Electronic 
Metadata Interview

1. Have you already prepared metadata for this data set?

a. If yes, please send a copy of the documentation or a reference to where it can be found and skip to item 17.
2. What is the title of the data set?  

3. Who is the originator(s)/ owner of the data set? (Include address and telephone number)
 

a. If someone else should answer questions about the data, please list the name, address, and telephone number.
 
b. Are there other organizations or individuals who should get credit for support, funding, or data collection and analysis?
 

4. Is the data set published or part of a larger publication? 

a. If so, what is the reference? 

5. Include a brief (no more than a few sentences) description of the data set. 

6. Why were the data collected in the first place? 

7. What is the time period represented by the data set?
 
8. Were the data developed primarily through:
 

a. Field visits

b. Remote instrumentation (i.e. temperature recorders, etc)

c. Existing data sources

9. What is the status of the data set you are documenting? 
– complete, in progress, planned  
a. Will the data set be updated?  If so, how frequently? 

10.  Where were the data collected?  Include description and coordinates, if known. 

11.  List some keywords to help search for this data set. 

a. Thematic, Place, Temporal, Strata, Taxonomy

b. If a controlled vocabulary was used, what is the reference? 

12.  List any related data sets that could be documented for cross-reference
. 

13.  The FGDC Biological Profile includes the means to document tabular data sets, taxonomy, field methods, and the use of analytical tools or models.

a. Was your data set developed using a model or other analytical tool
? 

i. If so, what is the reference  
ii. If the model or tool is available include a contact and/or URL  

b. Does the data set contain biological information?  If no, skip to item 14.

i. What species or communities were examined? 

ii. Did you use a taxonomic authority or field guide 
for identification?

1. If so, what is the reference? 

iii. Briefly summarize your field methods 
(cut&paste from other documents!) 

1. If you used existing protocols 
or methods, list the references 

14. Is your data set archived in a databank or data catalog?  If yes, please include a reference to the documentation and skip to item 15.  If No:

a. What tests did you conduct to be certain your attributes actually represent field observations
?  Date of tests?
b. What measures did you take to make certain that your data set was as nearly correct as possible
? 

c. Were there any things that you excluded from your data collection?   
i.e. stems less that a certain diameter or streams without surface flow 

d. What is the form of your data set?  
-  spreadsheet, ascii file, gis layer, database, other  

e. What is the filename 
for you data set? 

i. For each file or table, list the fields 
in the data set and for each field list: 
ii. The definition 
of the field 

iii. If the data are coded (Enumerated Domain), list the codes and the definitions

iv. If the codes come from a published code set 
(Codeset Domain), list the reference. 

v. If the data are measured (Range Domain), list the units and the minimum and maximum allowable values 
(“no limit” is acceptable). 

vi. Otherwise, the domain is unrepresentable.  Include a brief description of what is in the field
  

15.  Is this a GIS data set?  If no, skip to item 16. 

a. Send a copy of the ArcInfo export file, an ArcView shapefile, or an ArcCatalog exported metadata file (txt or xml). 

i. Include projection parameters
, if necessary. 
b. List any source data sets you used.  For each source list:

i. Source name, originator and publication date
 

ii. Source time period and scale
 

iii. Source presentation form and media type 

iv. Contribution 
of source to your analysis  

c. List the processing steps 
you used to create your data set, including the approximate date of processing. 
16.  Is the data set available for distribution?  If no, go to 17
a. Are there legal restrictions 
on who may use the data? 

b. Do you have any advice for potential users of the data set? 

c. What are your distribution instructions? 

17. You are done.  Send a text file containing the responses to this interview to your metadata coordinator.
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