Maine Memory Network Cataloging Worksheet

-----------------------------------------------------------------------

File Information

	Local Code:

(call number)
 
	

	Original File Name:
 
	

	Available for purchase
	Yes or No

	Student scanned
	Yes or No

	Owned by Individual
	Yes or No
	Default text: Contributed by an individual through <your org. name>
	OR: Contributed by _______________________ through <your org. name>


Object Information 
Enter information about the physical object here: 

	Title
 


	

	Description
 


 
	

	Creator

(Enter either 

an individual's 

name or an

organization)

	

	Collection Name

(within your organization)
 


	


	Creation Date

(use only one)



	Exact Date (yyyy-mm-dd)
	

	
	Year (if only the year is known)
	

	
	Circa (4 digit year)
	

	
	Year Span
	To

From

	Object Type
 


	Physical object ___

Text and Image ___

video and sound ___

Image ___

Text ___

	Media Format


	

	Notes
 


	


Subject Information 
Enter information about the contents of the object here: 

	Subject Date

(use only one)



	Exact Date (yyyy-mm-dd)
	

	
	Year (if only the year is known)
	

	
	Circa (4 digit year)
	

	
	Year Span
	To

From

	Subject What

(LOC subject headings only)
	

	Subject Who


	Last Name

First Name

MI





	Subject Location


	Country

State

County

Town
Local Name



	Keywords

(Hit RETURN or ENTER between words and phrases; do not use commas) 
 


	


 Copyright Information 
Enter what information you have about ownership of the item here (will NOT be shown on the Maine Memory):
	Do you own the copyright
	Yes   or   No   or Don’t Know

	If you do not own the copyright, who does?
	Unknown or the copyright owners name

	Was copyright renewed before 1996
	Yes   or   No   or Don’t Know
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