Digital Material Transfer Form


	1. Description of content  

	Digital content:
	
	Non-digital content:
	


	Title: 
	Covering Dates:


	Description of collection:



	List of main categories / individual Items:







	Additional to a collection already held 
If so what is the name of the collection?





	2. Source of the data

	Who created these records?



	Who else contributed to the data, if known?





	3. Hardware and software used to create and transfer the data

	 What medium is the data on? (eg CD Roms, DVD, DVD-R, DVD+R)

 

	What is the quantity of data donated i.e. GB; MB; KB; etc?



	What kind of data is it? (eg text, image, spreadsheet, audio)



	What program was used to create it? (eg MS Word 6.0, Photoshop 7)



	On what platform was it created? (eg a PC running Windows 98 SE2 etc)



	Has the data been compressed / zipped for delivery to us, and if so how?



	Has the data been encrypted and if so how?



	Is this collection or any part of it password protected?






	4 Access


	Are you the owner of the Intellectual Property rights in the content? If not, please give details of any person(s) / organization (s) who may have Intellectual Property Rights (IPR) in the digital content  being donated 

If so, do you permit the content to be reproduced, distributed, transmitted, displayed and used, via any technology and in any medium now known or later developed, including but not limited to the provision of public access to the catalogue records and  reproductions via Lon-line services, in accordance with the terms of the Creative Commons Attribution-Non-commercial-Share Alike licence. 


	Does any part of the Donation contain personal data as defined by the Data Protection Act 1998?


	Are there any other reasons to restrict access?
If “Yes”, please give details:  


	.





	[bookmark: _GoBack]5. Management of the data

	When we have successfully transferred the data to our servers can we:
1. Dispose of the media/carrier on which the data came to us?
1. Dispose of unwanted data?




	6. Accession Agreement

	I hereby transfer the above records to …..  By doing so I agree that it can be stored, translated, copied, or changed to different formats for the purposes of digital preservation and public access.     I agree that the organisation, following appraisal, may decide not to preserve these records.  I declare that I am entitled to do so as the legal owner of the records or as agent  for the legal owner. 

I agree that the content will be a donation
I agree that the content will be a deposit

Please note any stipulations on access, preservation or management of the content






	Name:
	  Address:




	Telephone Number:

	E-mail Address:






	Donator:
	Date:


	Signature on behalf of organisation
	Date:








