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	Instructions: For each collection you should use one separate work sheet. Please use one work sheet for your museum shop, another for your museum/library collection and so on. Every collection which is managed in a different way has to be separated.


1. General Information
Owner/Provider:















(Name of organisation, museum etc.)

Name:

















(Name of collection)

Online Version:















(URL)

Short Description:











(Characterise the collection:










 e. g. museum shop, library










catalogue, picture archive.










Give further information 











about the history etc., if of 










specific interest for this 











2. Contact person (possible contact person for further clarification)

Contact Person:















(Name )

Contact Information:















(Email)





__________________________________________________





(Telephone)





__________________________________________________





(Fax)
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3.3. Covered Themes/Topics

(Give some keywords to describe the content of your collection)

_________________________________

_________________________________

_________________________________

_________________________________

_________________________________


_________________________________


_________________________________


_________________________________


3. Detailed description of the collection
3.1 Size

(How many objects totally?)

____________________________

3.2 Categories of items



(If of relevance, try to differentiate: What categories of items? How many?)

Example:

Manuscripts


10.000

Books



50.000


______________
_______________

______________
_______________

______________
_______________

______________
_______________

______________
_______________

______________
_______________

______________
_______________

3.4 Temporal coverage of collection

from:






to:






3.5 Comments/Further relevant information on the collection 

	Work Sheet "Description of collection and definition of user requirements" (Page 3)


4. Data Management 

4.1 Data Management 

(Do you use database(s), electronic files or conventional inventories for your data management?)

(
Paper-Based Systems



Describe: Type/Number of Entries/Format


Example:

Restauration reports/1000/inventory

Books/20.000/catalogue cards

· Database(s)


Describe: Type/Number of Entries/Tool



Example:

Museum Objects/1000/ADLIB

· Other(s) (e. g. Word files)
Describe: Type/Number of Entries/Tool

Example:

Addresses/10.000/MS Word

4.2 Digital storage of objects

(Which and how many objects are digitized? Which "surrogates" of objects do exist? In which formats? 
· No, this collection is not digitized at all


· Yes, these items are digitized:


In Detail: Type/Size/Format/Resolution)


Example:

Images/20.000/JPEG/128x128

Fulltexts/1000/PDF

Describe your data management: What methods and systems (both electronic and paper-based) are used? What fields are used for bibliographic and subject description of objects?

4.3 Tools

(What (other) tools do you use for management purposes, e. g. watermarking, shop management)

Describe tool and purpose:

Note to 4.1: If there are objects which are still not catalogued in any way, please make also a note!

4.4 Comments on technical planning

(Do you plan to implement a new system? To support what functions? What systems? What standards? When?)
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Note: The main purpose of questions 4.5 and 4.6 is to describe existing data structures - they will be the basis for the developing of a metadata schema for the REGNET portal. Each content partner should give a detailed description of existing data structures! Please attach the necessary information (e. g. hard copies of data records).

4.5 Formal Description

(Describe the use of standards. If necessary, mark multiple. Please use the comment field for explanations about individual customization etc.).
( Standards in use




Example:


MARC format


CHIN


( "Own" data structure

Note: Please provide a list of used data fields !

Comments/Clarifications:


4.6 Subject description

(Which methods do you use for subject classification: thesauri, keywords, categories, other?)

Describe: Name, Characteristics. If necessary, please attach further information!

· Thesaurus:

· Keywords:

· Classification(s):


· Other:
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5. Output provided by the "system"

5.2 End user services (external users)

Which products and services for end users are produced on the basis of the database? Differentiate between online products and services and "conventional outputs"!

Conventional Outputs




Example:


Lists of new items in the library


List of actual exhibitions

Online Services and products


Example:


OPAC/searchable catalogue


Ordering of Items

5.1 Services for internal users

(Please list internal tools in use for data management and provided by the system). Differentiate between online and conventional tools!
Conventional Outputs




Example:


Catalogue Cards

Online Services and products


Example:


Searchable Database

Reports
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6. User Groups
What user groups can be distinguished?

6.2 External User Groups

( Visitors

( Students/Academics

( School Classes

Others:


( 







( 







( 







6.1 Internal User Groups

( Librarians

( Scientific employee

( Registrar

( Administration


Others:


( 







( 







( 






7. Usage of the system/collection (use cases)
7.1 Contemporary usage of the system/collection

(In which way is the system used by the different user groups? What can they do? Give some typical user questions! Distinguish between the different user groups (see above!)).

Internal Usage:

Example:
User Group 1


Librarian


Cataloguing new items







Process loan







.....

User Group 1:



Activity/Use case:


_________________________
__________________________________________






__________________________________________







__________________________________________







__________________________________________







__________________________________________
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7.1 Contemporary usage of the system/collection (continuation)

Internal Usage:

User Group 2:



Activity/Use case


_________________________
__________________________________________






__________________________________________







__________________________________________







__________________________________________







__________________________________________


User Group 3:



Activity/Use case


_________________________
__________________________________________






__________________________________________







__________________________________________







__________________________________________







__________________________________________


User Group 4:



Activity/Use case


_________________________
__________________________________________






__________________________________________







__________________________________________







__________________________________________







__________________________________________


Please add further fields, if necessary! 
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External Usage:

Example:
User Group 1



Visitor


Search for objects in the collection






.....

User Group 1:



Activity/Use case


_________________________
__________________________________________






__________________________________________







__________________________________________







__________________________________________







__________________________________________


User Group 2:



Activity/Use case


_________________________
__________________________________________






__________________________________________







__________________________________________







__________________________________________







__________________________________________


User Group 3:



Activity/Use case


_________________________
__________________________________________






__________________________________________







__________________________________________







__________________________________________







__________________________________________


Please add further fields, if necessary! 
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7.2 Future usage of the system

(Which new user groups do you see? Which are desirable new functions for exsting and/or new user groups)

Internal Usage:

User Group



Activity/Use case


_________________________
__________________________________________






__________________________________________

















__________________________________________







__________________________________________







__________________________________________







__________________________________________

External Usage:

User Group :



Activity/Use case


_________________________ 
__________________________________________






__________________________________________






__________________________________________


_________________________
__________________________________________






__________________________________________






__________________________________________







__________________________________________







__________________________________________






__________________________________________


Please add further fields, if necessary! 
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8. User Requirements
Instructions: Try to formulate general requirements for the REGNET portal! Differentiate between internal aspects (what do you want to do with the system? In which way?) and the requirements of your users (see question 8.3)! 

8.1. General Goals

(Which expectations do you have for the portal site REGNET, e.g. synergie, network effects ... ? What goals should be reached by the REGNET system? 

Example: 
Use the REGNET portal for multi media productions



Easy and thematic access to cultural data and services

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

8.2. Which functions should be covered by the REGNET system? Which requirements do you have in order to use the REGNET system?

You can use the given categories (general requirements, technical requirements etc.) in order to structure your statements! Prioritize your statements by using the following codes before each statement: M for MUST, S for should, C for CAN. 

Please describe your requirements as content providers!

Example: 
M Easy migration of existing data



S FAQs

1. General and technical requirements

1a. First of all, please describe your existing infrastructure!
Hardware, software: operating system, file management system, application software (especially
applications to be integrated), network (yes or no / architecture), How many users/How many workstations?

___________________________________________________________________

___________________________________________________________________
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___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

1b. Please formulate (further) requirements according to general and technical issues!
(E. g. integration of new application software, user interface requirements, support of standards, security requirements, operation etc.)
___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

2. Data management

(Possibility to parametrize (e. g. define own data fields), data import and export functions,
data exchange issues, formats etc.)
___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

3. Functional requirements

(Which functions have to be supported? Which tools should be provided? E. g. data input, searchable catalogue, information retrieval capabilities, ordering, ...)

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

4. Further requirements 
(E. g. online help, support)

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________
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8.3 Try to formulate requirements of your users!

Prioritize your statements by using the following codes before each statement: M for MUST, S for should, C for CAN.

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

	Filled out by:
	Date:
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