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Objective

The purpose of creating and requiring this form from the community at large is to ensure the receipt of complete data sets that will include appropriate metadata and clarify necessary data formats for delivery and posting to the Central Repository (CR).  This is the first step in the process of reworking the organization of the CR that includes:

· Preparations for the addition of GeoDatabase as a supported data format within the repository. 

· The adoption of a workflow process that ensures the CR clean up effort is not in vain by leaving the repository vulnerable to obsolete data, and non-existent metadata. 

· A consistent avenue for 2-way communication between GISMO and the Community built into the CR update and posting process.

Proposed Evolution of the Submission Request Form

1st Version 
An electronic form, Microsoft Excel Spreadsheet, which will be filled out and submitted with each new posting or update request.



Presented to the DC 8/16, Approved by DC 9/20, fully implemented 10/18

2nd Version
Online form that can be completed and submitted by visiting a web page.



Target date of January 1st 2008

3rd Version  
Expansion of the functionality of the online form to assist in the creation and/or to verify the contents of submitted Metadata.


Will depend on the success of the previous versions.
Electronic Format Submission

This document will accommodate Data Submissions and Changes, as well as the submission of complete Metadata.  The form is available in electronic format to allow the reproduction of a template; ease of delivery via e-mail and FTP; and community wide standardization with the use of checkboxes (designated cells) to simplify the form.

A completed form will be named using the Layer Name and Submission Date, i.e. sclzip08102007 and will accompany the layer at time of submission.
General Requirements

All data submissions will require a completed form for processing.  This includes both changes to existing data and new data to be posted to the CR.  If the submitted layer already exists within the designated CR location, the form will be processed as a change/update, if the layer does not exist, the form will be processed as new data to be posted.  Each layer will require its own form, regardless of the relationship between data sets.  If the submission is a GeoDatabase, the GeoDatabase itself, as well as each individual feature dataset and class, must have a completed form.

All layers submitted to the CR must have valid and complete metadata.  If no Metadata is provided with a change/update, then it will be assumed that item structure has not changed and existing CR metadata will be imported to the change/update layer.  However, if the metadata proves to be inaccurate, the change log and Metadata Explorer will note this, and valid metadata will need to be provided in a timely manner, preferably within 5 business days.

Information to be Provided Includes

Contributors Information
1. Submission Date

2. Organization Name

3. Technical Contact

4. Contact Information

a. E-Mail Address

b. Telephone Number

c. Mailing Address

5. Comment Field
a.  Use this field to communicate anything pertinent about the data. 

b. If the request is to be processed as a change/update, and the item structure has changed since the layer was last published, this must be noted here.  This includes the removal, addition, or renaming of attribute fields.

6. “Data Committee” Check Box – Check Yes to add the Comment topic to the next DC Agenda

Contributors Data
1. Layer Name – Pertains to the name of the file, i.e. “sclzip”
2. Layer Title – Refers to the descriptive name, i.e. “Street Center Line Zip Codes”
3. Input File Location – Attached via e-mail, FTP location, etc.
4. Input File Size

5. Initial Format – Check One

6. Central Repository Location – CR Directory to be published to, crgen, crds etc.
7. Published Format(s) – Check all that apply.
8. Metadata, Is it being updated?

· If No – This request will be processed, as an update and existing CR metadata will be applied to the layer supplied.  If the layer is new to the CR, it will not be published without metadata.
· If Yes

i. Is it Included
ii. What is the Data Content Type – Required to post metadata to the Metadata Explorer

For assistance, please call Clark County GISMO at 455-3855.

Or e-mail GISMO@co.clark.nv.us
