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Introduction 
  

The Endangered Archives Programme aims to safeguard archival material by finding a suitable local 

home for original material and at the same time by digitising it, thus ensuring both long-term 

preservation and wider access. It is therefore important that the EAP Office receives information 

about both the physical archive and digital copies so that they are searchable in the British Library 

catalogue and on the EAP website. It is important that the information we have conforms to 

international standards.  

These guidelines are designed to help project teams to become familiar with what is required when 

cataloguing their collections. These guidelines are to accompany the new catalogue listing template 

that you will receive from the EAP once you have completed the Preliminary Metadata Questionnaire. 

 

Typical project workflow and milestones: 

Please send sample/final metadata to endangeredarchives@bl.uk 
*Samples should show a range of different items to show the variety of content types or from a number of different items. 

Around 20 images should be enough for a sample. Please don’t send 20 consecutive images from the same manuscript or 

whatever it may be that you are digitising. 

 
EAP Cataloguing Template Tutorial.  

 
Screencast showing some of the most important features of the EAP cataloguing template. 

Hosted on YouTube. Internet connection needed. Video will only use data after clicking the play button. May not load 

instantly. https://youtu.be/S7UZAMZsqmk  

Project funded
Complete Preliminary 

Metadata Questionnaire

Receive Catalogue Listing 
Template

•Each project will receive a unique 
template.

Start digitision & cataloguing

Send sample metadata & 
images.

Within 3 months or when you have taken 
around 100 images.

Submit Interim Report(s)

Every 6 months dependent on length of 
project.

You should also submit more sample 
images/metadata with each report*

Send final images & catalogue 
to EAP

Final report

including financial report
Project finished

mailto:endangeredarchives@bl.uk?subject=Metadata
https://youtu.be/S7UZAMZsqmk
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Listing Template Worksheets 
The listing template is split into six different worksheets… 

 

 Help 

Some key pieces of information for guidance in completing the Level and Dates of 

Material columns. 

1. Institutions of Deposit 

Complete for each institution or owner that holds the original material or will be 

receiving copies of the material. Each institution or owner should have its own row on 

the worksheet. 

2. Description 

Complete this worksheet when cataloguing the archives that are being digitised. 

Detailed guidance for each metadata field can be found below. 

3. Individual-Family-Institution 

This is where you should record any biographical or administrative detail about any 

significant people, families, or institutions connected with material. This could include: 

the owner, publisher, producer, scribe, photographer, recipient of a letter, etc. Each 

should have its own row on the worksheet. 

4. Technical Details-Images 

Please provide the technical details for image capture during your project such as the 

camera and software used. 

 Controlled Lists 

This worksheet shows the lists of terms that can be selected via the dropdown lookups 

in the following columns of the Description worksheet: 

 

 Content Type 

 Related Subjects 

 Alternative Calendars  

 Languages of Material 

 Scripts of Material 

 

This worksheet is used for reference only and is password protected. 

Please note that the spreadsheet uses macros to enable multiple selections in some of the 

columns. It is recommended that you use Excel to enable these features. You must click 

‘enable content’ if you see a security warning. See ‘Key Features of the Listing Spreadsheet’ 

below for more information on this and other features to be aware of before you begin 

cataloguing. 
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Key Features of the Listing Spreadsheet 

1. Dropdown Options 

The following columns contain dropdown lists for you to choose an answer from 

Column Heading 

A Level 

F Content Type 

N Related Religions/Belief Systems 

O Related Subjects 

R Alternative Calendar 

AA Languages of Material 

AB Scripts of Material 

AC Writing System 

AD Access Conditions 

AG Is the Material Still in copyright? 

AI Have you obtained written consent for the Material to be included on the EAP 
website? 

AJ Have You Sent All Written Permissions to the EAP Office? 

AL Does the Material Contain Sensitive Personal Data About Living People? 

AP Creation Date of Digital Files 

AQ Format of Digital Files 
 

In the four columns highlighted in yellow, you can select multiple options from the dropdown list. 

For example, in “Languages of Material” if you click on “English”, then click on “French”, it will select 

both “English” and “French”. 

ACTION: Please can you check that this functionality works on your machine, before you begin the 

fieldwork? 

 

If it doesn’t work, please click “Enable Content” or “Enable Macros". This will probably appear at the 

top left of the screen 
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2. Bespoke Dropdown Options 

Most dropdown lists arranged in alphabetical order. For some lists, however, we have placed the 

options you are most likely to select at the top of the list. The full alphabetical list will remain 

underneath. 

3. Copy and Paste 

While the dropdown lists restrict the answers you can provide, they do not prevent you from 

copy/pasting repetitive data. If, for example, all the original material is written in English, you do not 

need to select “English” from the dropdown list for each individual row. You can select it in one row 

and then copy/paste “English” into all the other rows. 

 

4. Other restricted Answers 

In the Number of Digital Files column [AR], you can only enter numbers. The spreadsheet will not let 

you input letters. 

 

5. Guidance / Examples 

Row 3 provides some guidance and examples to help you understand what information is required. 

Examples are highlighted in red. 
 

6. Mandatory Columns 

Row 4 indicates whether a column is mandatory or optional. If it is mandatory, please provide an 

answer in this column for every record [i.e. every row]. 

 

7. Colour-Coding of Rows 

To make it easier to read vast amounts of data, when you select an answer in column A [Level], the 

row will change colour.  

 Collection = Gold 

 Series = Dark Green 

 Sub-series = Light green 

 File = Blue 

 Item = White 
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Data elements for archival description 
 

 

This section contains two columns: 

 Level 

 Original Reference 

 

Level 
Mandatory 

Select an option from the dropdown list 

 

Archives should be described in a clear hierarchical structure from the highest 

and broadest level (Collection), down to the narrow lowest level where an 

individual Item can be catalogued. There must be at least one Collection level 

record and this will typically be the creator or owner of the archives. If, for 

example, the project is digitising the manuscript collections of three families, you 

should list these as three separate Collections. 

Whilst you can go directly from Collection level to File level, typically archives are 

grouped together into sections or series in some way. This could be for a number 

of reasons but should generally represent the order the archives were kept in by 

their original owner.  If we think of a business archive, the records will usually be 

grouped together by administrative function. You may have a Finance Series, 

Legal Series, Planning Series and so on. Think about how you would organise your 

own personal archive, you may have a Series level for diaries, another for photographs, one for 

correspondence and so on. 

 

At the beginning of the project work out what the arrangement of the records will look like. It may 

be a good idea to draw a rough plan of the hierarchical structure. Are you digitising different 

collections? How will you group things together? Will you be cataloguing the material right down to 

the item level? These are all things you’ve hopefully already thought about. 

 

Some examples of how of how archives may be organised: 

 by creator or owner 

 by organisational activities 

 by subject or type of material 

 by creation dates 

 

You may select the following five options from the dropdown list. Selecting them will change the 

colour of the row making it easier to identify the collection hierarchy. 

 

 

Identification

Further resources 

ISAD (G) – 2. Multilevel Description 

Rules 

ISAD (G) – 3.1.4: Level of description 

 

https://www.ica.org/en/isadg-general-international-standard-archival-description-second-edition
https://www.ica.org/en/isadg-general-international-standard-archival-description-second-edition
https://www.ica.org/en/isadg-general-international-standard-archival-description-second-edition
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 Collection [Mandatory] 

Describes the collection as a whole. Usually the creator or owner of an archive. The 

first row you catalogue must always be at the Collection level. There must always be 

at least one Collection, but 

e.g. Dambadarjaa Monastery Collection of Buddhist Manuscripts; Annemarie 

Heinrich Photograph Collection; Arabic Manuscripts from the Cisse Family 

 Series 

A main grouping of records. Usually by a common subject or function. 

e.g. A Series of: Glass Plate Negatives; Baptism Records; Annual Reports; Coptic 

Manuscripts  

o Sub-series 

A sub division of a Series.  

e.g. Using the Series ‘Glass Plate Negatives” from above, this may then be 

divided into Sub-series by photographer; by location, etc. 

 File [Mandatory] 

This describes the physical records that are grouped together. Usually the lowest 

level for EAP collections. The File will be where you will describe individual 

manuscripts, photo albums, newspaper editions. The file will contain multiple 

images and should have a corresponding digital folder. 

e.g. Brazil Photographs; Baptism Register 1878; Annual Report 1952/1953; Sutra for 

medical healing etc. 

 Item 

An individual physical document such as a single photograph, postcard or letter. You 

will only need to use the Item level for where you can describe every item within a 

file.  

e.g. describing each photograph within a photo album; Individual letters within a 

box of letters. 

In most cases further Levels such as Sub-Collection and Sub-Sub-Series are not needed. If the 

collection you are cataloguing is more complex and requires further levels please contact us. 

mailto:endangeredarchives@bl.uk?subject=Metadata%20query
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These are examples of typical archival hierarchies used in EAP projects.

 

 

 

Original reference 
Mandatory if known/applicable 

Provide any references or shelfmarks already given to the records. This can allow researchers to find 

the material should they want to visit the original archive or institution. 
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This section contains three columns: 

 Title (In English) 

 Title (In Original Language/Script) 

 Title (Transliterated) 

 

Title (In English) 
Mandatory 

Use short and concise titles that clearly identify what the thing 

is that you are describing. If it has a known or formal title, use 

that, if not use a descriptive one that either describes the grouping of records, or the individual file 

or item itself. Titles in non-English languages should be translated here. If the title is long consider 

shortening it and added the additional information into the Description. 

 

At file and item levels insert a formal title if it exists within single quotation marks. For manuscripts 

of creative works, in whole or in part, this should be as given on the manuscript rather than any 

uniform or generic title, which should be given in a related Title of work type subject entry. 

 

For more information and examples see ISAD (G) 3.1.2: Title. 

 

Title (In Original Language/Script) 
Mandatory if applicable 

Please enter the titles in the original script, if it has Unicode characters. http://unicode.org/charts/ 

Recommended fonts for non-Latin scripts… 

Title (Transliterated) 
Mandatory if the original title is not in Latin script 

Please use the Library of Congress 'Romanisation Tables' for transliterations - 

https://www.loc.gov/catdir/cpso/roman.html 

 

 

  

Titles

Further resources 

Unicode Character Charts 

ALA-LC Romanisation Tables 

ISAD (G) – 3.1.2: Title 

http://unicode.org/charts/
https://www.loc.gov/catdir/cpso/roman.html
file:///C:/Users/rmiles/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/VXZB81X9/Unicode%20Character%20Charts
https://www.loc.gov/catdir/cpso/roman.html
https://www.ica.org/en/isadg-general-international-standard-archival-description-second-edition
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This section contains six columns: 

 Content Type 

 Description 

 Description (in alternative language) 

 Number and Type of Original Material 

 Size and Dimensions of Original Material 

 Condition of Original Material 

 

Content Type 
Mandatory at File and Item levels 

Select an option from the dropdown list 

Choose the most appropriate option to describe the type of record digitised. Choose from: 

 

If you cannot find an appropriate option, please contact us. 

 

Description 
Mandatory at Collection level (But preferable at all levels) 

A complete statement describing the subject matter, context and other descriptive information 

about of the material. Try to be as descriptive as possible, thinking of keywords that researchers may 

use to search for what is being described. Think about the key people, places and subject matter, 

and add anything else you think may be relevant or doesn’t belong in any of the other cataloguing 

fields available. 

 

Description (in alternative language) 
Optional, but encouraged 

This should be a direct translation of what is written in the main Description in English. Whilst the 

description in an alternative language element isn’t mandatory, it is recommended, and will make 

the material more accessible. 

 

Number and Type of Original Material 
Mandatory 

To identify and describe the number and type of material being digitised. 

e.g. 1 photograph album containing 25 photographs; 1 volume containing 50 folios; 23 maps; 2 

parchment folios; 1 glass plate negative; 1 palm leaf manuscript; 3 accordian paper books. 

 

Scope and Content

Artefact Court/Legal Records Map Notebook Photograph Score

Audio Diary Minute book Painting Plan Statistical table

Book Document Newsletter Pamphlet Postcard Thesis

Booklet Illustration Newspaper Passport Register Video

Correspondence Manuscript Newspaper clipping Periodical Report Volume

Further resources 

ISAD (G) – 3.1.2: Scope and content 

ISAD (G) – 3.1.5: Extent and medium 

of the unit of description 

 

 

mailto:endangeredarchives@bl.uk?subject=Metadata%20query
https://www.ica.org/en/isadg-general-international-standard-archival-description-second-edition
https://www.ica.org/en/isadg-general-international-standard-archival-description-second-edition
https://www.ica.org/en/isadg-general-international-standard-archival-description-second-edition
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Size and Dimensions of Original Material 
Optional 

The measurements of the original resource. Please use centimetres (cm).  

e.g. Height 10cm, width 5cm, depth 1cm 

 

Condition of Original Material 
Optional 

e.g. The red ink is fading, and the top right corner is torn; Water damaged, first 2 pages unreadable. 
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This section contains eight columns: 

 Country of Origin 

 Related Countries 

 Related Regions             

 Related Towns/Cities 

 Related Religions/Belief Systems 

 Related Subjects 

 Other Related Subjects 

 Related Title of Works 

Authority terms are important for providing controlled access 

points for users by grouping/indexing records together in 

relationship to each other. This is especially important in the online environment where procedures 

need to be in place to ensure consistency across different projects and collections. There are two 

broad types of relationship, those to do with the creation of the record, and those to do with its 

content. 

Please note that any significant ‘Related Corporate Bodies, Persons and Families’ should be entered 

onto the ‘3. Individual-Family-Institution’ worksheet of the listing template. 

 

Country of Origin 
Mandatory 

Please enter the name of the country where the material was created. Please use the name of the 

country as it was at that time. For example: something created in Istanbul in 1900 would be 

"Ottoman Empire" rather than "Turkey".  

Related Countries 
Mandatory 

Add the names of any countries that the material being described is associated with in some way. If 

for example it is a photograph of Paris, France, put France in Related Countries, and Paris, France in 

Related Towns/Cities. 

Use the name of the country at the time the record was created. If there are several related 

countries, separate them by a semi-colon.  

e.g. France; Iran; India 

 

Related Regions 
Mandatory if known/applicable 

Please enter the name of any states, provinces, counties, administrative districts, or other general 

regions. 

e.g. Yunnan Province; Baja California; Novgorod Oblast; Tamil Nadu 

 

Authority Terms

Further resources 

NCA Rules 

FAST Subject Headings - searchFAST 

Getty Thesaurus of Geographic 

Names 

Library of Congress Authorities 

https://www.archives.org.uk/images/documents/Publications/namingrules.pdf
http://fast.oclc.org/searchfast/
https://authorities.loc.gov/
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Related Towns/Cities 
Mandatory if known/applicable 

Normally this only needs to be in the format [town/city, country]. Only add extra elements if you feel 

the place name needs to be uniquely identified from places with the same/similar name. 

If the town/city is known by multiple names or spellings, you may want to include these within the 

main description. Use the place name as it was known at the creation of the record. E.g. 

Constantinople, Leningrad or Bombay. 

Separate each new place with a semi-colon. 

e.g. Paris, France; Tehran, Iran; Bombay, India;  

 

Related Religions/Belief Systems 
Mandatory if known/applicable 

Select an option from the dropdown list – multiple selections allowed 

 

Select all that apply if the material is created by a religious institution, or the content is in some way 

related to religious activities. The full list can be viewed on the Controlled List worksheet. If you think 

another term needs to be added to this list please email to let us know. 

 

Related Subjects 
Mandatory 

Select an option from the dropdown list – multiple selections allowed 

What the material being described relates to in broad terms. Select as many subjects from the list as 

appropriate.  Each selection gets added to the cell separated by a pipe (|), e.g. 

Agriculture|Colonialism. 

If you want to select a subject not available from the drop-down list, you may enter it into the next 

column – Other Related Subjects. The full list of available subjects can be viewed on the Controlled 

Lists worksheet. 

If you have completed a ‘Preliminary Metadata Questionnaire’ at the beginning of your project the 

subjects you will need to use should be at the top of the dropdown list. 

 

Other Related Subjects 
Optional 

Any additional subjects not listed in ‘Related Subjects’ can be added here. Try to be as broad as 

possible with any terms added here. The Library of Congress ‘Subject Authority Headings’ can help 

identify the broader authority subjects that can be used. 

 

 

 

https://authorities.loc.gov/
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Related Title of Works 
Optional 

Please enter the uniform title (preferably the Library of Congress standard) of the work that the 

manuscript is a version of or otherwise closely relates to. For example: For a commentary on the 

Qur'an, add Qur'an. For a version of, image from, or extract from the epic poem Ramayana, add 

"Ramayana".  

https://authorities.loc.gov/
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This section contains three columns: 

 Dates of Material (Gregorian Calendar) 

 Alternative Calendar 

 Alternative Calendar Dates 

 

Dates of Material (Gregorian Calendar) 
Mandatory 

Give the date of creation or publication. Try to be as precise as 

possible. When the creation date is unknown use covering date ranges (e.g. 1853-1872), or try to 

narrow it down to the decade or century of creation. If you are digitising a copy of a manuscript for 

example, use the date the copy was created, not that of the manuscript which was copied. 

Use covering date ranges at higher archival levels e.g. The Collection date range should cover the 

creation dates of all records that sit below it in the hierarchy. 

Dates should only be entered in one of the formats below. Any additional contextual information 

should be put in the Scope & Content. 

Acceptable date formats: 

 

 

Alternative Calendar 
Optional 

Select an option from the dropdown list 

Select an alternative calendar from the dropdown list, if applicable. 

Choose from: French Republican; Hebrew; Hurban; Islamic; Japanese; Julian; Persian; Rattanakosin; 

Seleucid; Suriyakati; Vikrama 

Alternative Calendar Dates 
Optional 

Dates

Further resources 

ISAD (G) – 3.1.3: Date(s) 

 

https://www.ica.org/en/isadg-general-international-standard-archival-description-second-edition
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This section contains nine columns: 

 System of Arrangement 

 Custodial History 

 Location of Original Material 

 Author(s) / Creators of the Original Material 

 Scribe(s) of the Original Material 

 Publisher(s) of the Original Material 

 Editor(s) of the Original Material 

 Volume Number  

 Issue Number 

 

System of Arrangement 
Mandatory at Collection level 

Describe how the collection is/has been organised and arranged and add who was responsible for 

the arrangement. Please include mention of whether the material has been ordered according to 

any classification scheme. 

 

Custodial History 
Mandatory at Collection level 

Describe the provenance/history of the ownership of the material. You may explain how and why 

the material was created, it’s administrative history, and any other significant details about its 

creation, ownership, or how it became part of the archive. 

 

Location of Original Material 
Mandatory 

The name of the repository where the physical material is currently located. Please provide the 

repository name and country, rather than the full address. 

e.g. The Louvre, Paris, France 

 

Author(s)/Creators of the Original Material 
Mandatory if known/applicable 

Please also provide contextual information, where known. 

 

Scribe(s) of the Original Material 
Mandatory if known/applicable 

Please also provide contextual information, where known. 

 

Provenance
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Publisher(s) of the Original Material 
Mandatory if known/applicable 

Please also provide contextual information, where known. Include, for example, the place of 

publication. 

 

Editor(s) of the Original Material 
Mandatory if known/applicable 

Please also provide contextual information, where known. 

 

Volume Number 
Mandatory if known/applicable 

e.g. Volume 7 

Issue Number 
Mandatory if known/applicable 

e.g. Issue 29 
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This section contains three columns: 

 Languages of Material 

 Scripts of Material 

 Writing System  

 

Languages of Material 
Mandatory 

Select an option from the dropdown list – multiple selections 

allowed 

To identify the language being used in the materials being described. If several languages are used, 

select as many from the dropdown list as needed. These will appear in the cell separated by a pipe 

(|), e.g. Arabic|English|French. 

For material with no linguistic content, such as photographs, choose Not applicable.   

If you have completed a ‘Preliminary Metadata Questionnaire’ at the 

beginning of your project the languages you will most likely choose 

should be at the top of the dropdown list. Additional languages will be 

listed alphabetically below your chosen languages. 

A full list of available languages is viewable on the Controlled Lists 

worksheet of the cataloguing template. If you cannot find a required 

language, check ISO 639-3: Codes for the representation of names of 

languages, for the appropriate one and contact us. 

 

 

Scripts of Material 
Mandatory 

Select an option from the dropdown list – multiple selections allowed 

To identify the script being used in the materials described. If several scripts are used, select as many 

from the dropdown list as needed. These will appear in the cell separated by a pipe (|), e.g. 

Arabic|Latin. 

For material with no linguistic content, such as photographs, choose Not applicable. 

If you have completed a ‘Preliminary Metadata 

Questionnaire’ at the beginning of your project the scripts 

you will most likely choose should be at the top of the 

dropdown list. Additional scripts will be listed alphabetically 

below your chosen scripts. 

A full list of available scripts is viewable on the Controlled 

Lists worksheet of the cataloguing template. If you cannot 

find a required script, check ISO 15924: Codes for the 

representation of names of scripts, for the appropriate one 

and contact us. 

Languages

Further resources 

ISO 639-3: Codes for the 

representation of names of languages 

- Part 3 

ISO ISO 15924: Codes for the 

representation of names of scripts 

 

https://iso639-3.sil.org/code_tables/639/data
https://iso639-3.sil.org/code_tables/639/data
mailto:endangeredarchives@bl.uk?subject=Metadata:%20Languages
https://en.wikipedia.org/wiki/ISO_15924
https://en.wikipedia.org/wiki/ISO_15924
mailto:endangeredarchives@bl.uk?subject=Metadata:%20Scripts
https://iso639-3.sil.org/code_tables/639/data
https://iso639-3.sil.org/code_tables/639/data
https://iso639-3.sil.org/code_tables/639/data
https://unicode.org/iso15924/iso15924-codes.html
https://unicode.org/iso15924/iso15924-codes.html
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Writing System 
Mandatory 

Select an option from the dropdown list 

Is the material written left-to-right (e.g. English and French), or right-

to-left (e.g. Arabic and Chinese)? 

Choose from: Left-to-Right; Right-to-Left; Both; Not Applicable. 
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This section contains three columns: 

 Access Conditions 

 Restriction End Date 

 Reason for Restriction 

To provide information on the legal status, regulations or any other restriction that EAP should be 

aware of that may stop the material being made available online. 

Please note that all material digitised as part of an EAP grant should be “unrestricted” unless there is 

a good reason and you have discussed this with the EAP Curator. 

 

Access Conditions 
Mandatory 

Select an option from the dropdown list 

Select from either: Unrestricted; Temporarily Restricted (You must complete 

the next 2 columns) 

The access conditions state whether the material should be made available 

freely to view online via the EAP website. Material sent to EAP should 

usually be marked ‘Unrestricted’. Only use the ‘Temporarily Restricted’ 

option if you have already discussed this with the EAP Curator. If you use 

this option, ‘Restriction End Date’ and ‘Reason for Restriction’ will need to 

be completed. 

 

 

Restriction End Date 
Mandatory if you answered "Temporarily Restricted" in Access Conditions 

Put the date for when the material will become unrestricted and can be made available to view 

online. 

 

Reason for Restriction 
Mandatory if you answered "Temporarily Restricted" in Access Conditions 

Provide the reason given to the EAP Curator for why these records should have restricted access. 

 

Access conditions
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This section contains five columns: 

 Is the Material Still in Copyright? 

 Copyright Holder's Name 

 Have you obtained written consent for the Material to be included on the EAP website? 

 Have You Sent All Written Permissions to the EAP Office? 

 Attribution 

 

 

Is the Material Still in Copyright? 
Mandatory 

Select an option from the dropdown list 

Choose from: Yes, No, Don’t know. 

The majority of material digitised in EAP projects will be unpublished and without any copyright 

restrictions. It is important here to let us know if anything you are cataloguing may still be in 

copyright and should be restricted access for a defined period of time. 

 

Copyright Holder’s Name 
Mandatory if you answered “Yes” in the previous column “Is the Material Still in Copyright?” 

Please give the Copyright holder’s name and any further identifying information that is relevant. 

 

Have you obtained written consent for the Material to be included on the EAP 

website? 
Mandatory if you answered “Yes” in the previous column “Is the Material Still in Copyright?” 

Select an option from the dropdown list 

 

Have You Sent All Written Permissions to the EAP Office? 
Mandatory if you answered “Yes” in the previous column “Is the Material Still in Copyright?” 

Select an option from the dropdown list 

Copyright Information

Copyright, Data Protection and Privacy  

The British Library will make EAP material available for non-commercial research purposes 

(paragraph 39 of the Terms and Conditions of Award, which is available on the EAP website). It 

is the responsibility of the grant holder to obtain the necessary permissions for material that is 

currently in copyright.  

Some material may contain personal or sensitive information. This must be identified and 

noted on the EAP lists. You should also contact the EAP Curator regarding any sensitive 

information; this might include an individual’s medical history, financial information, 

membership of political or religious organisations, alleged criminal activity, personal addresses 

etc. 
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Attribution 
Mandatory if you answered “Yes” in the previous column “Is the Material Still in Copyright?” 

Please put the exact wording of how the copyright holder would like to be credited.  
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This section contains two columns: 

 Does the Material Contain Sensitive Personal Data about Living People? 

 The Nature of Sensitive Personal Data 

 

Does the Material Contain Sensitive Personal Data about Living People? 
Mandatory 

Select an option from the dropdown list 

Please select yes if the material you are cataloguing is likely to contain sensitive personal and 

identifiable information about a living person. 

e.g. Material containing medical, financial or criminal records that should be restricted access for a 

defined period of time. 

The Nature of Sensitive Personal Data 
Mandatory if you answered “Yes” in the previous column “Does the Material Contain Sensitive 

Personal Data about Living People?” 

Please explain why this material should be restricted. 

e.g. Material contains personal medical files for patients who may still be alive. 

  

Data Protection



 

26 
 

 

This section contains seven columns: 

 Digital Folder Name 

 Digital File Name (First) 

 Digital File Name (Last) 

 Creation Date of Digital Files 

 Format of Digital Files 

 Number of Digital Files 

 Location of Digital Copies 

 

Digital Folder Name 
Mandatory 

This must be exactly the same as it appears on the hard drive(s) to ensure that the metadata is 

linked the corresponding images. 

One key thing to remember is that every ‘File’ level of your listing should have a corresponding 

digital folder containing only the images associated with it. If your collection has ‘Item’ level 

descriptions the images should be in the folder for the ‘File’ level above in the hierarchy. 

 

Digital Copies
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Digital File Name (First) 
Mandatory at File and Item levels 

Enter the first file name in the sequence for the File or Item you are describing. This need to be 

exactly the same as it appears on the hard drive(s). File names must end in sequential numbers. We 

recommend ending filenames using 4 digits.  

e.g. File02_Promo_Leaflets_0001 

 

Digital File Name (Last) 
Mandatory at File and Item levels 

Enter the last file name in the sequence for the File or Item you are describing. This need to be 

exactly the same as it appears on the hard drive(s). File names must end in sequential numbers. We 

recommend ending filenames using 4 digits. 

e.g. File02_Promo_Leaflets_0003 

 

Creation Date of Digital Files 
Mandatory 

Select an option from the dropdown list 

Choose the year, or covering years in which the material was digitised. 

 

Format of Digital Files 
Mandatory 

Select an option from the dropdown list 

Available options: MP4; TIFF; WAV 

 

Number of Digital Files 
Mandatory 

This column is restricted to whole numbers only. Only give the number of images, do not include in 

the number things like checksums or text files. 

 

Location of Digital Copies 
Mandatory at Collection level 

Give the names of institutions, other than the British Library, which will hold a digital copy of the 

images.  
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Appendices 
 

A: Preliminary Metadata Questionnaire 

B: Folder and File Naming Conventions 

C: Submitting Samples and/or Final Material 

D: Using Bagger to Deposit Digital Records 
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Appendix A 

Preliminary Metadata Questionnaire 
 

EAP Reference Number Please include this reference in all correspondence 

 

1. Which of the following content types do you expect to catalogue?  

Artefact ☐ Audio ☐ Book ☐ Booklet ☐ 
Correspondence ☐ Court/Legal Records ☐ Diary ☐ Document ☐ 
Illustration ☐ Manuscript ☐ Map ☐ Minute book ☐ 
Newsletter ☐ Newspaper ☐ Newspaper clipping ☐ Notebook ☐ 
Painting ☐ Pamphlet ☐ Passport ☐ Periodical ☐ 
Photograph ☐ Plan ☐ Postcard ☐ Register ☐ 
Report ☐ Score ☐ Statistical Table ☐ Thesis ☐ 
Video ☐ Volume ☐     
Other (please specify ☐  

 

2. Do you expect to catalogue more than 10,000 records? 

Yes ☐ No ☐   

  

3. Which languages do you expect might be used within the original material? 

 

 

4. Which scripts do you expect might be used within the original material? (e.g. English and Spanish are 
written in Latin script; Russian is written in Cyrillic script; Arabic is written in Arabic script) 

 

 

5. If possible, would it be helpful to have some of the metadata guidelines provided in an alternative 
language? [Please note, this help cannot be guaranteed] 

Yes ☐ No ☐ Please specify preferred language  

 

6. Do you expect to provide any material that will contain restricted access? 

Yes ☐ No ☐ If yes, please provide details (NB: All digitised material should be available 

for upload to the EAP website without restrictions) 

 

 

7. Do you expect to provide any material that is still in copyright or subject to data protection issues? 

Yes ☐ No ☐   

If yes, have you obtained consent for the material to be included on the EAP website?   

Yes ☐ No ☐   

If yes, have you sent all written permissions to the EAP office? 

Yes ☐ No ☐   
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8. Which of the following subject terms do you expect the original material might relate to? 

Accounting and Finance ☐ Land use ☐ 

Administration ☐ Landscapes ☐ 

Agriculture ☐ Languages and Grammar ☐ 

Animals ☐ Law and Legal affairs ☐ 

Anthropology ☐ LGBT ☐ 

Archaeology ☐ Literature ☐ 

Architecture ☐ Manual work ☐ 

Art ☐ Marriage ☐ 

Astrology ☐ Material culture ☐ 

Astronomy ☐ Mathematics ☐ 

Birth ☐ Migration ☐ 

Building construction ☐ Military ☐ 

Business ☐ Missionary work ☐ 

Castes and Tribes ☐ Monuments and Memorials ☐ 

Charity ☐ Music ☐ 

Children ☐ Mysticism ☐ 

Cinema and Television ☐ Nationalism ☐ 

Colonialism ☐ Parish Records ☐ 

Commentaries ☐ Philosophy ☐ 

Conflicts ☐ Plants ☐ 

Crime ☐ Poetry ☐ 

Customs and traditions ☐ Politics ☐ 

Dance ☐ Portraits ☐ 

Death ☐ Pottery and Ceramics ☐ 

Demography ☐ Propaganda  ☐ 

Diaspora ☐ Psychology ☐ 

Didacticisms ☐ Publishing ☐ 

Diplomacy ☐ Rites and ceremonies ☐ 

Education ☐ Royalty and rulers ☐ 

Engineering ☐ Science ☐ 

Epic poetry ☐ Second World War (1939-1945) ☐ 

Eroticism ☐ Slavery ☐ 

Ethics ☐ Social Welfare ☐ 

Ethnic groups ☐ Sport and Leisure ☐ 

First World War (1914-1918) ☐ Theatre ☐ 

Folklore ☐ Theology ☐ 

Food and Drink ☐ Trade and Industry ☐ 

Forestry ☐ Trade unions ☐ 

Genealogy ☐ Transport ☐ 

Geology ☐ Travel ☐ 

Government ☐ Utilities ☐ 

Health and Medicine ☐ Weapons ☐ 

History ☐ Weather ☐ 

Hunting and Fishing ☐ Women ☐ 

Indigenous populations ☐ Yoga ☐ 
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Other (Please specify)  
 

 

 

9. Which of the following religions / belief systems do you expect the original material might relate to?  

 

Animism ☐ Old Believers ☐ 

Buddhism ☐ Paganism ☐ 

Atheism ☐ Rastafari ☐ 

Candomblé ☐ Santeria ☐ 

Christianity ☐ Shinto ☐ 

Eastern Orthodox ☐ Sikhism ☐ 

Hinduism ☐ Sufism ☐ 

Islam ☐ Taoism ☐ 

Jainism ☐ Zoroastrianism ☐ 

Judaism ☐   

 

 

Other(s) ☐    Please specify 

 

 

 

 

 

10. We will provide you with a spreadsheet template to capture the metadata. Which spreadsheet software 
will you use this template in? [We recommend using Microsoft Excel, which we used to create the template] 

 

Microsoft Excel ☐ Other ☐    Please specify 

 

 

 

 

 

What version of this software will you be using? (e.g. Microsoft Office Standard 2016) 
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Appendix B 

Digital File Naming and Organisation 
 
Think about the naming and structure of your digital folders and files from the very beginning of your 
project. It is important that they are simple and easy to understand. When naming and organising 
files, you should be consistent and ordered so that files are easily identified and sort properly. Set up 
a clear directory structure and file naming convention that follows a pattern that is easy for someone 
unfamiliar with the content to follow. 

 
Digital folders should include: 
 

 EAP Project number 

 Other pre-existing reference or classification code given by an archival or other institution, 
and/or title, abbreviated title of the file/container being copied. 

 
Each name element must be separated with an underscore. Only use letters a-z, numbers 0-9 and the 
underscore symbol _ . Please do not include any blank spaces. Instead of blank spaces please use an 
underscore _ . Try and keep the name short. 
 

 
 
Each folder containing images should correspond with a ‘File’ description in the catalogue you are 
creating. It is very important that these folder references match with what is inputted into the ‘Digital 
Folder Name’ column of your listing spreadsheet. The EAP team run a number of automated processes 
which can fail if there are inconsistencies between the folder name and what is listed in this field. 
 
Digital files (images) contained in that folder should include the folder name, plus a running number 
in sequence. Please do not use any brackets. 
 

Examples: 
 

EAP0000_ABC1_001.tif 
EAP0000_ABC1_002.tif 
EAP0000_PhotoAlbum3_001.tif 
EAP0000_PhotoAlbum3_002.tif 
 

If your project is digitising material from more than one collection this should be reflected in the 
naming hierarchy. If you have any queries regarding the naming of your archive, contact the EAP 
Curator. 
 
When using a sequential numbering system, use an adequate number of padded/leading zeros for 
clarity and to make sure files sort in sequential order. For example, use 0001, 0002, ...0010, 0011 ... 
0100, 0101, etc. instead of 1, 2, ...10, 11 ... 100, 101, etc. 
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Appendix C 

Submitting Samples and/or Final Material  
 

Submitting Sample Copies 

Once digitisation has begun sample images will need to be submitted along with sample catalogue 

metadata. This should normally be done within the first three months of the project and/or before 

you digitise 100 images. The metadata can be sent via email but the images will be too large and 

need to be sent separately via a transfer service such as WeTransfer. 

 

Submitting Final Material 

The final digitised material should be saved on one or more external hard drives and sent to the EAP 
office postal address.  

Each external hard drive must be clearly labelled with either a simple running number or reference 
code, for example: “EAP0000 Hard drive 01”.  

Hard drives for PCs and Macs are not necessarily interchangeable. Researchers working with Apple 
Mac computers will have to reformat the external hard drive they submit to the British Library as 
exFAT or FAT32. This makes them readable on both Mac and PC. 

 Apple's guidance on formating hard drives for Windows computers  

Drives submitted to the British Library should always be unpartitioned and never password 
protected. 

More information about managing digital files, backing up them up, creating checksums, etc. can be 
found in Remote Capture. 

 

Key Things to Remember 

 Please make sure all images are correctly rotated. 

 Ensure folder names in the ‘Digital Folder Name’ column exactly match those on the hard drives 

submitted. 

 Use Bagger to create checksums and securely transfer files – See Appendix D 

 Submit images on good quality external hard drives. Do not use DVDs, USB memory sticks etc. 

 Do not partition the external hard drive(s) and ensure that they are not formatted for Mac only.  

 Ensure the hard drives are securely packed as they can get damaged in transit. Broken or 
unreadable items will need to be replaced. 

  

https://wetransfer.com/
https://eap.bl.uk/project/EAP1130
https://eap.bl.uk/project/EAP1130
https://support.apple.com/en-gb/guide/disk-utility/dskutl1010/mac
https://www.openbookpublishers.com/product/747
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Appendix D 

 
  

 

 
 

Introduction 
Bagger is a desktop software tool developed by the Library of Congress using the BagIt specification. It helps aid 

digital preservation through packaging files for safe transfer from sender to receiver. Bagger packages your files into 

a ‘bag’ and creates an inventory of those files along with creating checksums. Once you have sent this bag to the EAP 

office we will then use Bagger to validate it and ensure that nothing is missing or corrupted. 

 

 

Contents 
Downloading and Installing Bagger................................................................................................................................... 2 

Creating a New Bag ........................................................................................................................................................... 4 

Reviewing your bag ........................................................................................................................................................... 6 

Troubleshooting ................................................................................................................................................................ 7 

Bagger ....................................................................................................................................................................... 7 

Java ............................................................................................................................................................................ 7 
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Downloading and Installing Bagger 
Bagger does not require administrative privileges for installation, though as it has been created using Java Runtime 

Environment, you will need this on your machine. It is fairly common for this to already be on users’ machines and 

you will likely not need to install it. Download and try to run Bagger first. If you receive a Java error message, only 

then download and install Java. On Windows computers you can check if Java is installed by going to Control Panel > 

Java > Java tab > View. This will show which version of Java is installed on your machine (You can also check via 

Control Panel>Programs and Features and then look for Java in the list). 

Please note that while Bagger does not require administrative rights for installation, you may need this to install Java 

on your machine. 

 Java can be downloaded from here 

 

 

 

1. Please download Bagger directly from the EAP 

website – Digitisation and Cataloguing. Click on 

the Bagger-2.8.1.zip link to begin the file 

download.  

 

2. Extract/unzip the bagger-2.8.1.zip file to your desktop. 
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1. Once the files have been extracted navigate to your desktop and open the root bagger-2.8.1 folder (1), then 

the bin folder (2), and finally the program itself  - Windows Batch File - bagger.bat (3) 

 
 

2. You may receive a security warning message upon 

opening Bagger for the first time. Ignore this and click 

Run. 

 

 

 

 

 

 

 

 

3. Bagger will now begin to open. It is at this stage where you may get a Java error message requiring you to 

download and install Java to your machine. If Java is installed a command window will open shortly followed 

by the Bagger program. The command window may stay blank/black for a short period before Bagger opens. 

Do not close the command window – this will cause the Bagger to close. 
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Creating a New Bag 
1. You can now click on Create New Bag. This is will start the process to create a bag containing the files you 

want to transfer along with an inventory/manifest and checksums to ensure no file corruption or loss.  

 

2. The New Bag Dialog window will pop up asking you to select a Bag version. By default it should show Select 

Profile: <no profile>. Select EAP and click OK. 

 
 

3. There will now be 1 file in the Payload window (data) and 2 files in 

the Tag Files window (bag-info.txt & bagit.txt). 

 

4. Now you can add the files you want to transfer to us. Click the 

green + icon in the Payload window. 

 

5. The Add File or Directory dialog box will then pop up. 

 

 

6. Navigate to the root folder where your digitised images are stored 

and click open. This will add that folder and the full sub-folder 

structure below it. If you want to add folders from different 

locations simply repeat the process. 

 

7. The Payload window should now display all of the folders that have 
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1. You’ll now need to fill in the EAP profile fields from within the Bag Info window as seen below. These are 

mandatory fields except for ‘Provide any information that may be useful to the EAP team’. This is a free text 

field where you can explain folder structure for example. If the files have been arranged in a way that may 

need explanation, please put some notes here to help EAP cataloguer to identify the contents and how they 

correspond with the listing template. If this is only the first batch of files being sent for example, or the full 

collection, write this here. Add anything else you think may be useful. If the required fields are not 

completed the bag will fail validation. 

 
 

2. Now all files have been added and Bag Info fields completed, you can now click on Save Bag As… 

 

3. The Save Bag Dialog box will now pop up. 

 

4. Click Browse and choose the location to 

save the bag – your external hard drive 

for example. Enter a file name and click 

on Save. 

 

 

5. Ensure that the tick boxes for both 

Generate Tag Manifest? & Generate 

Payload Manifest? are checked. 
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1. Use the drop-down boxes to select sha256 for both Tag Manifest Algorithm & Payload Manifest Algorithm. 

This will create the checksums used by us to validate the files and ensure there is no corruption or missing 

files. 

Note that if you have an older/slower computer you may want to select md5 for the manifest algorithm. 

 

2. Click OK. There may be a delay, depending on the number of files within 

the payload, but a Progress… dialog box will pop up showing the number 

of files being written to the bag.  

 

3. Wait for this to finish. Again, it may be some time, depending on the 

number of files being written. 

 

4. Once finished, you will get another dialog box to show the bag has been saved successfully. Click OK to 

complete the process. 

 
 

Reviewing your bag 
It’s worth having a look at the completed bag to familiarise yourself with how it works and double check that 

everything looks OK. 

1. Navigate to the location where you saved the bag. 

2. When you open it you should see a sub-folder named data along with 4 text files. 

 
i. data – Where a copy of the files are stored. 

ii. bag.info.txt – Displays the information we entered in stages 8 to 10 in the previous ‘Creating 

a New Bag’ section. Automatically adds bagging date and bag size. 

iii. bagit.txt – Can ignore this. Just shows which Bagit version and character encoding used. 

Mandatory file auto created. 

iv. manifest-sha256.txt – This is an inventory of the payload (list of the files) alongside their 

sha256 checksums. Used for validation when we receive the bag. 

v. tagmanifest-sha256.txt – lists the previous 3 txt files alongside a checksum for each. Used 

for validation when we receive the bag. 

Please note that if you have used md5 checksums instead of sha256 it will be reflected in the two file 

names above. 
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Troubleshooting 
 

Bagger 

 

 The official Library of Congress Bagger User Guide and Bagger Quick Reference documents are included in 

the downloaded zip file. You can find them in the following location with X being the location you extracted 

the files to X>bagger-2.8.1>doc. This more in-depth guidance may be useful if you encounter any problems 

or want to read some further information on how Bagger works, and how to use the various functions. 

 The Library of Congress Bagger GitHub pages are also a good place to look if you have any problems. 

Java 

 

Some users may have issues caused by Java not having enough memory allocated to it, or they may experience 

performance issues requiring the Java cache to be cleared. Instructions on how to do this can be found on the 

following two links. 

 How to increase Java memory in Windows 

 How do I clear the Java cache? 

 


