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Introduction & Statement of Responsibilities 

 
The California Revealed (CA-R) digital file submission and shipping guidelines are 
recommendations for the submission of existing digital materials for inclusion in the 
California Revealed Repository (CA-R Repository). This includes a brief section on 
metadata submission. For definitions of CA-R’s metadata fields please consult our 
Metadata Guidelines. Please read this entire document before preparing and shipping 
your awarded objects to California Revealed. Failure to comply with our guidelines may 
delay the process. If you have any questions at all, email team@californiarevealed.org. 
We are here to help! 
 
Partner Organization Responsibilities 
 
Partners are required to prepare their digital objects so that:  

• Each file is easily identifiable by recording its file name as a Temporary Identifier 
in the metadata record. 

• Ensure that each metadata record contains all file names that compose the 
digital object. 

o For example, if submitting a book with .tiff scans of pages, be sure to list 
all the file names for all the pages. 

• If shipping a hard drive or discs, make sure they are packed safely for shipment 
to minimize risk of damage in transit. 

 
California Revealed Responsibilities 
 
Once the digital objects are received, California Revealed will: 

• Confirm all awarded files arrived, match Partner-supplied Temporary Identifiers, 
and crosscheck the metadata records. 

• Assign Object Identifiers to metadata records. 

• Confirm preservation master copies. 

• Create and upload access files following the CA-R Statements of Work for online 
use. 

• Create XML metadata records following the CA-R Statements of Work. 

• Write backup copies of each digital object to Linear Tape Open (LTO) data tape 
for long-term preservation. 

• Provide copies of ingested files if requested by the Partner Organization. 
 
For a full statement of responsibilities, please see CA-R's Digitization and Preservation 
Agreement. 
 
California Revealed may return awarded materials to the partner organization if not 
properly prepared for submission. 

http://repository.californiarevealed.org/
bookmark://_Metadata_Submission/
https://repository.californiarevealed.org/metadata-guidelines
mailto:team@californiarevealed.org
https://californiarevealed.org/partners/sow
https://californiarevealed.org/partners/sow
https://californiarevealed.org/sites/default/files/CA-R-Partners-agreement.pdf
https://californiarevealed.org/sites/default/files/CA-R-Partners-agreement.pdf


File Submission   

California Revealed prefers digital objects conform as closely as possible to the 
digitization standards outlined in the CA-R Statements of Work for audiovisual and print 
materials. It is understood that partners’ existing digital collections may not meet all 
technical specifications; however, the observance of the following criteria and guidelines 
can greatly expedite CA-R’s internal processes. 

Preparing Files for Shipment 

Here are general guidelines to help prepare files for submission to CA-R: 

• Create a copy of all the files for CA-R. Do not send CA-R the only copy available 
to your organization. 

• Partner organizations may send files to CA-R via a file sharing service (such as 
Google Drive or Dropbox), external hard disk drive (HDD), or optical disc (such 
as CD or DVD). If necessary, CA-R can supply a loaner HDD to facilitate transfer 
of files.  

• Send CA-R the highest quality version of each digital object for preservation 
purposes – ideally an uncompressed file created from the original or master 
source for digitized physical materials, or the original file(s) if born digital.  

o We will keep the highest quality version of the files as the preservation 
master and derive an access file for online use according to CA-R's 
Statements of Work.  

o Do not send CA-R lower quality versions of the preservation file – the 
additional files complicate our processes and are unnecessary as we will 
create access derivatives.  

o If edited versions of access files are necessary for privacy concerns, 
explicit content, or other reasons, please contact CA-R for additional 
instructions. 

• Ensure that the file name(s) listed in the Temporary Identifier field of each 

metadata record on the DG Awards spreadsheet exactly match the file names of 

the files sent to CA-R. 

o Do not use ranges.  
o Please organize the file names in the order that they are intended to be 

experienced.  
o If you need to add or edit the file names of awarded objects one may 

update the metadata record in the CA-R Repository, or request a 
spreadsheet from the CA-R team (team@californiarevealed.org) for bulk 
edits. 

o If CA-R does not receive files that are listed in the Temporary Identifier 
field, CA-R will reach out to the partner organization requesting that the 
files be sent. 

o If sending optical discs, ensure that the Temporary Identifier corresponds 
to the disc or disc container(s). Clearly label each disc with its Temporary 
Identifier.  

• Files may be sent in either a flat or hierarchical directory structure.  

https://californiarevealed.org/partners/sow
https://www.google.com/drive/
https://www.dropbox.com/
https://californiarevealed.org/partners/sow
http://repository.californiarevealed.org/
mailto:team@californiarevealed.org


• If your files do not have unique file names, please note that this will complicate 
CA-R’s check-in processes significantly.  

o If possible, please ensure that file names are unique.  
o If it is not possible to ensure unique file names within the submission, 

please update the Temporary Identifiers of the metadata record to include 
the full file path to the specific files to ensure accurate identification.  

• Make any requested metadata updates outlined in the Award Letter and ensure 
that all metadata records contain values for all required fields according to their 
media type.  

o Required metadata fields are outlined in CA-R's Metadata Guidelines. 

• Send CA-R a signed copy of the Partner Digitization Agreement. 
o An e-signed digital copy to team@californiarevealed.org is encouraged. 

o CA-R’s director will send back a counter-signed copy for your records. 

 

If you have questions regarding our guidelines or wish to receive a spreadsheet for bulk 

editing metadata records, please email team@californiarevealed.org. 

Preferred file types 

California Revealed prefers the following standard and common uncompressed formats: 
 

Audiovisual Print 

AVI TIFF 

MOV  

WAV  

 
California Revealed accepts the following standard and common compressed formats: 
 

Audiovisual Print 

MP4 PDF 

M4A JPG 

MP3  

 
Please contact CA-R (team@californiarevealed.org) if you have files in formats which 
do not appear on these lists. Other file formats may be accepted on a case-by-case 
basis.  

File delivery 

Submission guidelines are listed in order of preference, with each section highlighting 

format-specific suggestions.  

File transfer/sharing  

Here are the suggested steps for submitting files to CA-R via file sharing services. 

https://repository.californiarevealed.org/metadata-guidelines
https://californiarevealed.org/sites/default/files/CA-R-Partners-agreement.pdf
mailto:team@californiarevealed.org
mailto:team@californiarevealed.org
mailto:team@californiarevealed.org


1. Contact CA-R and notify them that your organization intends to submit files via a 

file sharing service. 

o Please include the name of the file sharing service to be used. Examples 

include:  

• Google Drive 

• Dropbox 

• OneDrive 

o Include the total size of files in gigabytes (GB) (approximate is fine) so that 

CA-R can allocate local storage space. 

2. Gather the files that need to be sent to CA-R according to the DG Awards 

spreadsheet and make any necessary updates to metadata records to ensure 

accuracy. 

3. Add your files to the file transfer service. 

o This may take some time depending on the volume and/or size of files. 

o Please check that everything is added once the upload is finished. 

4. Grant CA-R access to the files using the method designated by the service.  

o If a specific email is needed, please grant access to: 

mlohnash@californiarevealed.org  

nmartinez.californiarevealed@gmail.com   

5. Notify CA-R (team@californiarevealed.org) that the files are available for 

download. 

6. CA-R will download the files and check them in. 

o If there are any discrepancies, CA-R will reach out to the Partner for 

clarification. 

7. After all files are verified as received, CA-R will notify the Partner. 

8. The Partner may remove the files from the transfer service if needed/desired.  

9. CA-R will update the workflow state status of the metadata records in the CA-R 

Repository, and move them into the queue for processing, quality control, 

publication, and long-term preservation. 

Shipping CA-R an external HDD 

These are file delivery instructions for submitting files to CA-R on a Partner-supplied 

HDD.  

 

Please note that items are not insured when they arrive at the California Revealed office 

at the State Library, so please check with your insurer to make sure the materials are 

protected while at our facilities. 

 

1. Contact CA-R and notify them that your organization intends to submit files via 

an HDD belonging to your organization. In the message, please: 

mailto:mlohnash@californiarevealed.org
mailto:nmartinez.californiarevealed@gmail.com
mailto:team@californiarevealed.org


o Include the total size of files in gigabytes (GB) (approximate is fine), so that 

CA-R can allocate local storage space. 

2. CA-R will: 

o Determine the delivery deadline. 

o Determine loan period of the HDD. 

3. Gather the files that need to be sent to CA-R per the DG Awards spreadsheet 

and make any necessary updates to metadata records to ensure accuracy. 

4. Add your files to the HDD to be sent to CA-R. 

o This may take some time depending on the volume and/or size of files. 

o Please check that everything is added to the HDD after the transfer 

 completes. 

o Safely eject the drive after transfer and turn the drive off (if powered). 

5. Clearly label the drive and cables with your organization’s name. 

6. Pack the HDD for shipment to CA-R. 

o Wrap the HDD in an anti-static material. If an anti-static bag is not 

available to you, a freezer bag will work. 

o If possible, ship the HDD in its original manufacturer’s box. 

o If the manufacturer’s box is not available, pack the hard drive in a sturdy 

corrugated cardboard box twice the size of the drive, with heavy foam 

padding or bubble wrap.  

o Avoid Styrofoam peanuts as a packing material as they attract static 

electricity which can damage electronics and can break down and damage 

archival material. 

o Ensure that the data and power cables are included in the box. 

o Please provide a return shipping label for the return of your HDD in the 

box. 

o Fill any open space that is left in the box with bubble wrap and please 

pack materials tightly to ensure they will not move and get damaged 

during shipping. 

7. California Revealed’s preferred shipment provider is FedEx because of their 

reliable, robust, tracking system. You are welcome to use a shipper of your 

choice. Ship the hard drive to: 

Attn: Megan Lohnash 

California Revealed 

California State Library 

900 N Street 

Sacramento, CA 95814 

Phone: 916-603-6719 

Email: team@californiarevealed.org  

8. Email CA-R (team@californiarevealed.org) with the tracking number. 

mailto:team@californiarevealed.org
mailto:team@californiarevealed.org


9. CA-R will let the partner know when the discs arrive, and if there are any issues 

at the time of receipt. 

10. CA-R will back up the files and check them in. 

o This may take some time depending on the volume. 

o If there are any discrepancies, CA-R will reach out to the Partner for 

clarification.  

11. After all files are verified as received, CA-R will notify the Partner. 

12. Depending on the loan period of the HDD, CA-R will return the HDD immediately, 

or will return the HDD after the Partner’s files have been processed and 

published. 

CA-R loaner HDD 

These are file delivery instructions for submitting files to CA-R on a CA-R loaner HDD.  

 

1. Contact CA-R and notify them that your organization needs a loaner HDD to 

transfer files for the DG stream. In the message, please: 

o Confirm the contact information of the recipient as well as their shipping 

address. 

▪ CA-R cannot ship to P.O. Boxes - please provide a physical 

address. 

o Include the total size of files in gigabytes (GB) so that CA-R can send an 

appropriately sized HDD.  

2. CA-R will notify the Partner when they can expect to receive a loaner HDD.  

3. CA-R will ship an external HDD via FedEx. 

o This package will include a return shipping label with instructions. 

o CA-R will email tracking information to the Partner when the drive is 

shipped.  

4. Gather the files that need to be sent to CA-R per the DG Awards spreadsheet 

and make any necessary updates to metadata records to ensure accuracy.  

5. Add your files to the HDD. 

o This may take some time depending on the volume and/or size of files. 

o Please check that everything is added to the HDD after the transfer 

completes. 

o Safely eject the drive after transfer and turn the drive off. 

6. Pack the HDD for shipment to CA-R at the California State Library. 

o We encourage partners to return loaner HDDs using the original packing 

material if it is in good condition. 

o Enclose the HDD in the provided bag. 



o If the original box is unavailable, pack the HDD in a sturdy corrugated 

cardboard box twice the size of the drive, with heavy foam padding, 

bubble wrap or other anti-vibration materials.  

o Make sure that data and power cables are included in the box. 

▪ Fill any open space that is left in the box with bubble wrap and pack 

materials tightly to ensure they will not move and get damaged 

during shipping. 

7. California Revealed’s preferred shipment provider is FedEx because of their 

reliable, robust, tracking system. You are welcome to use a shipper of your 

choice. Ship the hard drive to: 

Attn: Megan Lohnash 

California Revealed 

California State Library 

900 N Street 

Sacramento, CA 95814 

Phone: 916-603-6719 

Email: team@californiarevealed.org  

8. Email CA-R (team@californiarevealed.org) with the tracking number. 

9. CA-R will let the partner know when the HDD arrives, and if there are any issues 

at the time of receipt.  

10. CA-R will back up the files and check them in. 

o If there are any discrepancies, CA-R will reach out to the Partner for 

clarification. 

11. After all files are verified as received, CA-R will notify the Partner. 

Optical Disc(s) 

These are file delivery directions where the only existing copy is on an optical disc (such 

as CD +/- R, DVD, etc). CA-R will transfer the data on the discs to an HDD at CA-R and 

will then hold onto the discs until the files have been published online and approved.  

 

Please note that items are not insured when they arrive at the California Revealed office 

at the State Library, so please check with your insurer to make sure the materials are 

protected while at our facilities. 

 

1. Contact CA-R and notify them that your organization needs to submit files on 

disc. In the message, please: 

o Include the total size of files in gigabytes (GB) (approximate is fine), so 

that CA-R can allocate local storage space.  

2. CA-R will: 

o Determine the delivery deadline. 

mailto:team@californiarevealed.org
mailto:team@californiarevealed.org


3. Gather the files that need to be sent to CA-R according to the DG Awards 

spreadsheet and make any necessary updates to metadata records to ensure 

accuracy. 

o Ensure that the discs or disc containers are clearly labeled with a 

Temporary Identifier so that CA-R can relate the contents of the disc(s) to 

their metadata record. 

▪ Please use acid-free or artists tape for labeling. 

▪ Please do not use post-it notes as they can come off objects 

during transit and processing. 

4. Pack the discs for shipment to CA-R. 

o The optical discs should be shipped in rigid jewel cases to protect them 

during transit.  

o The disc should be secure on the central hub of the jewel case.  

o The jewel cases should be packed into a rigid container with bubble wrap 

layers between the outside of the box and the jewel cases, to ensure that 

the jewel cases fit snugly in the outer container to minimize movement and 

damage in transit. 

o Fill any open space that is left in the box with bubble wrap and please 

pack materials tightly to ensure they will not move and get damaged 

during shipping.  

5. California Revealed’s preferred shipment provider is FedEx because of their 

reliable, robust, tracking system. You are welcome to use a shipper of your 

choice. Ship the hard drive to: 

Attn: Megan Lohnash 

California Revealed 

California State Library 

900 N Street 

Sacramento, CA 95814 

Phone: 916-603-6719 

Email: team@californiarevealed.org  

6. Email CA-R (team@californiarevealed.org) with the tracking number. 

7. CA-R will let the partner know when the discs arrive, and if there are any issues 

at the time of receipt.  

8. CA-R will back up the files and check them in. 

o This may take some time due to the nature of disc-based media and 

depending on the volume. 

o If there are any discrepancies, CA-R will reach out to the Partner for 

clarification. 

9. After all files are verified as received, CA-R will notify the Partner. 

mailto:team@californiarevealed.org
mailto:team@californiarevealed.org


10. CA-R will return the discs after the Partner’s files have been processed and 

published. 

Metadata Submission 

California Revealed is an online repository of digitized materials, and we require 

accurate and consistent item-level description— called metadata — for each intellectual 

object submitted for digitization and preservation. Taking the time to create consistent, 

properly formatted, and well-described metadata records will ensure that your items are 

processed efficiently and accurately during every step of the normalization, publication, 

and preservation process. After normalization and publication, item-level metadata 

serves as the primary point of reference for members of the public to discover, 

access, and use your digitized collection materials on the CA-R website.  

 

California Revealed will provide administrative and technical metadata, including 

technical metadata derived from the files. This metadata will be formatted as a master 

metadata file to be “wrapped” and stored with the digital object for long-term 

preservation. CA-R creates records in the Dublin Core metadata schema for still image 

and text objects and in the PBCore metadata schema for audiovisual objects. Partners 

must provide appropriate descriptive metadata using CA-R’s Metadata Guidelines 

according to the type of materials submitted. 

Adding and Editing Metadata Records in the CA-R Repository 

One has the option to create metadata records for intellectual objects one by one in the 

California Revealed Repository. One will be prompted to complete the required fields as 

appropriate for the selected Media Type before being able to save a record. Required 

fields are described in CA-R’s Metadata Guidelines. 

Adding a new Metadata Record 

Instructions for adding records manually to the California Revealed Repository. 

 

• Navigate to your Organization’s Page on California Revealed. 

o About > Partners 

• Once on your Organization page, click on the “Nodes” tab. 

o One will be presented with a list of all existing metadata records for your 

organization. 

• Click on the button that says, “Add new digital object”. 

o If creating multiple records, please open this link in a new browser window 

or tab. 

https://www.dublincore.org/
https://pbcore.org/
https://californiarevealed.org/metadata-guidelines
http://repository.californiarevealed.org/
https://californiarevealed.org/metadata-guidelines
https://repository.californiarevealed.org/collections/list


• Fill in the supplied fields as much as possible. 

o You will be prompted to complete the required metadata fields as 

appropriate for the selected Media Type. 

o Each field has help text available, if needed. 

• Once satisfied with the created record, and you do not encounter validation 

errors (such as missing required fields), click on “Submit” at the bottom of the 

page. 

• Now click on Save. 

Editing an existing Metadata Record 

• Navigate to your Organization’s Page on California Revealed. 

o About > Partners 

• Once on your Organization page, click on the “Nodes” tab. 

o One will be presented with a table listing all existing metadata records for 

your organization. 

• Use the filters and sorting options on the page to identify the record that needs to 

be edited. 

• Once the metadata record is found, click on the “Edit” button on the right-hand 

side of the table row for that record. 

o Doing this will return you to the Nodes list page after saving your edits. 

• Make any necessary edits. 

• Once satisfied with the created record, and you do not encounter validation 

errors (such as missing required fields), click on “Submit” at the bottom of the 

page. 

• Now click on Save. 

Adding new Metadata Records via Spreadsheet 

Metadata for new records may be provided in bulk using the CA-R Nominations 

Spreadsheet, an Excel spreadsheet. This sheet can be ingested directly into the CA-R 

Repository by CA-R. Field definitions and format guidelines are provided in the 

spreadsheet, which is comprised of nine tabs:  

 

• Read Me 
o Overview of the Nominations spreadsheet as well as contact information 

for the CA-R team. 

• Audiovisual Nominations 
o For physical audiovisual materials such as VHS, audio cassettes, film, and 

wax cylinders. 
o Do not use this tab to submit information about existing digital materials 

or collections.  

https://repository.californiarevealed.org/collections/list
https://californiarevealed.org/sites/default/files/2022-2023_NominationsSpreadsheet.xlsx
https://californiarevealed.org/sites/default/files/2022-2023_NominationsSpreadsheet.xlsx


• Image/Text Nominations 
o For physical print materials such as books, newspapers, letters, and 

photographs. 
o Do not use this tab to submit information about existing digital materials 

or collections.  

• Digital Nominations 
o For digital materials such as PDFs, TIFFs, MP4s, and JPGs. 
o Use this tab to submit information about existing digital materials or 

collections. 

• © (Copyright) Statements 
o Reference sheet for boilerplate copyright statements for each record. See 

California Revealed ’s Permissions Guidelines document for rights 
management information. 

• Controlled Vocabularies 
o Reference sheet for controlled vocabularies pertaining to format and 

media types, and more. 

• Sample Records (Audiovisual; Image/Text; Digital) 
 
Please do not delete, reorganize, or change column names in the spreadsheet. 

Doing so will cause mapping errors when we update your records using the 

spreadsheet. You may safely hide columns you do not intend to edit. 

Editing Existing Metadata Records via Spreadsheet 

If your organization wants to update existing metadata records on a batch-level, please 
reach out to team@californiarevealed.org for a spreadsheet to use for editing. They will 
export existing metadata records from the CA-R Repository.  
 

Depending on the Media Type(s) of the requested metadata records you may receive a 

spreadsheet that is generalized for use with every Media Type or specialized for specific 

a Media Type.  

• AV Data Export, for records that are only Moving Image or Sound Media Type. 

• PT Data Export, for records that are only Still Image or Text Media Type. 

• All Data Export, for records that are a mix of Moving Image/Sound and Still 

Image/Text Media Types. 

 

The spreadsheet sent to your organization will include two header rows. The first row 

will contain the human readable field names. The second row will contain the machine-

readable field names and is required for successfully updating records in the CA-R 

Repository.  

 

https://californiarevealed.org/sites/default/files/2019CA-R_Permissions_Guideline5jan19.pdf
mailto:team@californiarevealed.org
https://repository.californiarevealed.org/
https://repository.californiarevealed.org/
https://repository.californiarevealed.org/


Please do not delete, reorganize, or change column names in the spreadsheet. 

Doing so will cause mapping errors when we update your records using the 

spreadsheet. You may safely hide columns you do not intend to edit.  
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