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	Archives


	Archives are organized collections of non-current records and materials which have some ongoing value.


	Digital/digital data


	“The representation of information in the language used by computers, as a series of 0s and 1s, or binary digits.”

Digital archiving of text, pictures, audio and video means storing them systematically on computers or other digital storage media such as CDs. 


	Metadata
	Metadata is “data about data” - labelling or cataloguing information which describes the items contained in a database/archives. For example, a database of photographs might include – for each image – the name of the photographer, the date and subject of the photograph, the copyright provisions etc. This metadata makes it easier to find and manage the photographs in the database.


	Metadata element


	Individual metadata field – for example “date” or “publisher”.

	Metadata set
	The group of metadata elements used for a database/archives. There are a number of common metadata standards which facilitate sharing of information across databases.


	Metadata standard
	A standardised metadata set used by different organisations that enables search across their databases. For example OneWorld Radio and AMARC databases are using the SOMA
 metadata set which means that they are storing a minimum of same types of information about media files, e.g. ‘Title’, ‘Producer’, ‘Language’, etc.




� � HYPERLINK "http://usinfo.org/USIA/usinfo.state.gov/products/pubs/archive/telecomm/glossary.htm" ��http://usinfo.org/USIA/usinfo.state.gov/products/pubs/archive/telecomm/glossary.htm� 


� For more information on SOMA metadata set see � HYPERLINK "http://soma-dev.sourceforge.net" ��http://soma-dev.sourceforge.net�.
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