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FGDC Don’t Duck Metadata

Writing Quality Metadata Guide
A Baker’s Dozen Useful Tips
1. Use descriptive titles
· Minimum: where, what, when

· Best practice: where, what, when, who, why, resolution, source, filename
· Example: Aquifer Systems and Recharge Potential in Louisiana from LDEQ source data, Geographic NAD83, LOSCO (1999) [aqrgeog3dpdeq]
2. Employ basic writing principles.

· Write simply but completely

· Use complete sentences
· Document for a general audience

· Avoid using jargon
· Define technical terms and acronyms at first mention
· Check your spelling and grammar
· Carefully review completed metadata
3. Use clarifying writing techniques.

· Use subtitles to define and simplify long passages
· Use bulleted lists to clarify and shorten text
· Adopt a consistent style
4. Be quantitative wherever possible.

· Use quantitative words like "half" or "30%" instead of "some" or "many"
· Include quantifiable measurements such as RMS error, error assessments, or calibration reports
5. Use ‘None’ and ‘Unknown’ carefully
· None = you know that a value for the metadata element does not exist, e.g. accuracy assessment, use constraints, etc.

· Unknown = you don’t know if there is a value
6. Avoid using symbols and other conventions that may be

misinterpreted
· Use of  &  ;  ”  ‘  > and < can cause problems in xml (though most metadata editors can convert the symbols to a readable context)
· Use CAPITALIZED WORDS sparingly if at all
7. Write a descriptive abstract and a strong purpose statement
· Abstract

· Include descriptions of geographic area, general content and features, special data characteristics or limitations, time period, source, scale, format of the data (GIS, dbase, image, etc.)
· If there is any opportunity for confusion with other data products state clearly what your data are NOT
· Purpose

· Explain why the data were originally created to clarify the conditions under which the data may be re-used
8. Use ‘Supplemental Information’ to capture significant and unique data set characteristics
· Don’t worry about duplicating information, this element can be used to ‘front’ critical info
9. Use LOTS of keywords
· Use synonyms and broader terms.

· Use standard thesauri and/or controlled vocabulary lists when available, e.g.  Cowardin Wetland Classification System, hydrologic system references, published taxonomies, etc.
10. Find, evaluate, and reuse good metadata examples.

· Mine the geodata.gov, state and local metadata clearinghouse for good examples of metadata by subject, organization or theme
· Create a "template" or "boiler plate" metadata record for use by your agency or project partners
11. Provide weblinks and browse graphics whenever possible

· A picture is worth a thousand words and can quickly display geographic extent, data type, etc.
12. Document related data sets.

· Use ‘Series Documentation’ when documenting individual data sets that are maintained as a data collection 
· Use Larger Work Citation’ when documenting data sets that are a component of a larger work such as a map within a book, a planning project or study.
13. Review your work.

· Can a general user understand your metadata?

· Are your data adequately documented for posterity?
· Do your metadata include enough specific information to uniquely identify and locate any geospatial data based solely on your documentation?

· Did you ask someone else to read your metadata?

· Have you missed anything???

Adapted from ‘Guidelines for Writing Good Metadata’, draft training module, NOAA Coastal

Services Center by Nina Savar, Jennifer Gaines, and Kris Larson, September 1999.
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