field will provide any textual details regarding the photograph.  Where is it?  Is it included with an excavation report or separate etc.?  

· Copyright?  Data Type = Yes/No.  Indicates whether or not the object is protected by copyright.  

· Copyright Information:  Data Type = text.  Includes any details regarding the copyright.  Who holds the copyright?  

· Extent:  Data Type = text.  “Amount” of the object.  For documents, extent is generally thought of as how long the document is, or how many pages.  For a collection of photos, we would want to know how many photos are included in the object.

· Actions Needed:  Data Type = text.  This field allows CDI to flag any very important objects that might require immediate attention for various reasons including preservation concerns.   
· High Priority:  Data Type = text.  Indicates whether or not an object is considered to be of high priority by CDI.  A simple 1 to 10 ranking system will be employed with 1 being lowest priority and 10 being highest.

· Indicated By:  Data Type = text.  Name of the CDI staff member and/or steering committee member who contributed information to the ranking.

· Priority Notes:  Data Type = text.  Notes on the ranking of the object.  This could inlcude comments made and questions asked by steering committee members.  

E:  Collection Survey Log Table

Description:


This table will provide information regarding activities conducted on every visit to every institution by every CDI staff member.  A visit is defined as one trip (regardless of how long) to one institution by one CDI staff member for the purpose of recording information in one collection.  In other words, if two CDI staff members are working on the same materials, this work will be recorded in two separate log entries (one for each person), each with their own visitation number.  The log is intended to track what collections and storage units have been assessed and what should be done on the next visit to a particular institution, collection or storage unit.  

Related to:

· (1) Institutions Table:  many:1
· (3) Collections Table:  many:many  

· (10) Storage Units Table:  many:many
Fields:
· Visitation_Number:  Data Type = text.  A unique identifier provided by CDI to designate a particular visit by a particular CDI staff member to a particular institution.  This field will provide a relationship with the Storage Units Table.  

· CDI Staff Member:  Data Type = text.  Name of the CDI staff member who conducted the visit.

· Worked with:  Data Type = text.  A general textual description of what materials were examined on the visit.

· Begin Date of Visit:  Data Type = Date/Time.  Date on which visit began—defined as the first day of the visit upon which materials were viewed/recorded at the repository institution.

· End Date of Visit:  Data Type = Date/Time.  Date visit ended—defined as the last day of the visit upon which materials were viewed/recorded at the repository institution.  

· Description of Work:  Data Type = text.  Describes the work accomplished by the CDI staff on this particular visit.  This description should be general—keeping in mind that the specific information will be recorded in the data objects and Storage Units tables.  

· Contact next visit:  Data Type = text.  This field should contain any information that may differ from the information provided in the contact field of the institution table.  At times there may be contacts other than those included in the office field that are useful to CDI.  The role of this contact should also be outlined within the text field along with any relevant information such as advance notice prior to visit.  

F:  CDI Accession List

Description:


The CDI Data Inventory Table will provide information on any derivative files or object that CDI has acquired including what format they are in and where they came from and where they can be found.  

Related to:

· (15) Objects Table:  many:1  
· (9) Collections Table:  many:1
Fields:

· CDI File Catalog Number:  Data Type = text.  A unique identifier provided to each object by CDI.  This field will provide a relationship with the Objects Table.
· CDI Accession Type:  Data Type = text.  Format of the accession.  Refer to the controlled vocabulary for a complete list of accession types and their descriptions.    
· Physical File Location:  Data Type = text.   Provides the location of any physical files regarding the data object.  
· Electronic File-UVa: Data Type = hyperlink.  A path to any electronic file regarding the data object housed at UVa.   For instance this could be a .tif file of a scan.     
· Description of Data/Metadata:  Data Type = text.  Describes the data that CDI has obtained pertaining to the object, collection etc. 
· Source of Data/Metadata: Data Type = text.  Provides the source of the data/metadata—this could be a person or an alternate data source.
· Receiver of Data/Metadata:  Data Type = text.  The individual who received the information for CDI (e.g., in cases where scholars send us material).
· Date Received:  Data Type = Date/Time.  Provides the date that CDI received the information.
· Entered By:  Data Type = text.  Name of the CDI staff member who entered this information into the database.  
· Comments:  Data Type = text.  Any other relevant comments regarding the data.  
· Checked out?:  Data Type = Yes/No.  Indicates whether the material is currently checked out of the CDI filing cabinets.  Default value = “No”.  
· By_Whom?:  Data Type = text.  Text field indicating CDI staff member who checked out the accession, if it is checked out.   
G:  Person Table

Description:


This table will contain information regarding all individual scholars referred to in the database.  This will allow us to easily query the database for all the materials/collections relating to one individual and also to track the role of scholars within particular projects and institutions.  

Related to:  

· (5) Institutions Table:  many:many

· (6) Collections Table:  1:many
· (11) Projects Table:  many:many

· (20) Works Table:  many:many

· (21) Works Table:  many:many

· (22) Documentary Instance Table:  many:many

Fields:  

· Name:  Data Type = text.  Full name of scholar.   

H:  Projects Table
Description:

The Projects Table will allow us to start compiling information on particular projects and all the materials derived from or discovered by any particular project.

Related to:  

· (12) Sites Table:  many:many  

· (14) Objects Table: 1:many

· (11) Person Table:  many:many

· (7) Institutions Table:  many:many  

· (8) Collections Table:  many:many
Fields:      

· Project_Name:  Data Type = text.  Unique identifier for each project included in the archive.  Provides a relationship to the Collections Table.  
· Project_Description:  Data Type = text.  Textual description of the project.
· Begin_Fieldwork:  Data Type = Date/Time.  Date that any fieldwork began.
· End_Fieldwork:  Data Type = Date/Time.  Date or year that fieldwork ended.  
I:  Sites Table

Description:
The Sites Table will allow CDI to start compiling information about particular objects based upon what site they come from or pertain to and link those objects with other information about the site such as who worked there.

Related to:  

· (13) Objects Table:  many:many  

· (12) Projects Table:  many:many

Fields:  

· Popular_Name:  Data Type = text.  This field will provide a common name used to refer to each site such as “Una Vida.”

· CDI_Site_Name:  Data Type = text.  Unique Identifier provided by CDI for every site mentioned in the database.  
· State:  Data Type = text.  State in which site is located.

· State_Official:  Data Type = text.  Official state designation used to identify site.

· Bc_Site_Number:  Data Type = text.  Number for any site designated by the BC numbering system.  

· NPS/Smithsonian site number:  Data Type = text.  Designation for site according to the Smithsonian site numbering system (e.g. 29SJ634).
· Comments:  Data Type = text.  Comments field used to not any discrepancies between site numbers or other useful information regarding the site.     

J:  Notes Table
Description:

The notes table is a space dedicated to long textual notes above and beyond the space allowed for instance in the CDI object description field of the objects table.  At any place in the database, CDI staff may make reference to a note by number which will point to the textual information provided in this table.  

Related to:


No Relationships

Fields:  

· Number:  Data Type = text.  Auto generated number referring to a particular note.
· Contents:  Data Type = text.  Large text field devoted to information not recorded elsewhere in the database.  
K:  Works Table
Description:  


The Works Table  contain all of the information relevant to describing an intellectual object or work, which may be embodied in one or more instance. 

Related to:  
· (24) Works Table:  1:many
· (21) Person Table:  many:many
· (20) Person Table:  many:many
· (23) Institutions Table:  many:many
· (18) Documentary Instance Table:  1:many
Fields:

· Work Identifier:  Data Type = text.  Unique identifier provided for each work.
· Preferred Title:  Data Type = text.  Preferred title of the work.
· Alternative Title:  Data Type = text.  Alternative title of a work.  A work may have many alternative titles; therefore alternative titles for works will be contained in a linked table.
· Creation Year:  Data Type = text.  Date or approximate date of the publication or creation of the work.  When the precise publication or creation date of the particular work in question is unknown, the date of the earliest instance of publication should be used.  
· Creation Year Circa:  Data Type = Yes/No.  If the creation date is uncertain, the value should be Yes, otherwise No.
· CDI Location:  Data Type = text.  Location of the work if accessioned by CDI.
· Descriptive Note:  Data Type = text.  Any descriptive notes considered important, but not otherwise accommodated in the record; or for observations about the work that provide grounds for other descriptive data.  Since there may be more than just one descriptive note for a record in this table, descriptive notes will be contained in a linked table.  
L:  Documentary Instance Table

Description:  


This table will contain information on particular physical or concrete embodiment of a work.  A documentary instance can instantiate only one work, though it may contain components that are works or sub-works.  

Related to:

· (18) Works Table:  many:1
· (22) Person Table:  many:many
· (19) Institutions Table:  many:1
Fields:

· Preferred Title:  Data Type = text.  Preferred title of work.
· Alternative Title:  Data Type = text.  Alternative title of work.  A work may have many alternative titles; therefore, alternative titles for works will be contained in a linked table.  
· Statement of Responsibility:  Data Type = text.  Generally a transcription of information provided for on the title page indicating who is responsible for this documentary instance (e.g. author, illustrator).  
· Edition Statement:  Data Type = text.  Statement distinguishing this instance from another instance of the same work typically in content or form.  
· Place of Publication:  Data Type = text. Where the instance was published.  
· Publisher:  Data Type = text.  Name of the publisher
· Publication Year:  Data Type = text. Date or approximate date of the publication or creation of the work.  When the precise publication or creation date of the particular work in question is unknown, the date of the earliest instance of publication should be used.    
· Publication Year Circa:  Data Type = Yes/No.  If the creation date is uncertain, the value should be Yes, otherwise No.
· Series Statement:  Data Type = text.  Title of series or collection within which the instance is published.  
· Physical Form:  Data Type = text.  Physical form of the documentary instance, e.g. paper, book, digital/xml, digital/jpeg.  
· Physical Description Extent:  Data Type = text.  Number of pages or file size.
· Documentary Instance Identifier:  Data Type = text.  Unique identifier such as ISBN or ISSN.  
· Location:  Data Type = text.  Name of the repository or institution where the documentary instance is located and the call number or location of the documentary instance within the institution.  In the case that the documentary instance is a CDA accession, the accession number should be provided.
· CDI Location: Location of the Documentary Instance if accessioned by CDI.
· Instance Descriptive Note:  Linked table used for any descriptive data considered important, but not otherwise accommodated in the record; or for observations about the instance that provide grounds for other descriptive data.  Note may be used to specify the source from which the cataloging is derived, such as a Library of Congress bibliographic record.  
TABLE RELATIONSHIPS

1: Collection Survey Log and Institutions

This is a one to many relationship.  One institution may be visited many times for the purpose of surveying collections and therefore, may be entered into the Collection Survey Log multiple times.  Each visit of each person will be to one institution.  

2:  Collections and Institutions

This is a many to one relationship.  One collection is held in one institution.  One institution may contain many collections.  

3:  Collections and Collection Survey Log

This is a many to many relationship. One collection may be assessed over the course of several visits and therefore will appear in the Collection Survey Log multiple times.  One collection survey (visit) may account for the assessment of several collections at the same institution.  

4:  Storage Units and Collections

This is a many to one relationship.  One storage unit may be part of only one collection.  One collection may have many storage units.

5:  Person and Institutions

This is a many to many relationship.  One person may have many roles within one institution.  One institution may be affiliated with many different people.   We will be interested in tracking the role of a person within an institution and how that may have changed over time; therefore, a join table with role and years as the primary data objects has been created for these two tables.  

· Role:  Data Type = Text:  The role of a person within a project.  This field will have a controlled vocabulary including roles such as Institution Head, Researcher, etc.  

· Dates:  Data Type = Text:  The dates or years for which this role was valid.  

6:  Person and Collections

This is a one to many relationship.  One person can contribute to many collections.  One collection is either collected or produced by one person (primary scholar).  

7:  Institutions and Projects

This is a many to many relationship.  One institution may have many roles within a project and one project may be affiliated with many different institutions.  For the purposes of this database, we will be interested in tracking the role of an institution within a particular project and how that may have changed over time; therefore, a join table with the following data objects will be created for these two tables:  

· Funding:  Data Type = Yes/No.  Did the institution provide funding for the project?
· Staff:  Data Type = Yes/No.  Did the institution provide staff to the project?
· Space:  Data Type = Yes/No.  Did the institution provide space/facilities for the project?  
· Repository:  Data Type = Yes/No.  Is the institution a repository for materials? 
· Dates:   Data Type = Text.  Dates of when this relationship was in effect.  
· Notes: Data Type = Text.  Notes field for any other information pertaining to a person’s role in a project. 
8:  Collections and Projects

This is a many to many relationship.  One collection may be produced by many projects.  One project may contribute to many different collections.  

9:  Collections and CDI Accession List

This is a one to many relationship.  One collection may be referred to multiple times in the CDI Accession List.   One item in the CDI Accession list will only refer to one collection.  

10:  Storage Units and Collection Survey Log

This is a many to many relationship.  One storage unit may be visited many multiple times and therefore, will appear in the Collection Survey Log multiple times.  One recorded visit in the Collection Survey Log may account for the assessment of multiple storage units.  In the case that a detailed finding aid is acquired by CDI, information on individual storage units may be available before a visit is made.  However, no visitation number will be associated with a storage unit until it assessed by a CDI staff member in person.  

11:  Projects and Person

This is a many to many relationship.  One project may be associated with multiple people.  One person may have a role within many different projects. For the purposes of this database we will be interested in tracking an individual’s role within a specific project and how that may have changed over time; therefore, a join table with the following data objects will be created for these two tables:

· Director:  Data Type = Yes/No.  Was the person a director or Primary Investigator on the project?

· Supervisor:  Data Type = Yes/No.  Was the person a site supervisor or supervisor of one particular aspect of research on the project?  These individuals usually compose the second tier of hierarchy beneath site directors.

· Excavator:  Data Type = Yes/No.  Was the person a worker/excavator on the project? 

· Staff_Analyst:  Data Type = Yes/No.  Was the person an analyst or other member of the staff on the project?

· Other:  Data Type = Yes/No.  Was the person a member of the crew otherwise not defined??

· Dates:  Data Type = text.  Dates or years for which this role was valid.   

12:  Sites and Projects

This is a many to many relationship.  One site can be studied by many projects.  One project can study many sites.  

13:  Objects and Sites

This is a many to many relationship.  One object (e.g. field notes from an archaeological survey) may be about or recovered from many sites.  One site can produce many objects (e.g. pieces of pottery).  

14:  Projects and Objects

This is a one to many relationship.  One Object is discovered or produced by one project.  One project can discover or produce many objects.  

15:  Objects and CDI Accession List

This is a one to many relationship.  Many items catalogued in the CDI Accession List may be the derivative of one object.  One item in the CDI Accession list may refer to only one object.  For example one piece of pottery may be scanned and photographed by CDI multiple times.  Each scan and photo is a separate item in the CDI Accession List, each referring to a single object (the piece of pottery).  

16:  Objects and Storage Units

This is a many to many relationship.  Since an object may be a document with parts contained in different (most likely adjacent) storage units, one object may be contained in several storage units. One storage unit may contain many objects.  

17:  Objects and Collection Survey Log

This is a many to many relationship.  One object may be assessed on many different visits documented in the Collection Survey Log.  One visit documented in the Collection Survey Log may account for the assessment of many different objects.  

18:  Works and Documentary Instance

This is a one to many relationship.  One work may be instantiated by many documentary instances.  One documentary instance can instantiate only one work. 
19:  Documentary Instance and Institutions

This is a many to one relationship.  One documentary instance may be created or authored by (Note:  not published by.  Publisher is a field in the documentary instance table and not the subject of this relationship) one institution.  One institution may create many documentary instances.  

20:  Works and Person 

The works and person tables have two different relationships. The first is defined by the statement, works are about people.  In other words, people are the topic of works.  This is a many to many relationship.  One work may be about many people and one person may be the topic of many works.  
21:  Works and Person 

The second relationship between works and people is defined by the statement, works are created by people. In other words people author works.  This is a many to many relationship.  One person may create many works and one work may be created by many people.  However, a person (or persons) may have many roles in the creation of a work.  Therefore, a join table with the following data objects is necessary:
· Role:  Data Type = text.  A description of the role a person played in the creation of a work.  For example, was the person an editor or a second author?
· Order:  Data Type = text.  An indication of the position of the role.  In the case that the role is author, the “order” would indicate whether the person was the first author, second author etc.
22:  Documentary Instance and Person

This is a many to many relationship.  One documentary instance can be created by many people and one person may create many documentary instances.   For instance, a person who translates a work from one language to another has created a particular documentary instance of that work.  In order to specify what role a person may have had in the creation of any particular documentary instance, a join table with the following data objects is necessary:
· Role:  Data Type = text.  A description of the role a person played in the creation of a work.  For example, was the person an editor or a second author?
· Order:  Data Type = text.  An indication of the position of the role.  In the case that the role is author, the “order” would indicate whether the person was the first author, second author etc.
23:  Works and Institutions

This is a many to many relationship.  One work may be created by many institutions.  One institution may create many works.  Although cases of many institutions contributing to one work may be very rare, this relationship is certainly possible.  
24:  Works and Works

This is a many to many relationship.  One work may be subordinate to many works.  For instance, Shakespeare’s Hamlet may be included in many anthologies, each of which is a work in its own right.  

FIELDS WITH CONTROLLED VOCABULARIES

Role of an institution in a project:  
Role will be defined by the following Yes/No Fields:
· Did the institution provide funding?

· Did the institution provide staff?

· Did the institution provide space?

· Is the institution a repository for materials?  
Role of a person within an institution:  
· Institution Head:  Person is the director or head of an institution.

· Department Head:  Person is the head of a particular department or division of an institution.

· Researcher:  Person is neither the director nor head of a particular department, but conducts research or has a more limited role within an institution. 

· Unpaid Affiliation:  Person is affiliated with the institution, but not an employee.

· Faculty Member:  Person is a faculty member at the institution.

Role of a person within a project:  
Role will be defined by the following Yes/No fields:

· Was the person a director or Primary Investigator on the project?

· Was the person a site supervisor or supervisor of one particular aspect of research on the project?  These individuals usually compose the second tier of hierarchy beneath site directors. 

· Was the person a worker/excavator on the project?

· Was the person an analyst or other member of the staff on the project?

· Was the person a member of the crew otherwise not defined? 

CDI_Object_Type:  This field appears in the Objects Table.

· Annotated Work:  Annotated copy of a published or unpublished work.  This type includes objects such as Judd’s annotated copy of the Pepper Pueblo Bonito monograph and Roberts’ dissertation with Judd’s comments.  
· Artifact--Chipped Stone:  One, several or many pieces of chipped stone.  In some cases, artifacts of the same class from the same locus or with the same provenience may be recorded as a group.  For example a bag of chipped stone from locus 021.  
· Artifact--Ground Stone:  One, several or many pieces of ground stone.
· Artifact--Object:  Any artifact not falling into other artifact categories, e.g. jet frog.  
· Artifact--Pottery:  Lot of pottery (either whole or sherds), a single pot or a single sherd.  
· Bibliography:  Bibliography of works related to Chaco.
· Correspondence:  One piece or one thread of correspondence.  A thread of correspondence contains the letters and responses between two individuals, two institutions, or an individual and an institution.  It should be temporally succinct and should be tied together by a common subject or theme. 
· Ecofact:  One, several or many ecofacts.
· Electronic File:  Any object already in any kind of digital format.  An electronic file could also be a folder or directory of many or several photos or files all pertaining to the same subject.  
· Field forms:  Standardized forms used for recording data in the field.  Typically forms are used for systematically collecting information on particular feature, artifact type, architectural unit (such as a room) or archaeological unit (such as a locus, or layer).  For instance, forms may be used to collect information on burials to insure that the same information collected from each burial is consistent.  
· Finding Aid:  Finding aid, created by a repository institution describing the content and location of relevant materials.
· Illustration--Architecture:  Illustration of architectural feature(s) may include artist’s renditions and reconstructions as well as drawings of masonry features.  
· Illustration—Chipped Stone:  Illustration of chipped stone artifact or a group of chipped stone artifacts.
· Illustration—Ecofact:  Illustration of an ecofact.
· Illustration--Object:  Illustration of an object not falling into other artifact categories such as a drawing of a jet frog or petroglyphs.  
· Illustration—Pottery:  Illustration of a lot of pottery (either whole or sherds), a single pot or a single sherd.  
· Illustration—Other:   Other illustrations not included in the categories above.
· Journal:  Diary or other account of an individual’s or group’s activities over time.
· List—Code:  Coded list of names.  For instance a list of Pueblo names and there corresponding codes, used to identify them in a computer file or some form of tabular data.    
· List--Photographs:  List of print photos, slides or negatives.  These lists may or may not include detailed information on the subject of the photos.  Some of these lists may simply contain the unique identifier of negatives or slides being sent from one person or institution to another. 
· List—Specimen:  A specimen inventory.  Typically, these objects are included in correspondence detailing items being sent from one person/institution to another.  
· Manuscript--Handwritten:  Handwritten document written by a scholar on a particular topic.  Manuscripts include items such as unpublished reports and student papers.  Do not forget to indicate whether manuscript is published or not.
· Manuscript—Typed:  Typed document written by a scholar on a particular topic.  Manuscripts include items such as unpublished reports and student papers.  Do not forget to indicate whether manuscript is published or not. 
· Map:  A map is a two dimensional representation of a physical area or space (with the exception of certain relief maps, which may be rendered in three dimensions).  This object will be used to define either a single map or a collection of maps pertaining to one subject.  This includes maps that are hand-drawn and printed as well as impromptu sketches.  In order to be considered a map, a representation must be specific or detailed enough for a person (including the author) to-at the time of the creation of the map--find his or her way back to the features or area depicted.  
· Notes--Analysis:  Any notes containing observations made during the analysis of materials with the exception of tabular data or data easily transformed into a tabular format.   
· Notes--Field Notes:  Notes detailing field work—these may contain drawings, maps, photographs etc.  Field notes may be comprised of many field notebooks, one notebook or even several pieces of loose leaf paper.  Regardless of the extent of the notes, one field note object should be coherently and intellectually linked to one person, one site and/or one field project.
· Notes--Lecture:  Notes used in an oral presentation such as a public lecture or conference presentation.  May be typed or handwritten.  
· Notes--Notebook:  One bound collection of notes and materials produced by one individual.  A notebook may include examples of all other types of notes, drawings and even photographs (if they are taped or glued onto the pages).  Only in cases where there is scholarly value in the notebook as a whole, should the object(s) in question be recorded as a notebook.  Otherwise any important drawings, notes, and/or data should be isolated and placed into other categories. 
· Notes--Notecards:  Index cards typically used to record basic information on objects discovered during excavation such as size, shape and weight.  Many object cards typically contain a sketch of the object as well.  Like forms, cards may also be used to systematically record information on loci, rooms or certain artifact types.  Although sometimes similar to field forms, notecards should be categorized separately due to the possibility of processing (scanning or copying) the cards differently than one would process paper forms.
· Notes--Miscellaneous:  Other notes including outlines, notes disparate in time and subject, but still pertaining to Chaco. 
· Photograph--Collection:  One collection of photographs.  This may be one or several photograph albums related to one topic, or even a box of photographs with a common theme (e.g. the 1941 excavations at Bc 53).  
· Photograph--Negative:  One photographic negative.  
· Photograph--Print:  One print photograph or several print photographs mounted to a single card such as the National Geographic Society photos in the Judd collection at the National Anthropological Archives.  
· Photograph--Slide:  One slide.
· Plan—Archaeological:   Plan drawing of archaeological excavations, may include architectural features.  Drawings solely of architectural features without excavation unit information should be included in the Illustration--Architecture or Plan—Architectural categories. 
· Plan—Architectural:  Plan drawing of architecture.  Plan must not be an artist’s rendition or reconstruction, but an accurate drawing of standing architecture.
· Profile:  Archaeological profile drawings.  
· Tabular Data: Data that are organized into columns and rows or easily translated into columns and rows.  

· Other:  Object does not fit any of these categories, please describe. 
CDI Accession Type:  
· CDI Notes:  Notes taken by CDI staff during meetings with visiting scholars, steering committee members and officials of repository institutions. :  
· Correspondence:  Correspondence between CDI staff and scholars regarding the project.  Correspondence should only be accessioned when it may have value to the future of the project.  
· Electronic File--Batch:  Batch of files obtained by CDI either in physical form (on a CD, DVD, or disk of some sort) or through email or other electronic transfer (ftp, for instance).  File Batches will contain electronic files which may need to be described and accessioned on an individual basis.  However, the contents and structure of the original file batch will be of value and thus should be maintained.  In cases where one batch of files contains only one work, for instance a folder containing 9 Microsoft Word documents, each of which comprises one chapter of the same—9 chapter--book, the folder containing the 9 chapters should be considered a work rather than Electronic File—Batch.    
· Electronic File--Access:  Access database.
· Electronic File—Excel:  Excel spreadsheet or workbook.
· Electronic File—Powerpoint:  Powerpoint presentation containing notes as well as photos and illustrations.  Presentations containing nothing but photos should be placed in the Photograph—Electronic category.  
· Electronic File—Other:  Electronic file other than those listed above.  Pdf files and other electronic documents, such as word processor documents, should be categorized as works.   
· Finding Aid:  Finding aid issued by a repository institution.
· Photograph--Negative:  Print or slide negative or a collection of print and/or slide negatives.

· Photograph--Print:  Print photo or a collection of print photos.
· Photograph--Slide:  Slide or a collection of slides.
· Photograph—Electronic:  Electronic copy of a photograph; may be .gif, .jpg, .tif, etc.  May also be a Powerpoint presentation containing slides of just photographs.  Powerpoint presentations containing other documentation and notes used in the case of an oral presentation should be included in the Electronic File—Powerpoint category.
· Work:  Includes articles, book chapters, manuscripts and monographs.  Whether or not the work is published or unpublished will be accounted for by a Yes/No field in the CDI Accessions Table.  Works may be either paper or electronic documents or folders containing a batch of electronic documents.  For instance, a work may be comprised of 9 chapters, each of which is in the form of a Microsoft Word document.  In this case, the work would be an electronic file (folder or directory) containing all 9 Word documents.  
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