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VADS Data and Documentation Transfer Form

Title of Resource
	To avoid delays, please check that this title matches the title given on the Licence Form.

	

	


Depositor
	Give the details of the person identified as the depositor on the licence form.

	Name:

(First, Last)
	

	Contact email:
	

	Contact phone:
	

	Date (dd/mm/yy):
	


	Institution: 
	

	Address:
	

	
	

	
	

	Country:
	

	Post Code:
	


Contact
	Give the details of one person whom VADS can contact about this deposit.

	Name:

(First, Last)
	

	Contact email:
	

	Contact phone:
	

	Date (dd/mm/yy):
	


	Institution:
	

	Address:
	

	
	

	
	

	Country:
	

	Post Code:
	


Format of Digital Resource

Please indicate which of the following best describes your digital resource (tick more than one option if appropriate).

	Textual Documents
	
	Still Images
	

	Database
	
	Moving Images
	

	Numeric dataset 
	
	Virtual reality
	

	Catalogue
	
	CAD
	

	Website
	
	GIS
	

	Audio files
	
	Software source code
	

	
	
	Software executable
	


	Other
	
	Please describe
	


Computer Files

	Please provide an electronic (preferably plain text) listing of the computer files that are being deposited with VADS. If possible, please also provide a hardcopy of this listing. Provide as much of the following as possible:

	· file name

· file contents (minimum: ‘data’ or ‘documentation’)

· file format (and version if known)

· size of file (in bytes) and other relevant dimensions e.g. number of records, number of fields or variables

· list individual files within zipped or other types of compressed/archived file

	Please use a separate sheet if necessary


Hardcopy

	Give details of any supplementary hardcopy material, such as examples of sources, codebooks, or notes that accompanies your digital resource (page number counts would be helpful). If possible, send electronic versions instead of hardcopy.

Please note that VADS will scan hardcopy documentation, and that the VADS does not guarantee to archive or return any hardcopy material.

	Please use a separate sheet if necessary


Data Transfer
	Indicate the medium or media on which your data will be delivered. If you are in any doubt, your Computing Service should be able to help, but if problems remain, please do not hesitate to contact VADS.

	
	Number

	Floppy Disk (DOS/Windows or Macintosh Formats)
	

	CD
	

	DVD
	

	
	

	Other Media. You must contact VADS before sending ‘other’ media.
	Number

	1.
	
	

	2.
	
	

	3.
	
	

	

	FTP (File Transfer Protocol)

	We prefer to “pull” the data for FTP transfers. Please specify the host name, user ID, password, directory and filename.

When transferring data by FTP, remember to send all paper documentation and forms to VADS by post.

	Host name:
	

	User ID:
	

	Password:
	

	Path:
	

	File name:
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