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Purpose Behind the Submission Agreement
NGDC uses a submission agreement (SA) based on the Open Archive Information System (OAIS) Reference Model to capture information about a data set as archive arrangements are negotiated between a data provider and the data center.  It utilizes a similar structure that was developed for data sets considered for archiving in the Comprehensive Large Array-data Stewardship System (CLASS). When filled out, the agreement acts as a Letter of Intent that spells out what type of data NGDC expects from a data provider, delivery logistics and error handling to name a few.  Furthermore, it’s an important vehicle to collect metadata that aids with the long-term preservation of the data.  The SA is intended to be a “living document” that is periodically reviewed and updated as information changes during the lifespan of the data transmission.  

This document provides descriptions and instructions for each section of the submission agreement.  

It follows the same outline presented in the NGDC_SA_template.doc.  A brief one-page summary of what is contained in the agreement can be found in NGDC_SA_coverltr.doc. Any question pertaining to the SA can be directed to Dan Kowal, NGDC’s Data Administrator.  Feedback about the SA is always welcome as we continually work on improving our data management practices. The general course of action is the data administrator and/or data manager will fill out as much of the SA as possible and then iterate through with a data provider point of contact until it has reached a satisfactory state for signature(s).

Microsoft Word is the current vehicle to capture this information.  In the future, other methods may be developed to capture this information for data management integration purposes.  Each revision of the document is kept in a version control system.  


Introductory Sections of the SA

Title Pages (pgs. i & ii)

Header 

[Data Provider-Dataset]-AGR-SUMBT is a namespace for the SA.  An expected identifier would be something like SWPC-GOES13-AGR-SUMBT. 

Body

· Fill out information requested in brackets.

· Update Revision Number and Date.

Executive Summary

This section calls for a synopsis of data activities between the data provider and archive.  A “boiler plate” introduction can be used to describe the function of the SA as follows:

This Submission Agreement between NOAA/NESDIS’ National Geophysical Data Center (NGDC) and the [Data Provider] specifies elements of the [Data Set proposed for archiving] and the process for submitting data for archiving and disseminating it to consumers.   The Submission Agreement acts as a Letter of Intent to clarify key points of a complex transaction for the convenience of the parties involved, serves partially as an Interface Control Document (ICD) that describes interfaces involved with the transactions, and provides a mechanism to capture all relevant details to ensure the long-term preservation of the data.  As a reference document, the agreement contains the following:

· Contact information for representatives from both organizations.

· Basic information about the data set.

· How data will be delivered to NGDC.

· How data will be validated.

· How data will be distributed to consumers.

It’s important that the introduction states that the SA is a Letter of Intent as stipulated by NOAA’s legal authorities.

The remaining portion of the Executive Summary can cover the following details:

· A description of the data set and any MOU, MOA or other operational agreements associated with it.

· A summary of the data flow between the data provider and archive with volumes and transmission frequencies included in the description.

· Any issues or future expectations (especially in growth) that are important for the data center to be aware of. 

As with any type of written document, it’s best to leave the summary for last.  Authors can use information supplied in other sections of the SA for the Executive Summary.  The importance of this page cannot go without mentioning.  More than likely, high-level administrators will use this page as the basis for their decisions and questions before signing off on this archiving arrangement.  

Approval Page
· Supply information defined within brackets.

· The order of signatures begins with the technical points of contact, individuals most directly involved with the data transactions, followed by their immediate superiors and heads of agencies respectively.

· This page will be utilized when it’s time for final signatures.  

· Final Revision Number and Release Date will be updated when signatures are requested. 

Version Description Record
· Supply information defined within brackets.

· Final Revision Number and Document  Issue Date will be updated when signatures are requested.

· Document Change Management 

· Maintaining current information in this document is crucial to the quality of this agreement. When changes are required by either the Producer or Archive after this document has been approved and signed, representatives from each organization may negotiate the required changes in this document.  These changes may be in the data themselves, their transmission mechanism, format, content, or other significant factor. 

· The table outlines the review schedule for maintaining current information in this SA document.  The content can stay as is unless a change is desired.

Table of Contents
· This needs to be updated periodically as sections get updated.

· All Sections, Appendices and List of Figures in the TOC need to be updated individually via Word’s “Update Field” action.

Section 1.0: Introduction

· This one page is a “boiler plate” synopsis of the SA and how it’s organized. 
· Fill in details asked for within the brackets. 
Section 2.0: Contact Information

This section of the SA contains information about contacts associated with the Producer, Archive, or Data Program in general.
2.1 Primary Contact for Producer

This primary contact represents the Producer and is contacted by the Archive in the event of non-technical questions or problems

2.2 Primary Contact for Archive

This primary contact represents the Archive and is contacted by the Producer in the event of non-technical questions or problems.

2.3 Technical Contact for Producer

This technical contact represents the Producer and is contacted by the Archive in the event of technical questions or problems. 

2.4 Technical Contact for Archive

This technical contact represents the Archive and is contacted by the Producer in the event of technical questions or problems.

2.5 Metadata Contact for Producer

This contact is responsible for metadata activity associated with the Producer.

2.6 Metadata Contact for Archive

This contact is responsible for this data sets’ metadata activity in the Archive.

2.7 Designated User Community Contact

One responsibility of the Archive is to preserve data so it can be made available for a designated community.  A description of the designated community for these data is described below.  Representatives of that community are people not directly associated with the Producer but who are willing to help the NGDC determine whether the information provided by NGDC is usable by the community and is independently understandable. 

2.8 Designated Community Liaison for NGDC

This contact addresses the needs of the designated user community for NGDC.

Section 3.0: Data Program Information
Much of the information defined in this section applies to the standards-compliant, collection-level metadata that the Producer must provide to the Archive.  The set includes data identification, related documentation, and quality information needed by users for quality assessment purposes.  

Metadata is required in order for NOAA/NESDIS to effectively provide data and products to diverse user communities, often beyond the confines of the Designated Community.  Much of the required metadata is more easily available or only available at the time when the original information (science data) is produced.  Much of the required metadata can be most readily created by the Producer, since they understand these data most completely.  The Archive’s metadata system is based on national and international standards, so metadata provided by Producers must be compliant with those standards. 

The Federal Geographic Data Committee (FGDC) has developed the Content Standard for Digital Geospatial Metadata (CSDGM) that specifies information content for a set of digital geospatial data. The standard establishes a common set of terminology and definitions for concepts related to metadata, including the following: the names of data elements and compound elements to be used; the definitions of these compound data elements; and information about the values that are to be provided for the data elements.

The FGDC has also developed Remote Sensing Extensions (RSE) to the base standard (FGDC-STD-001-1998) to provide additional information particularly relevant to remote sensing.  The RSE elements are placed within the structure of the base standard, allowing the combination of the original standard and the new extensions to be treated as a single entity. 

All NOAA Archives are required to comply with these FGDC standards.  Creating high-quality metadata that is understandable and useful can only be done with active participation by the Producer and the Archive. This Submission Agreement includes information to facilitate that partnership.

3.1 Identification Information

Identification information that is unique to these data. 

· Producer & Data Originator information:  Use hierarchical format if necessary such as Agency>Line Office>Department> notation.

· Reference Information: NGDC will use a data set identifier that will be used in the NOAA Metadata Manager Repository (NMMR) as follows:  gov.noaa.ngdc:data_set_namespace.

· Description: References to documents listed in Section 3.4 (Documentation) can be referred to here.  This is like an abstract.  

· Spatial Domain Information: Expressed in West, East, North, South Bounding Coordinates that encompasses the data set on Earth.  If data is not earthbound, give a (-180, 180, 90, 90) extent for the coordinates as they are listed in the order above.
3.2 Platform and Instrument Information

Basic platform and instrument identification is required.  Dates of operation and brief descriptions of instrumentation are expected in this section. Formatting information in tables works well as well as links to documents or in depth information supplied in the Appendix Section.

3.3 Data Types 

A Data Type is a component of the Data Collection Series that may be used independently of other Data Types in the same Collection. Descriptions of the Data Types included in this SA are listed in the table provided. Section 4 of this document identifies each SIP (Submission Information Package) from the Producer by Data Type.  Authors can choose to provide links to in depth format descriptions in the Appendix Section.

3.4 Documentation

Documentation related to these data is listed in the table provided.  Examples include user’s guides, MOU/A’s related to the data and other sources of metadata.
3.5 Algorithms
· Algorithms related to the data.

· References to documentation listed in Section 3.4.

3.6 Quality Algorithms

Many data producers develop comprehensive approaches to examining and documenting the quality of the data and products that they produce.  These techniques need to be well documented and the results of their application can be included in each SIP.  These algorithms are listed in this section.

3.7 Processing Steps and Lineage

This section summarizes the lineage of these data by describing the data ingest and processing steps.  A contact knowledgeable of these processing steps is provided in Section 2.  

· Ingest Pathways provides general details about how the data is transmitted to NGDC.
· Ingest and Processing Steps gives specific details about data receipt operations, assimilation and archival of the data.
· Processing Level is given for each data type received by the data center.  Here are two references that define processing levels: 
· Content Standard for Digital Geospatial Metadata: Extensions for Remote Sensing Metadata (Appendix B): http://www.fgdc.gov/standards/projects/FGDC-standards-projects/csdgm_rs_ex/MetadataRemoteSensingExtens.pdf
· CLASS: https://www.ngdc.noaa.gov/wiki/index.php?title=NOAA_Processing_Levels
· Routine Process Data/Time. If data arrives in regular fashion (real time, hourly, daily…), authors can state that the data are processed continuously.
3.8 Metadata Management

This Section describes the collection and storage of various types of metadata.  A “boiler plate” description is often used as follows:

NGDC maintains a metadata repository, the NOAA Metadata Manager and Repository (NMMR), to store and distribute metadata records.  The metadata are FGDC compliant and utilize the Remote Sensing Extensions (RSE) to hold information about platforms and instruments.  NGDC publishes and distributes metadata records at GOS - Geospatial One Stop (www.geodata.gov) and at the NASA’s Global Change Master Directory (http://gcmd.nasa.gov.

If other metadata management options exist for the data set either by the data provider or some other source, they should be listed in this section.

3.9 Use Constraints 

Use Constraints for these data as defined by the Producer. Use Constraints is an explanation of any restrictions and legal perquisites for using the Data after access is granted. The Producer’s Access Constraints are covered in Section 5.

3.10 Dependencies/Relationships

Any dependencies on data, processes, or other entities outside of the data SIPs to be submitted to the Archive are listed in this section. Dependencies on data or other entities inside a Submission Information Package (SIP) are listed in Section 4.

If there are any dependencies on data or other entities outside of the Submission Information Package, they are listed in this section as well. 

3.11 Security
Security constraints required by the Producer on the archival and/or dissemination of these data are listed in the table provided. 

Section 4.0: Submission Information

This section describes the information required by the Archive for submission of data by the Producer.  Submission Information Packages are described for each Data Type submitted by the Producer for Data Program identified in this SA.  Examples of distinct data types are raw data, Level 0 data, Level 1b data, Environmental Data Records (EDRs), and Climate Data Records (CDRs).

Every transfer of data from the Producer to the Archive is a Data Submission Session.  Each session will include at least one Submission Information Package.  In many cases, a session will involve identification of data files that are ready to be transferred from a producer site to the archive ingest site. Authors can either repeat this section for each data type submitted by the data provider or provide an aggregate description for all data types.

4.1 Data Format SIP Information

Submission Information Package details for the data format. This section describes the content of each Submission Information Package(s) (SIP) that will be provided by the Producer.  

4.1.1 SIP Content Information 

This describes the Data Type and files in this SIP.  The Appendix can be utilized to supply additional information about the data format.

4.1.2 Data File Submission Session Information

This section describes the SIP transfer information for the Data File.  

4.1.3 File Validation
Validation is essential to ensure consistent data quality throughout the submission process.  It is the means by which the transfer of the data is tested so that file integrity is reasonably preserved.  Both the Producer and Archive have a responsibility to ensure file integrity.  The criteria for rejecting files should be clear, and the validation process will be limited to the criteria listed below. File validations include validation of file name, file size, and file checksum for each file sent.  

4.1.4 Dependencies/Relationships

Any dependencies on data or other entities inside the Submission Information Package are listed here.

4.1.5 Data Security
Security constraints on the archival and/or dissemination of this Data Type are listed in this section.

4.1.6 Status Reporting

This section defines the Producer’s status reporting requirements.

4.1.7 Performance
This section defines the overall performance expectations of the Producer as they relate to the submission and dissemination performance of the Archive. 

Section 5.0: Access Information
This section describes user access to data and metadata included in this SA.

5.1 Access Conditions

The NGDC has certain data access levels for users.  This section describes the access conditions for all data types.  

5.1.1 Access Point One
This section gets repeated for as many options that exist for accessing the data.  Access Point One could be a web application.  Access Point Two could be Anonymous FTP or a web service.  Offline options such as placing custom orders would be applicable to this section as well.  

5.2 Duration

All data may not be preserved in the Archive for perpetuity.  Some data sets or products may be “sunsetted” (removed from online access or from the archive) after a certain amount of time.  The duration requirements for data and metadata are listed in this section.  Due to resource limitations, the archive may not be able to offer the full temporal extent of the data to customers via one access point. Authors should describe the archive’s capabilities for handling different request scenarios. 

Section 6.0: Search Information
The NGDC supports a variety of standard search techniques through a web interface.  These techniques may be explained and demonstrated to the Producer (using prototype or similar data) prior to the first Data Submission Session.

6.1 Web Interfaces

This Section identifies web interfaces for users of these data and metadata.

6.2 Web Interface Name

This section describes the search capabilities available from each web interface. Specific search criteria take on various forms depending upon the nature of the data to be archived. Typical criteria include data set name, station ID, platforms, sensors, spatial coverage or temporal span. The sub sections give specific information about each search capability.  The SA template provides examples. This section repeats for each Web Interface.

Section 7.0: Dissemination Information
The Archive accepts responsibility for dissemination of the data sets and products that it manages.  The Archive supports a variety of standard dissemination mechanisms:  one-time orders, subscription orders and bulk orders.  These mechanisms can be explained and demonstrated to the Producer (using prototype or similar data) prior to the first Data Submission Session.

7.1 Dissemination Capabilities

This section describes dissemination capabilities that are applicable to the Data Program.
This section describes the dissemination information that applies to all data and metadata. 

7.1.1 Direct Data Access
This type of dissemination capability is for ad hoc request to direct access made online via user web interfaces.  Sub-sections provide details for each dissemination point.

7.1.2 One-Time Orders

This type of dissemination capability is for ad hoc orders that are placed via email to the NGDC point of contact.
7.1.3 Subscription Orders

This type of dissemination capability is for subscription orders that require coordination between users and NGDC staff for processing and delivery schedule.

7.2 Dissemination Costs 

In some cases, there may be costs associated with data sets and products disseminated by NGDC.  The NGDC has the responsibility for setting prices of data and products and ensuring that those prices are consistent with appropriate Federal cost-recovery guidelines and other regulations.  

7.3 Data Security

Security constraints on the dissemination of these data are listed in this section.

Appendices:
A standard set of appendices is provided in the SA template.

· Appendix A. Terminology. The terminology listed is a short glossary of the OAIS terminology indispensable for this document.  The definitions printed in italics are related to terms that are not defined in the OAIS glossary.

· Appendix B.  Acronyms and Abbreviations. Although a list is provided for terms that are used within the SA, additional acronyms associated with the data set and data provider can be added here.
· Appendix C.  Submission Agreement and OAIS. This appendix provides additional background information and references for the OAIS Reference Model.
· Appendix D. Distribution List. This appendix provides a place for tracking who has received copies of the submission agreement.
Other options for appendices include:

· Data flow diagrams for how data is transmitted between Provider and the Archive.

· Data Dictionary and format descriptions.  A table listing entity and attributes for each parameter observed.  This is a good place to describe flag values and other data quality characteristics.

· Detailed information about platforms and instruments.
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