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About this diagram 
 
Individual elements of a metadata record are often filled out by a team of specialists, each contributing his or her own expertise to the 
effort. Some elements are technical and require GIS expertise (e.g., Spatial Object Types), some are specific to the subject matter 
being described (e.g., Entity and Attribute Overview) whereas others deal with policy decisions (e.g., Distribution Liability). Still 
others require information best supplied by a database administrator (e.g., Ordering Instructions). 
 
Purpose 
The purpose of this diagram is to suggest how the job might be divided up. In large organizations, this may mean that several staff 
members each fill out a portion of the record. Perhaps a manager determines the policies needed to fill out the elements marked red in 
the diagram; an IT person may fill out the elements coded yellow; a person familiar with the subject matter, but not necessarily with 
GIS, determines the elements coded blue; and the data creator fills out the elements that require GIS expertise, coded green. In 
practice, these staff members would likely collaborate on some of the elements (e.g., Abstract). 
 
In small organizations, one person may “wear several hats” and complete the entire record. Another approach may be to have one 
person fill out as much of a record as they can and then consult with others to fill in the blanks. 
 
 
Adapt for your organization 
The information reflected in this diagram is intended to offer suggestions, not hard and fast rules. If you find the basic idea helpful, 
adapt its categories and the assignment of expertise-to-elements to meet your organization’s needs. 
 
For further ideas on ways to streamline metadata creation, see the paper, Institutionalizing Metadata Before It Institutionalizes You! by 
Lynda Wayne, online at  http://www.lmic.state.mn.us/pdf/InstitutionalizeMeta.pdf. See particularly the “Assign Responsibilities” 
section on p. 6-7. 
 
 
Feedback 
We would like to hear what you think. Send your comments to: 
 Land Management Information Center 
 658 Cedar Street, Room 330 
 St. Paul, MN   55155 
 (651) 296-1211 
 clearinghouse@mnplan.state.mn.us 
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