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Introduction 

The creation of a unified and organized digital asset management system requires the establishment of 

a set of standards. The Standard Operating Procedure for the Vignelli Archive will provide a list of rules 

and standards that should be followed in order to effectively maintain the archive. 

 

Standardization of image capture for the Vignelli Archive establishes criteria and guidelines for those 

tasked with digitally capturing artifacts in the Vignelli Center. This standard will overview the necessary 

steps for both scanning and photographing objects. 

 

Standardization of metadata for the Vignelli Archive establishes criteria and guidelines for those tasked 

with digitally archiving artifacts in the Vignelli Center. The metadata field overview chart offers a list of 

each field name and their corresponding assets. It is important to know if a metadata field is 

mandatory and can be repeated and found through search. More detailed descriptions of each field 

can be found below the chart, where definitions and examples of their use are offered. For ease of use, 

links have been created between each field name and its corresponding description title. 

 

Establishing a controlled list of keywords with definitions and synonyms included for each term is 

important for maintaining and improving searchability, organization, and consistency.   
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Definitions 

Aperture: The opening in a lens that allows light to travel through a camera. 

Bit Depth: The total number of bits used multiplied by the number of total channels. 

DSLR: A digital single-lens reflex camera. The mirror inside the body of the camera reflects light into 

the optical viewfinder, allowing for the user to see the image directly through the lens. 

Focal Length: A calculation of the optical distance from the point where light rays converge to form a 

sharp image of an object to the digital sensor at the focal plane in the camera. 

Half-tone: A reprographic technique that resembles continuous-tone imagery through the use of dots 

that vary in either size or spacing. 

ISO: Stands for the International Organization of Standardization. This camera setting controls the 

cameras’ sensitivity to light. By increasing the ISO number, the image will be brighter. 

Noise: A random variation of brightness or color information in images. This can be produced by the 

image sensor and circuitry of a digital scanner or a scanner. This is often present when using a high ISO. 

RAW File: An image file that has not been compressed, processed, or encrypted in any way.  

Resolution: The number of pixels in each dimension in a display.  

Shutter Speed: The length of time a camera shutter is open and exposing the camera sensor to light. 

The slower the shutter speed, the longer the exposure time. 
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Preliminary Procedure 

Before beginning any image capturing through the use of a scanner or DSLR, it is important to maintain 

a clean area in order to preserve the Vignelli artifacts. Make sure all surfaces have been properly wiped 

down and a fresh backdrop is used. Hands should be properly washed before handling the artifacts to 

reduce oil exposure. Additionally, make sure the camera lens and scanner have been wiped with a dust 

removal cloth. 

 

Photography Procedure 

Equipment/Materials: 

• Full frame DSLR 

• Lens with 50mm focal length 

• Tripod 

• Neutral backdrop 

• Table or flat surface (to place smaller items on) 

• MacBeth Color Checker 

• Studio lights (preferably diffused strobes) 

• Memory card or other digital storage 

• Artifact to photograph 

Steps: 

1. Set up table or flat surface. 

2. Set up the backdrop using two stands and a horizontal bar so that the backdrop unrolls to cover 

the table and keeps a curved wall. 

3. Set small items on table or flat surface. 

4. Place the two strobe lights on either side of the object at a 45-degree angle. 

5. Make sure the lighting is soft and doesn’t create harsh shadows on the object. This can be done 

through the use of soft boxes or diffusion panels. 

6. Place the MacBeth Color Checker in the frame. Make sure it does not cover the object and it is 

being hit by the light. 

7. Put the memory card in the camera. 

8. Place the tripod in front of the table facing the object to be photographed. 
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9. Attach the camera to the tripod. 

10. Turn the camera on. 

11. Make sure the angle of the camera is tilted slightly down. The viewfinder should show the front 

and part of the top of the object. 

12. Frame the object so it sits in the middle of the frame. There should not be an excess amount of 

white space in the frame. 

13. Make sure the file format on the camera is in RAW. 

14. Make sure the camera mode is in manual mode. 

15. Set the aperture of the camera somewhere between f/5.6 and f/11. This ensures the image will 

have high detailed object and lower detailed background. 

16. Set a low ISO. ISO 100-200 is preferred - no higher than 400. This ensures there will be little to 

no noise in the image. 

17. Set the shutter speed to 1/125 to sync with the strobe lights. 

18. Take a photo of the object. 

 

Scanning Procedure 

Equipment/Materials: 

• Scanner 

• Computer 

• USB cable 

• Scanning software 

• Artifact to scan – 2D or flat objects 

• Reflective document mat 

Steps: 

1. Make sure the USB cable is connected to both the scanner and the computer. 

2. Make sure the scanning software is downloaded and installed on the computer. 

3. Turn on the scanner. 

4. On the computer, open the scanning software. 

5. Open the scanner cover. 
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6. Place the artifact on the carriage with the part to be scanned facing down. Make sure the 

object is centered on the carriage. 

7. Make sure the reflective document mat is attached to the scanner. 

8. Close the scanner on top of the object. 

9. In the scanning software, make sure the document type is set to reflective. 

10. The resolution of the image should be set to around 600-1200ppi. 

11. Use at least 24-bit color (8-bit in Photoshop). 48-bit color (16-bit in Photoshop) is 

recommended if possible. 

12. Use de-screening if the object has half-tones. 

13. It is recommended to preview the scan before scanning. 

14. Scan the image and save it as a lossless file (TIFF). 
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Image Examples 
 

 

1. Example of photographic image capture 

 

 

2. Example of scanned image capture 
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Metadata Field Overview Chart 

Field Name Mapped to 
Dublin Core 
Element 

Mandat-
ory 

Repeat-
able 

Search-
able 

Filter Recommended 
Controlled 
Vocabulary 

File Name identifier Yes No Yes No None 
Title title Yes Yes Yes No None 

Creator creator No Yes Yes No LCNAF, ULAN, 
Local 

Contributor contributor No Yes Yes No LCNAF, ULAN, 
Local 

Manufacturer contributor No Yes Yes No None 

Description description No Yes No No None 

Physical Attributes of 
Original 

formatExtent No Yes No No None 

Subject subject Yes Yes Yes Yes LCSH, LCTGM, 
Local 

Client subject No Yes Yes Yes LCNAF, ULAN, 
Local 

Date of Original date No Yes No No None 

Date of 
Manufacture/Print 

date No Yes No No None 

Date of Digitization date No Yes No No None 
Publisher publisher No Yes Yes No LCNAF, Local 

Broad Type type Yes Yes Yes Yes DCMI Type 

Specific Type type Yes Yes Yes No AAT 
Current Item Location location No Yes No No None 

Manufacture Location location No Yes Yes No None 
Design Location location No Yes Yes No None 

Language language No Yes No No MARC Code List 
for Language + 
Sign Languages 

Digital File Format fileFormat Yes Yes No No IMT 
Physical Format medium No Yes No No AAT, RBMS 

Digital Publisher publisher Yes Yes No No Local 

Library Collection Relation:isPartOf Yes Yes No No Local 

Rights rights Yes Yes No No Local 

Version isVersionOf No Yes No No None 
Transcript None No Yes No No None 

Donor None No Yes No No None 

Admin Notes None No Yes No No None 

Notes None No Yes No No None 
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Metadata Field Detailed Descriptions 

 

File Name 

Dublin Core Definition - Identifier: 

An unambiguous reference to the resource within a given context. Recommended best practice is to 

identify the resource by means of a string conforming to a formal identification system. 

 

Application:  

- The filename must begin with a 2-letter home department prefix listed below. This code indicates 

where the items are located. 

  

vc = Vignelli Center for Design Studies 

- The remainder of the file name must include a descriptive and meaningful name. 

- Subdivisions within filename must be separated by underscores. 

-  No punctuation marks or diacritics are to be used in the filename. 

-  All letters are to be in lower case (NO CAPITALS), including proper names and acronyms. 

- Sequencing should occur at end of file name when applicable. 

-  Sequencing must accommodate the entirety of the scanned materials with placeholder zeros. 

- Template: vc_[collection number]_[and/or meaningful name]_0000#.extension 

 

- Subdivisions within filename must be separated by underscores. No hyphens, periods or any other 

special characters within filename. All letters are to be in lower case (NO CAPITALS), including proper 

names and acronyms. 

 

Example(s): 

vc_glaserexhibit2018_posters_056.tif 

 

Notes:  

When naming files, do not type the filename extension. This is an automatic process.  If using the batch 

upload spreadsheet, when entering filename and identifier information for the TIFF file type, the 

extension must read .tif (one f) or the files won’t link. 

 

 

Title 

Dublin Core Definition - Title: 

A name given to the resource for access. 

 

Application:  
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- Titles are to be applied from the following prioritized sources: 

- Displayed title in a local catalog or Archives Space 

- Title appearing on item itself (transcribed title) 

-  Supplied title (titles derived or created by the cataloger when no title is available from the 

previous sources), should be indicated in notes field and should have discrete/unique titles 

when possible 

- Preliminary articles (a, an, the), in any language (un, le, les, eine, der, die, etc.) are not to be entered 

for the title. 

- Capitalize the first word of the entered title, proper nouns, and titles of works (with articles and 

prepositions remaining lower-cased) 

 

Example(s): 

Helvetica Design Sketch 

- Helvetica is a proper noun for the name of a typeface 

 

Notes:  

Best practice is to NOT use brackets for supplied titles. (Miller, 61) 

 

 

Creator 

Dublin Core Definition - Creator: 

An entity primarily responsible for making the resource. Examples of a Creator include a person, an 

organization, or a service. Typically, the name of a Creator should be used to indicate the entity. 

 

Application:  

- Enter entities defined as creators in multiple fields in the order in which they appear on the resource 

or in order of their importance. Secondary authors, editors, oral history interviewers etc., may be 

entered in the Contributor element. 

- Use LCNAF: http://id.loc.gov/authorities/names.html --if the creator is not listed there, use  

Getty’s ULAN http://www.getty.edu/research/tools/vocabularies/ulan/ 

- If the name is not listed in either, construct a Creator name using the LCNAF format with dates, 

if available. 

- Enter group or organization names in full, direct form. In the case of a hierarchy, list the parts 

from the largest to smallest, separated by ‘ - ‘ (space dash space). 

- Enter personal names in the inverted form: Last name, First name, Middle name, Initial. If it is not 

obvious how to invert or structure the name, use the name form given in an authority list or enter it as 

it would be in the country of origin. Birth and/or death dates, if known, should be added to personal 

names. 

 

**If the creator is unknown, enter “unknown” 

http://www.getty.edu/research/tools/vocabularies/ulan/
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Example(s): 

Vignelli, Lella 

Vignelli, Massimo 

 

Notes:  

- Designer/Photographer/Videographer. Format: Lastname, Firstname 

- Use Creator field if they made the initial intellectual content. 

- Use Contributor field if they added, enhanced, or supplemented that content. 

- If multiple or co-creators: use first one listed, or then use best judgment with who had largest impact 

on work. Remaining creators are entered as contributors. 

- Local name forms and authorities exist in University Archives, primarily documented in 

ArchivesSpace. Archives staff will be responsible for incremental implementation and data cleanup. 

Direct any questions regarding name forms and local authorities to Archives staff. 

 

 

Contributor 

Dublin Core Definition - Contributor: 

An entity responsible for making contributions to the resource. Examples of a Contributor include a 

person, an organization, or a service. Typically, the name of a Contributor should be used to indicate 

the entity. 

 

Application:  

- See “Creator” guidelines for more information on the difference between Creator and Contributor 

- Enter multiple contributors in the order in which they appear on the resource or in order of their 

importance. Each identified Contributor should be entered in multiple individual fields. 

- Enter personal names in the inverted form: “Last name, First name, Middle name, Initial.” If it is not 

obvious how to invert or structure the name, use the name form given in an authority list, or enter it as 

it would be in the country of origin. Birth and/or death dates, if known, should be added to personal 

names, if known. 

- Enter group or organization names in full, direct form. In the case of a hierarchy, list the subordinate 

units from the largest to smallest, separated by ‘ - ‘ (space dash space). 

- If there is doubt as to how to enter a name and the form of name cannot be verified in a controlled 

vocabulary, enter it as it appears and do not invert. For example: “Sitting Bull. 

 

Example(s): 

Cserna, George - Photographer 
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Manufacturer 

Dublin Core Definition - Contributor: 

An entity responsible for making contributions to the resource. Examples of a Contributor include a 

person, an organization, or a service. Typically, the name of a Contributor should be used to indicate 

the entity. 

 

Application:  

- Refer back to Contributor or Creator for the specifications for Manufacturer. 

- List the manufacturer in the metadata field when inputting the data for the archive being recorded. 

 

Example(s): 

Heller 

Knoll 

 

Notes: 

Name of the manufacturer. Include Manufacturer Company if information is available. 

 

 

Description 

Dublin Core Definition - Description: 

An account of the resource. Description may include but is not limited to: an abstract, a table of 

contents, a graphical representation, or a free-text account of the resource. 

 

Application:  

- Use this field for information about the content of the resource 

- Enter multiple descriptions or unrelated descriptions in independent Summary fields. 

- Enter any terms not governed by a controlled vocabulary employed in this application guide but 

useful for access. 

- Enter descriptive text, remarks, and comments about the digital object. This information can be taken 

from the object or provided by the contributing institution. 

- Enter here specialized information not included in other elements, for example, description, 

technique, and distinguishing features if observable in the digital object and inscriptions. 

- Descriptive comments about the original object that cannot be observed in the digital resource. 

 

Example(s): 

Chair made of molded white plastic with black steel tube base for Knoll International, inc. that looks 

like a handkerchief floating on air. 
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Physical Attributes of Original 

Dublin Core Definition - formatExtent: 

The file format, physical medium, or dimensions of the resource. 

 

Application:  

List a description of what the original archive had that differs from the digital version of said archive. 

- Size; material; 2D/3D object; etc. 

 

Example(s): 

19x25 cm 

10.5x5.25 cm 

35mm 

1200x1800 pixels 

300ppi 

54 minutes 

234 minutes 

 

Notes: Physical Attributes of Original 

Recommended practice is to use a controlled vocabulary where available. For example, for file formats 

one could use the list of Internet Media Types [MIME]. Examples of dimensions include size and 

duration. 

 

 

Subject 

Dublin Core Definition - Subject: 

The topic or intellectual content of the resource. Typically, the subject will be represented using 

keywords, key phrases, or classification codes. Recommended best practice is to use a controlled 

vocabulary. 

 

Application:  

- Terms should come from Library of Congress Subject Headings (LCSH): 

http://id.loc.gov/authorities/subjects.html  

- Consider using Library of Congress’s Thesaurus for Graphic Materials (LCTGM) for graphic or image 

content: https://www.loc.gov/pictures/collection/tgm/ 

- Limit terms to no more than 5 unless absolutely necessary. 

- Use only topical headings: 

- Do not use geographic, temporal, form/genre, etc. subfields. These are covered in other DC 

facets. 

- Maintain LCSH prescribed capitalization 

http://id.loc.gov/authorities/subjects.html
https://www.loc.gov/pictures/collection/tgm/
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- Use ' - ' (space dash space) to separate subheadings. 

- It is at the discretion of the librarians, archivists, or curators to extend and construct a subject 

heading using the format prescribed by LCSH. 

- Organizational events may also be constructed by using a standard title of the event 

 

Example(s): 

Typography 

Industrial Design 

 

Notes: 

AAT and RBM are appropriate controlled vocabularies for physical format and genre, not necessarily 

content. 

 

 

Client 

Dublin Core Definition - Subject: 

The topic or intellectual content of the resource. Typically, the subject will be represented using 

keywords, key phrases, or classification codes. Recommended best practice is to use a controlled 

vocabulary. 

 

Application:  

- Terms should come from Library of Congress Subject Headings (LCSH): 

http://id.loc.gov/authorities/subjects.html  

- Consider using Library of Congress’s Thesaurus for Graphic Materials (LCTGM) for graphic or image 

content: https://www.loc.gov/pictures/collection/tgm/ 

- Limit terms to no more than 5 unless absolutely necessary. 

- Use only topical headings: 

- Do not use geographic, temporal, form/genre, etc. subfields. These are covered in other DC 

facets. 

- Maintain LCSH prescribed capitalization 

- Use ' - ' (space dash space) to separate subheadings. 

- It is at the discretion of the librarians, archivists, or curators to extend and construct a subject 

heading using the format prescribed by LCSH. 

- Organizational events may also be constructed by using a standard title of the event 

 

Example(s): 

Knoll 

Heller 

 

 

http://id.loc.gov/authorities/subjects.html
https://www.loc.gov/pictures/collection/tgm/
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Date of Original 

Dublin Core Definition – Date of Original: 

A point or period of time associated with an event in the lifecycle of the resource. Date may be used to 

express temporal information at any level of granularity. 

 

Application:  

- If full date is known, enter as: DD/MM/YYYY 

- If only month and year are known, enter: MM/YYYY 

- If only year is known, enter: YYYY 

- If date is unknown, enter “undated” 

- For approximated dates, enter: YYYY-MM-DD approximate 

- For a constructed item, or an item that has a range of dates, use the earliest date within the material 

 

Example(s): 

29/11/1997 

11/1997 

1997 

 

 

Date of Manufacture/Print 

Dublin Core Definition - Date: 

A point or period of time associated with an event in the lifecycle of the resource. Date may be used to 

express temporal information at any level of granularity. 

 

Application:  

- If full date is known, enter as: DD/MM/YYYY 

- If only month and year are known, enter: MM/YYYY 

- If only year is known, enter: YYYY 

- If date is unknown, enter “undated” 

- For approximated dates, enter: YYYY-MM-DD approximate 

- For a constructed item, or an item that has a range of dates, use the earliest date within the material 

 

Example(s): 

29/11/1997 

11/1997 

1997 

 

 

Date of Digitization 
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Dublin Core Definition – Date of Digitization: 

Date resource was digitized. 

 

Application:  

- If full date is known, enter as: DD/MM/YYYY 

- If only month and year are known, enter: MM/YYYY 

- If only year is known, enter: YYYY 

- If date is unknown, enter “undated” 

 

Example(s): 

29/11/1997 

11/1997 

1997 

 

 

Publisher 

Dublin Core Definition - Publisher: 

An entity responsible for making the original resource available. Examples of a Publisher include a 

person, an organization, or a service. Typically, the name of a Publisher should be used to indicate the 

entity. 

 

Application:  

Publishers can be a corporate body, publishing house, museum, historical society, university, project, 

repository, etc. 

- Use LCNAF to acquire existing publisher names: http://id.loc.gov/authorities/names.html 

- When in doubt about whether an entity is a publisher or a creator, enter a corporate entity as 

Publisher and a personal name as Creator. 

- Omit initial articles in publisher names. 

- Enter group or organization names in full, direct form. In the case of a hierarchy, list the parts 

from the largest to smallest, separated by ‘ - ‘ (space dash space). 

- If the publisher is the same as the creator, enter the name or entity in both Publisher and 

Creator fields. 

- Each identified publisher should be entered in multiple individual fields. 

- If an individual or corporate publisher cannot be determined with certainty, add name only to 

contributor field. 

 

Example(s): 

Penguin Books 

Pelican Books 

 

http://id.loc.gov/authorities/names.html
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Broad Type 

Dublin Core Definition - Type: 

The nature or genre of the resource. Recommended best practice is to use a controlled vocabulary 

such as the DCMI Type Vocabulary [DCMITYPE]. To describe the file format, physical medium, or 

dimensions of the resource, use the Format element 

 

Application:  

- Include at least one of the five broad generic types listed below 

- Miller, Metadata for Digital Collections, p.90 

 

Example(s): 

interactive source; moving image; physical object; still image; sound; text 

- Broad type fields (from Miller, Metadata for Digital Collections, p.90)  

 

 

Specific Type 

Dublin Core Definition - Type: 

The nature or genre of the resource. Recommended best practice is to use a controlled vocabulary 

such as the DCMI Type Vocabulary [DCMITYPE]. To describe the file format, physical medium, or 

dimensions of the resource, use the Format element 

 

Application:  

- Add a specific type or genre term.  

- Getty Art and Architecture Thesaurus (AAT): 

http://www.getty.edu/research/tools/vocabularies/aat/  

- Always maintain capitalization as prescribed by AAT. 

Example(s): 

Blueprints; booklets; books; boxes; digital prints; maps; newspapers; photocopies; photographs; 

posters; shopping bags; sketches; tags; technical drawings; tins; watches 

- Specific types examples (from AAT) blueline prints 

 

 

Current Item Location 

Dublin Core Definition - Location: 

A spatial region or named place. 

 

Application:  

None 

http://www.getty.edu/research/tools/vocabularies/aat/
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Notes: 

Where it is in the Vignelli Archive – Include RIT Spaces and Places if relevant. 

 

 

Manufacture Location 

Dublin Core Definition - Location: 

A spatial region or named place. 

 

Application:  

None 

 

Example(s): 

Veneta, Italy 

- Based on Vignelli Center Information 

 

Notes: 

Where the object was manufactured. Include Country, State, and Manufacturer Company if 

information is available. 

 

 

Design Location 

Dublin Core Definition - Location: 

A spatial region or named place. 

 

Application:  

None 

 

Example(s): 

Vignelli Associates; Unimark International 

- Based on Vignelli Center Information 

 

Notes: 

Where the object was manufactured. Include Country, State, and Firm if Available. 

 

 

Language 

Dublin Core Definition - Language: 

A language of the resource. Recommended best practice is to use a controlled vocabulary. 
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Application:  

- Enter the language text as listed in the MARC Code list: https://www.loc.gov/marc/languages/  

- For multiple languages, enter each language identified in separate individual fields. 

- American Sign Language and other sign languages will be common for local usage, and are 

not covered in LOC. For any sign language, write out the full name of the language. 

 

Example(s): 

English (ENG) 

Italian (ITA) 

 

 

Digital File Format 

Dublin Core Definition - FileFormat: 

The file format, physical medium, or dimensions of the resource. Examples of dimensions include pixel 

dimensions and duration. Recommended best practice is to use a controlled vocabulary such as the list 

of Internet Media Types (IMT). 

 

Application:  

Enter file format as it appears in the IMT: https://www.iana.org/assignments/media-types/media-

types.xhtml  

 

Example(s): 

JPEG 

TIFF 

MP4 

 

Notes 

Format is an objective criterion that cannot be argued. Type is a conceptual term. 

 

 

Physical Format 

Dublin Core Definition – Physical Format: 

The material or physical carrier of the resource. 

 

Application:  

- Use to indicate format of original item and its content carrier.  

- Use AAT: http://www.getty.edu/research/tools/vocabularies/aat/  

https://www.loc.gov/marc/languages/
https://www.iana.org/assignments/media-types/media-types.xhtml
https://www.iana.org/assignments/media-types/media-types.xhtml
http://www.getty.edu/research/tools/vocabularies/aat/
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- Use RBMS to supplement if physical format is unlisted in AAT: 

http://rbms.info/vocabularies/index.shtml  

- Always maintain capitalization as prescribed by AAT and RBMS 

 

Example(s): 

Furniture; Sketch; Fashion; Industrial; Architecture; Interior Design; Graphic Design 

- Physical Carriers 

Compact Discs; Video Tapes 

- Digital/electronic carriers 

 

 

Digital Publisher 

Dublin Core Definition – Digital Publisher: 

An entity responsible for making the digital resource available. Examples of a Publisher include a 

person, an organization, or a service. Typically, the name of a Publisher should be used to indicate the 

entity. 

 

Application:  

The entity that created the digital resource. Use examples listed below. See application guidelines for 

Publisher. 

 

Example(s): 

Rochester Institute of Technology - Vignelli Center for Design Studies 

 

 

Library Collection 

Dublin Core Definition – Library Collection: 

The described resource is a physical or logical part of the referenced resource. 

 

Application:  

- Apply title of relevant sub-collection(s)--do not enter top-level, departmental collection name, i.e. 

Cary Graphic Arts Collection, or RIT Archive Collections. Enter multiple Library Collections (such as in 

the third example below) in multiple fields. 

- The collection name should not be created only for use in LUNA but should reference an 

administrative classification represented elsewhere in the library. 

 

Example(s): 

Vignelli Center for Design Studies 

 

http://rbms.info/vocabularies/index.shtml
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Rights 

Dublin Core Definition – Rights: 

Information about rights held in and over the resource. Typically, rights information includes a 

statement about various property rights associated with the resource, including intellectual property 

rights. 

 

Application:  

- All content should use the default statement: RIT Libraries makes materials from its collections 

available for educational and research purposes pursuant to U.S. Copyright Law. You are free to use 

this Item in any way that is permitted by the copyright and related rights legislation that applies to 

your use. It is your responsibility to obtain permission from the copyright holder to publish or 

reproduce images in print or electronic form.  

- Creative Commons Licenses are available in the authority, only for use when required by grant or 

other specification. Add separate Rights field to include CC, after default statement. 

 

Example(s): 

- RIT Libraries makes materials from its collections available for educational and research purposes 

pursuant to U.S. Copyright Law. You are free to use this Item in any way that is permitted by the 

copyright and related rights legislation that applies to your use. It is your responsibility to obtain 

permission from the copyright holder to publish or reproduce images in print or electronic form. 

- CC BY-NC-ND: Attribution NonCommercial NoDerivatives 4.0 International 

 

Notes: 

- Rights Statements Authority File is managed and updated by Library Copyright Coordinator. Current 

default rights statement approved by RIT Legal 

- Permission to publish, quote, or reproduce must be secured from the repository and the copyright 

holder. Please contact the Archivist for more information. 

 

 

Version 

Dublin Core Definition - isVersionOf: 

A related resource of which the described resource is a version, edition, or adaptation. 

 

Application:  

None 

 

Example(s): 

US Version 

European Version 
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Transcript 

Definition: 

Machine-readable text for written/non-OCRed text or audio within a document or a/v object 

 

Application:  

Free-text field 

 

 

Donor 

Definition: 

An entity responsible for making donations to the resource. Examples of a Donor include a person, an 

organization, or a service. Typically, the name of a Donor should be used to indicate the entity. 

 

Application:  

Enter personal names in the inverted form: “Last name, First name, Middle name, Initial.” If it is not 

obvious how to invert or structure the name, use the name form given in an authority list, or enter it as 

it would be in the country of origin. Birth and/or death dates, if known, should be added to personal 

names, if known. 

 

Example(s): 

Vignelli, Massimo 

 

 

Administrative Notes 

Definition: 

Technical or administrative information about the entry for use by staff. Hidden from public view. 

 

Application:  

A free-text field. For each unique idea conveyed in a note, add individual notes field. Use this field for 

technical or administrative information about the entry. Initial and date comments made in this field. 

Delete note if no longer relevant. 

 

Example(s): 

- Item is chipped in the top-left corner. GPD 2019-04-04 

- Item in wrong collection. Move to Archives collection. EvH 2019-03-30 

- Image missing color target; send back to lab for reshoot. AHF 2019-02-25 
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Notes 

Definition: 

Supplemental information about the object that needs to be included in the record but does not fit 

into any of the defined fields. 

 

Application:  

A free-text field. For each unique idea conveyed in a note, add individual notes field. Use this field for 

administrative information about the object or process. 

 

Example(s): 

- Item is incomplete and missing pages 33-64 and back board. 

- Inaudible audio and static from 0:12:32 to 0:15:56 
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Vignelli Keywords List 
 

Abstract Coffee 

Advertisement Column 

Animal Cone 

Architecture Couch 

Ashtray Cube 

Auditorium Cubicle 

Bag Cup 

Bed Cushion 

Beer Cylinder 

Bench Decorative 

Black Design 

Blue Desk 

Bold Dining 

Bottle Dish 

Bowl Display 

Box Drawing 

Bracelet Dress 

Brand Eyeglasses 

Brochure Fast Food 

Brown Font 

Cabinet Food 

Calendar Footwear 

Can Fork 

Cardboard Furniture 

Case Geometric 

Casserole Glass 

Centerpiece Gold 

Chair Graphic 

Circle Green 

Clothing Grey 
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Grid Pants 

Guide Perfume 

Halftone Photocopy 

Handwriting Pillow 

Helvetica Pink 

Hexagon Pitcher 

Illustration Planner 

Industrial Plastic 

Jewelry Plate 

Knife Polka Dot 

Light Poncho 

Logo Poster 

Lounge Print 

Map Prototype 

Marble Publication 

Metal Purple 

Model Purse 

Modern Rainbow 

Mount Rectangle 

Muffin Mix Red 

Mug Reminder 

Napkin Ribbon 

Necklace Ring 

Neon Robe 

Newspaper Rocking 

Nightstand Row 

Notebook Rubber 

Number Sake 

Orange Sans-serif 

Ottoman Seat 

Panel Serif 
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Shiny Tent 

Shoe Textile 

Side Theatre 

Silver Toiletry 

Sink Transparent 

Sketch Triangle 

Slate Type 

Sneaker Typeface 

Sofa Typography 

Sphere Unigrid 

Spoon Unimark 

Square Utensil 

Stack Vase 

Stairwell Vintage 

Stone Wall 

Storage Watch 

Sugar White 

Sunglasses Wig 

Surface Wood 

T-Shirt Writing 

Table Yellow 
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Vignelli Thesaurus 
 

Abstract 

Definition: Existing in thought or as an idea but not having a physical or concrete existence 

Synonyms: abstruse, non-concrete, obsolete, non-realistic, non-representational 

Associated keywords: design, decorative, furniture 

 

Advertisement 

Definition: A paid announcement or public notice used to call the attention of the public and make 

something generally known.  

Synonyms: announcement, broadcast, commercial 

Associated keywords: newspaper, brochure, graphic, paper, print, poster 

 

Animal 

Definition: Any member of the kingdom Animalia consisting of multicellular organisms that have a 

defined shape, can move voluntarily, actively acquire food and digest food. Animals also maintain 

sensory and nervous systems allowing them to respond to stimuli.  

Synonyms: organism, creature, wildlife, pet 

Associated keywords: book, design, cover 

 

Architecture  

Definition: Building design, usually with some regard to aesthetic effect. Often includes design or 

selection of furnishings and decorations, construction work, and restoration or remodeling of existing 

buildings. 

Synonyms: building, construction  

Associated keywords: auditorium, column, cone, cube, cubicle, furniture, geometric, industrial   

 

Ashtray 

Definition: A receptacle for tobacco ashes of smokers   

Synonyms: holder, repository, waste 

Associated keywords: dish, decorative, glass 

 

Auditorium 

Definition: A building for public gatherings; hall 

Synonyms: theatre, concert hall, music hall, reception hall 

Associated keywords: theatre, architecture, industrial, row 

 

Bag 

Definition: A portable container carrying articles.  
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Synonyms: purse, sack, pack 

Associated keywords: design, decorative, textile, purse 

 

Bed 

Definition: A piece of furniture meant for sleeping in.   

Synonyms: bunk, mattress 

Associated keywords: furniture, couch, cushion  

 

Beer Can  

Definition: An aluminum cup-like container holding fermented liquid called beer. 

Synonyms: canister, aluminum, container 

Associated keywords: cup, cylinder, design, mug 

 

Bench 

Definition: A long narrow seat meant for sitting on by more than one person.  

Synonyms: seat, chair 

Associated keywords: pew, chair, couch, furniture 

 

Black  
Definition: A color lacking hue and brightness, the darkest color in the color palette. The opposite of 

white.  

Synonyms: dark, shadowy, coal 

Associated keywords: bold, grey, white 

 

Blue 

Definition: The primary color between green and violet; the pure color of the sky. 

Synonyms: navy, indigo, teal, royal  

Associated keywords: purple, green 

 

Bold 

Definition: Striking to the eye, daring 

Synonyms: daring, fearless, strong 

Associated keywords: black, font, type, typography  

 

Bottle 

Definition: A portable container for holding liquids. 

Synonyms: glass, jug, container 

Associated keywords: cup, dining, glass, vase 
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Bowl 

Definition: A deep, round dish or basin used for holding foods or liquids.  

Synonyms: dish, deep dish, crock 

Associated keywords: dish, cup, dining 

 

Box 

Definition: A container, case, or receptacle that is 3-dimensional and typically square or rectangular.  

Synonyms: carton, crate, package 

Associated keywords: cardboard, cube, geometric, rectangle, square 

 

Bracelet  

Definition: An accessory band worn on the wrist, arm, or ankle. 

Synonyms: bangle, arm band, circlet 

Associated keywords: jewelry, circle, decorative, watch  

 

Brand Guide 

Definition: An instructional manual on how to communicate your brand.  

Synonyms: rule book, manual, guidelines  

Associated keywords: design, graphic, logo, type, typeface, typography 

 

Brochure 
Definition: A pamphlet or leaflet,  

Synonyms: booklet, pamphlet, leaflet, handout 

Associated keywords: paper, print, publication 

 

Brown 

Definition: A dark tertiary color with a yellowish or reddish hue. 

Synonyms: beige, brunette, bronze 

Associated keywords: wood, furniture, architecture 

 

Cabinet  

Definition: A piece of furniture with shelves and drawers used for storage. 

Synonyms: cupboard, closet, case 

Associated keywords: wood, furniture, decorative, display, storage 

 

Calendar 

Definition: A table or register with the days of each month and week in a year.  

Synonyms: agenda, log, record, timetable 

Associated keywords: planner 
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Cardboard 

Definition: A pasteboard or stiff paper made from wood pulp, usually assembled into boxes for storage 

purposes. 

Synonyms: composition board, corrugated board, paperboard, pasteboard 

Associated keywords: paper, packing material 

 

Casserole 

Definition: A type of side dish or stew that is slowly cooked in an oven. 

Synonyms: stew 

Associated keywords: dish, food, oven 

 

Centerpiece  

Definition: A decorative piece or display often placed in the center of a table intended to be the focus 

of attention. 

Synonyms: decoration, ornament 

Associated keywords: decor, display, table 

 

Chair  
Definition: A separate seat intended for one person, typically with four legs and a back. 

Synonyms: armchair, chaise, seat 

Associated keywords: backrest, furniture, table 

 

Circle 
Definition: A closed, round-shaped, two-dimensional figure with no corners or edges. 

Synonyms: ellipse, shape 

Associated keywords: arc, curve, oval, round 

 

Clothing  
Definition: Items, typically made from fabric or textiles, that are worn on the body. 

Synonyms: apparel, clothes, garb, garment, uniform, wardrobe 

Associated keywords: accessory, dress, fabric, jewelry, pants, shirt 

 

Coffee 

Definition: A drink made from the roasted and ground seeds of a tropical shrub (coffee beans). Can be 

served hot or cold. 

Synonyms: cappuccino, espresso, java, latte, mocha 

Associated keywords: beverage, cold, cup, drink, hot, mug 
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Column 

Definition: A vertical division of text or graphics on a page.  

Synonyms: file, list 

Associated keywords: list, text, paper, file 

 

Cone 

Definition: A three-dimensional shape that tapers from a flat circular base to a point. 

Synonyms: shape 

Associated keywords: circle, cylinder, funnel 

 

Couch  

Definition: A long piece of furniture intended for several people to sit on. 

Synonyms: lounge, loveseat, seat 

Associated keywords: backrest, chair, furniture, table 

 

Cube 

Definition: A symmetrical, three-dimensional solid shape with six square faces.  

Synonyms: shape 

Associated keywords: square 

 

Cubicle 
Definition: A partially enclosed area of a room, usually in an office or workspace. 

Synonyms: cell, room 

Associated keywords: office, partition, workspace 

 

Cup 

Definition: An open-top container in the shape of a small bowl, used to hold liquids for drinking and/or 

pouring. 

Synonyms: container 

Associated keywords: coffee, dish, dishware, glass, plate, water 

 

Cushion 

Definition: A pillow or pad stuffed with soft material, usually used as a comfortable support for sitting 

or leaning on. 

Synonyms: pillow 

Associated keywords: chair, couch, furniture 

 

Cylinder 
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Definition: A three-dimensional solid shape with straight parallel sides and a circular or oval-shaped 

cross-section. 

Synonyms: shape 

Associated keywords: can, circle, cone, oval 

 

Decorative 

Definition: Serving to make something look more aesthetically pleasing. 

Synonyms: adorning, embellishing, garnishing, ornamental 

Associated keywords: accessories, clothing, furniture, jewelry 

 

Design  

Definition: An arrangement of lines or shapes forming a decoration or pattern. 

Synonyms:  

Associated keywords: color, modern, paper 

 

Desk  

Definition: A piece of furniture with a flat or sloped surface at which one can read, write, or do other 

work. Often has drawers.  

Synonyms: writing table 

Associated keywords: furniture, table, wood, work 

 

Dining 

Definition: The activity of eating a meal.  

Synonyms: eating, feeding 

Associated keywords: food, furniture, meal, table, wood 

 

Dish 
Definition: A shallow, flat-bottomed container for cooking or serving food. 

Synonyms: container, plate 

Associated keywords: cup, dishware, food, glass 

 

Display Case  

Definition: A cabinet that is usually enclosed with transparent surfaces, used to showcase objects for 

viewing. 

Synonyms: case, container, trophy case 

Associated keywords: cabinet, glass 

 

Drawing 
Definition: A picture or diagram usually created with a pencil on paper. 
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Synonyms: diagram, doodle, scribble, sketch, tracing 

Associated keywords: art, color, graphic, paper, pencil, plan 

 

Dress  

Definition: A one-piece garment usually consisting of a one-piece bodice and a skirt. 

Synonyms: frock, gown 

Associated keywords: clothing, fabric 

 

Eyeglasses 

Definition: Corrective lenses that are worn on the face 

Synonyms: spectacles, glasses 

Associated Keywords: monocle, sunglasses 

 

Fast Food 

Definition: Food that is prepared quickly and served in chain restaurants and snack bars 

Synonyms: 

Associated Keywords: hamburger, french fries, soft drink  

 

Font 
Definition: A set of type of a specific face and size 

Synonyms: type, typeface  

Associated Keywords: Helvetica, Garamond, Bodoni, Century Expanded, Futura, Times 

 

Food  
Definition: Nutritional substance that people eat 

Synonyms: nourishment, subsistence 

Associated Keywords: bread, chocolate  

 

Footwear 
Definition: Outer covering for feet 

Synonyms: shoes 

Associated Keywords: dress shoes, sneakers, trainers 

 

Fork 

Definition: 4 prong eating utensil  

Synonyms: utensil 

Associated Keywords: spoon, knife  

 

Furniture 
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Definition: Large items in a house used to make it suitable for living  

Synonyms: furnishings 

Associated Keywords: chair, table, bench, couch, cabinet 

 

Geometric 
Definition: The combination of shapes and lines to create an image 

Synonyms: symmetrical  

Associated Keywords: shape, line 

 

Glass 
Definition: A hard brittle substance that is usually transparent  

Synonyms: glassware, crystal  

Associated Keywords: cup, dish 

 

Gold 
Definition: A yellow precious metal 

Synonyms: precious metal 

Associated Keywords: jewelry, watch, necklace, ring 

 

Graphic 

Definition: Relating to visual art 

Synonyms: visual 

Associated Keywords: design 

 

Green 

Definition: The combination of blue and yellow 

Synonyms: lime, forest, olive 

Associated Keywords: color, blue, yellow, light, dark 

 

Grey 

Definition: A neutral, a mix of black and white 

Synonyms: gray 

Associated Keywords: black, white, color 

 

Grid 

Definition: A series of parallel and perpendicular lines that create boxes  

Synonyms: matrix 

Associated Keywords: unigrid, layout 
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Halftone  

Definition: A type of printing usually used in newspapers or magazines where the viewer can see the 

dots of ink used to produce the image 

Synonyms: 

Associated Keywords: magazine, newspaper, photograph 

 

Handwriting 
Definition: Written by hand with a pen or pencil 

Synonyms: script, longhand 

Associated Keywords: writing, letters, notes 

 

Helvetica 
Definition: A san serif typeface that Massimo Vignelli favorited  

Synonyms: Neue Haas Grotesk  

Associated Keywords: typeface, font, poster 

 

Hexagon 

Definition: a six-sided figure 

Synonyms: polygon 

Associated Keywords: graphic design, shape 

 

Illustration 

Definition: A drawn picture 

Synonyms: drawing 

Associated Keywords: book, sketch, comic, newspaper 

 

Industrial 

Definition: Commercially mass-produced products  

Synonyms: commercial 

Associated Keywords: design  

 

Jewelry 

Definition: Ornamental personal wearables usually made from medals and jewels 

Synonyms: regalia, ornaments 

Associated Keywords: ring, necklace  

 

Knife 

Definition: An eating utensil that has a sharp edge or blade attached to a handle 

Synonyms: cutter, carver 
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Associated Keywords: utensil, spoon, fork 

 

Light 

Definition: A source of illumination, either naturally or electronically. 

Synonyms: bright, sunny 

Associated Keywords: lamp, sun, fire, lightbulb 

 

Logo 

Definition: A graphic mark, emblem, or symbol used to aid and promote public identification and 

recognition. It may be of an abstract or figurative design or include the text of the name it represents 

as in a wordmark. 

Synonyms: emblem, trademark, symbol, sign, design, mark 

Associated keywords: type, typeface, design 

 

Lounge 
Definition: A public room, as in a hotel, theater, or club, in which to sit and relax. 

Synonyms: sitting room, common room, cocktail lounge 

Associated keywords: ottoman, chair, couch 

 

Map 

Definition: A diagrammatic representation of an area of land or sea showing physical features, cities, 

roads, etc. 

Synonyms: plan, chart 

Associated keywords: model, graphic 

 

Marble 

Definition: A hard crystalline metamorphic form of limestone, typically white with mottlings or streaks 

of color, that is capable of taking a polish and is used in sculpture and architecture. 

Synonym: rock 

Associated keywords: stone, furniture, desk, decorative, surface 

 

Metal 

Definition: A solid material that is typically hard, shiny, malleable, fusible, and ductile, with good 

electrical and thermal conductivity (e.g., iron, gold, silver, copper, and aluminum, and alloys such as 

brass and steel). 

Synonyms: ore 

Associated keywords: furniture, desk, utensils, chair, bed, jewelry, knife, fork, spoon 

 

Model  
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Definition: A three-dimensional representation of a person or thing or of a proposed structure, 

typically on a smaller scale than the original. 

Synonyms: replica, copy, representation, mock-up, dummy, imitation  

Associated keywords: illustration, brand guide 

 

Modern 

Definition: Relating to the present or recent times as opposed to the remote past. 

Synonyms: present-day, contemporary, present-time, present, current 

Associated keywords: architecture, furniture, design, print, prototype 

 

Mount 

Definition: A backing or setting on which a photograph, gem, or work of art is set for display. 

Synonyms: setting, backing, support, mounting, fixture, frame, stand 

Associated keywords: wall 

 

Muffin Mix 

Definition: A commercially prepared mixture of ingredients for making a particular type of muffin. 

Synonyms: blend, mixture, mingling, combination, compound, fusion 

Associated keywords: food, utensil, fork, spoon, knife, dish, plate 

 

Mug 

Definition: A large cup, typically cylindrical with a handle and used without a saucer. 

Synonyms: cup, tankard, glass, stein, flagon, pot 

Associated keywords: cup, utensil, food, glass 

 

Napkin 

Definition: A square piece of cloth or paper used at a meal to wipe the fingers or lips and to protect 

garments, or to serve food on. 

Synonyms: wipe, table napkin 

Associated keywords: food, utensil, fork, knife, spoon, dish, plate, cup, mug 

 

Necklace 

Definition: An ornamental chain or string of beads, jewels, or links worn around the neck. 

Synonyms: chain, choker, necklet, pendant, locket 

Associated keywords: jewelry, bracelet, metal, gold, silver 

 

Neon 

Definition: Very bright or fluorescent in color. 

Synonyms: color, element 
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Associated keywords: pink, green, yellow, orange, blue, rainbow 

 

Newspaper 

Definition: A printed publication (usually issued daily or weekly) consisting of folded unstapled sheets 

and containing news, feature articles, advertisements, and correspondence. 

Synonyms: paper, print, rag 

Associated keywords: print, handwriting, poster, typeface, typography, writing, publication 

 

Nightstand  

Definition: A small low bedside table, typically having drawers. 

Synonyms: table 

Associated keywords: furniture, bed, wood, metal 

 

Notebook  

Definition: A small book with blank or ruled pages for writing notes in. 

Synonyms: notepad, exercise book, register, log, diary 

Associated keywords: print, handwriting, typeface, typography, writing, publication 

 

Number 
Definition: An arithmetical value, expressed by a word, symbol, or figure, representing a particular 

quantity and used in counting and making calculations and for showing order in a series or for 

identification. 

Synonyms: numeral, integer, figure, digit, character, symbol 

Associated keywords: print 

 

Orange 

Definition: Reddish-yellow.  

Synonyms: color 

Associated keywords: red, yellow, blue, green, neon, purple, black, gold, silver, rainbow 

 

Ottoman 

Definition: A low upholstered seat, or footstool, without a back or arms that typically serves also as a 

box, with the seat hinged to form a lid. 

Synonyms: footstool, furniture 

Associated keywords: furniture, lounge, couch, chair, bed 

 

Panel 

Definition: A flat or curved component, typically rectangular, that forms or is set into the surface of a 

door, wall, or ceiling. 



Standard Operating Procedure for the Vignelli Archive 40 

Synonyms: wall, board 

Associated keywords: wood, metal 

 

Pants 

Definition: Clothing worn on the lower half of the body. 

Synonyms: trousers, slacks  

Associated keywords: clothing 

 

Paper 

Definition: Material manufactured in thin sheets from the pulp of wood or other fibrous substances, 

used for writing, drawing, or printing on, or as wrapping material. 

Synonyms: print, document 

Associated keywords: print, newspaper, notebook, advertisement, handwriting, writing, publication, 

book 

 

Perfume 

Definition: A fragrant liquid typically made from essential oils extracted from flowers and spices, used 

to impart a pleasant smell to one's body or clothes. 

Synonyms: scent, fragrance, eau de toilette, aroma 

Associated keywords: glass, plastic, bottle 

 

Photocopy 

Definition: A copy of printed material made with a process in which an image is formed by the action of 

light usually on an electrically charged surface 

Synonyms: copy, xerox, duplicate  

Associated keywords: reproduce 

 

Pillow 

Definition: Used to cushion the head during sleep or rest, typically a bag or case made of cloth that is 

filled with feathers, down, or other soft material. 

Synonyms: cushion, padding, headrest  

Associated keywords: soft, memory foam, bed set  

 

Pink 
Definition: A group of colors bluish red to red in hue, of medium to high lightness, and of low to 

moderate saturation 

Synonyms: salmon, rose, coral 

Associated keywords: red, blush  
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Pitcher 

Definition: A container for holding and pouring liquids 

Synonyms: container, flask, jar, vase 

Associated keywords: kettle, pot, mug  

 

Planner 

Definition: A device that provides a schedule and is used for planning activities. (journal, notebook, 

phones, calendars)  

Synonyms: creator, architect  

Associated keywords: log, plan, daybook, diary  

 

Plastic 
Definition: A group of synthetic or natural organic materials that may be shaped when soft and then 

hardened 

Synonyms: elastic, molded, formable  

Associated keywords: bottles, bendable, shapeable  

 

Plate 

Definition: A smooth flat thin piece of material 

Synonyms: platter, bowl, portion  

Associated keywords: helping, service, course  

 

Polka Dot 

Definition: A dot in a pattern of regularly distributed dots in textile design 

Synonyms: dot, disperse, scatter, spot 

Associated keywords: design, clothes 

 

Poncho 

Definition: Blanketlike cloak having a hole in the center for the head. 

Synonyms: cape, coat, raincoat  

Associated keywords: jacket, rain guard, outfit, blanket  

 

Poster 
Definition: A usually large printed sheet that is put on a wall as decoration 

Synonyms: sign, billboard, banner 

Associated keywords: print, wall art, pictures  

 

Print 
Definition: To impress something in or on; to stamp in or on something 
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Synonyms: impress, imprint, impression, newsletter 

Associated keywords: typography, typeface, book, writing, newspapers  

 

Prototype  

Definition: An original model on which something is patterned 

Synonyms: mock-up, model, standard  

Associated keywords: archetype, pattern 

 

Publication 

Definition: The act or process of publishing  

Synonyms: book, bulletin, journal, magazine  

Associated keywords: guidebook, handbook, how to Instructions, manual 

 

Purple 

Definition: A color between red and blue 

Synonyms: lavender, lilac, mauve 

Associated keywords: wine, pomegranate, violet  

 

Purse  
Definition: A small bag for carrying money and often other small objects 

Synonyms: pocketbook, bag, handbag  

Associated keywords: pouch, wallet, moneybag  

 

Rainbow  

Definition: An arch of colors formed in the sky in certain circumstances, caused by the refraction and 

dispersion of the sun's light by rain or other water droplets in the atmosphere 

Synonyms: arc, bow, crescent  

Associated keywords: rain, curve, assortment  

 

Rectangle 

Definition: A plane figure with four straight sides and four right angles 

Synonyms: square, figure 

Associated keywords: block, cube 

 

Red 

Definition: Being in the color range between orange and brown  

Synonyms: wine, rose, cherry, ruby  

Associated keywords: burgundy, garnet, scarlet  
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Reminder 

Definition: Something designed to prompt or aid the memory 

Synonyms: indication, sign, hint, note 

Associated keywords: memo, souvenir, memorial  

 

Ribbon  

Definition: A narrow fabric used for tying packages 

Synonyms: bow, decoration, trimming  

Associated keywords: gift, wrapping, party  

 

Ring  

Definition: Circular band usually of precious metal worn on the finger 

Synonyms: band, loop, ringlet  

Associated keywords: jewelry, circlet   

 

Robe  

Definition: Long flowing outer garment for informal wear especially at home 

Synonyms: costume, dress, bathrobe 

Associated keywords: covering, bathrobe, outfit  

 

Rocking 
Definition: To cause to sway back and forth 

Synonyms: swing, shake, move 

Associated keywords: quake, tremble, quiver 

 

Row 

Definition: A line of seats in a theatre or church. 

Synonyms: bench; long chair 

Associated keywords: furniture, bench, wood 

 

Rubber 

Definition: Tough, elastic, polymeric material made from latex from a plant or synthetically made.  

Synonyms: flexible, soft, stretchy 

Associated keywords: texture, material 

 

Sake 

Definition: Also spelled saké is a Japanese alcoholic beverage made from fermenting rice. 

Synonyms: drink, alcohol 

Associated keywords: drink 
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Sans-serif 

Definition: A type of letter form that doesn’t have the extending forms on the end of a letter. 

Synonyms: graphic, letter, type 

Associated keywords: serif, letter, type 

 

Seat 
Definition: An item of furniture made to be sat on 

Synonyms: chair, bench 

Associated keywords: chair, furniture 

 

Serif 
Definition: A letter form that has a finishing stroke at the end of a letter with certain typefaces 

Synonyms: letter, typeface 

Associated keywords: graphic, typography 

 

Shiny 

Definition: Reflects light and makes an object appear very clean and polished 

Synonyms: glossy, glassy, shimmery, gleaming  

Associated keywords: jewelry, bottle, can, silver 

 

Shoe  

Definition: A covering for the foot usually made of leather 

Synonyms: fashion, clothing 

Associated keywords: clothing, leather, sneaker 

 

Side 

Definition: A position either on the right or left side of an object 

Synonyms: adjacent 

Associated keywords: plane, direction 

 

Silver 

Definition: A shiny grayish-white metal  

Synonyms: metal, shiny 

Associated keywords: jewelry, shiny, metal 

 

Sink  

Definition: A basin that allows water to drain 

Synonyms: facet, metal 
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Associated keywords: shiny, metal 

 

Sketch 

Definition: A rough idea drawn out on a piece of paper 

Synonyms: drawing, outline 

Associated keywords: paper, graphic 

 

Slate 

Definition: A fine grained, grey, blue metamorphic rock and can be split into smooth flat services. 

Synonyms: rock 

Associated keywords: smooth, rock 

 

Sneaker 

Definition: A soft shoe with rubber sole and worn for sports or casual occasions. 

Synonyms: shoe, footwear  

Associated keywords: shoe, clothing, fashion, rubber 

 

Sofa  

Definition: A cushioned seat with two arms on either side where people sit 

Synonyms: chair, bench 

Associated keywords: furniture, cushion, chair 

 

Sphere 

Definition: A round solid object with no points 

Synonyms: ball, round 

Associated keywords: ball, furniture 

 

Spoon 

Definition: A utensil used to scoop food 

Synonyms: silverware, utensil 

Associated keywords: utensil, silver, shiny 

 

Square  
Definition: A shape with equal sides of four 

Synonyms: quadrilateral 

Associated keywords: geometric, graphic 

 

Stack  
Definition: A pile of objects 
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Synonyms: mound, heap 

Associated keywords: cards, clothes 

 

Stairwell  

Definition: A shaft in a building were steps are built so someone can ascend or descend from a 

different level 

Synonyms: stairs, steps 

Associated keywords: furniture, architecture 

 

Stone  
Definition: Solid non-metallic matter which of which rocks are made 

Synonyms: rock, jewelry 

Associated keywords: slate, jewelry 

 

Storage 
Definition: A place where items can be kept that aren’t in use 

Synonyms: storage bin 

Associated keywords: box 

 

Sugar 

Definition: Sweet crystalline substance obtained from a variety of plants 

Synonyms: sweet 

Associated keywords: food, cooking 

 

Sunglasses 

Definition: A form of glasses that block the eyes from the sun 

Synonyms: glasses 

Associated keywords: fashion, clothing, glasses 

 

Surface 

Definition: The outside part or top layer of something, usually described as the texture of the artifact 

Synonyms: finish, outside, exterior, slate 

Associated keywords: marble, metal, wood 

 

T-shirt  

Definition: Short sleeve casual top, usually made of cotton 

Synonyms: polo neck, turtleneck, shirt 

Associated keywords: pants, dress, footwear, robe 
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Table 

Definition: A piece of furniture with a flat top and one or more legs, providing a level surface for 

objects 

Synonyms: furniture, bench, work surface, counter 

Associated keywords: furniture, bench, surface 

 

Tent 
Definition: A portable shelter, supported by one or more poles and stretched tight by cords and 

secured into the ground 

Synonyms: awning, canopy, roof 

Associated keywords: poncho 

 

Textile 

Definition: A type of cloth or a woven fabric 

Synonyms: fabric, cloth, material 

Associated keywords: canvas, clothing  

 

Theatre 

Definition: A building or outdoor area in which plays and other performances are given, usually to 

crowds 

Synonyms: playhouse, auditorium, coliseum 

Associated keywords: building, area, performance, public 

 

Toiletry 
Definition: Anything used for cleaning and grooming oneself (articles of preparation) 

Synonyms: toothbrush, emollient, essence 

Associated keywords: utensil, perfume 

 

Transparent 
Definition: Allowing light to pass through an object so that objects behind can be distinctly seen 

Synonyms: see-through, clear, translucent 

Associated keywords: eyeglasses, light 

 

Triangle 

Definition: A three-sided polygon that closes in a space (three edges and three vertices) 

Synonyms: Equilateral, Isosceles and Scalene, set of three 

Associated keywords: hexagon, geometric, square, rectangle, cone, circle 

 

Type 
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Definition:  A category of people or things having common characteristics 

Synonyms: brand, breed, category 

Associated keywords: art, logo, furniture, wood, metal, sketch, book 

 

Typeface 
Definition: A design a type (a set of characters of the same design) 

Synonyms: font, boldface, italic, pica, agate 

Associated keywords: helvetica, font, bold, typography 

 

Typography 
Definition: The style and appearance of printed matter, arranging type to make written language 

legible, readable, and appealing  

Synonyms: font, typeface, lettering 

Associated keywords: typeface, bold, font, helvetica 

 

Unigrid 

Definition: National Parks text, illustration, descriptions and maps, usually found in the park’s 

brochure. In 1977, Massimo Vignelli designed the Unigrid System for the National Park Service 

Synonyms: map, brochure, location, directions, description 

Associated Keywords: brochure typeface, illustrations, sketch 

 

Unimark 

Definition: International design firm founded in 1965, headquartered in Chicago 

Synonyms: office, company, Vignelli, department  

Associated Keywords: type, architecture 

 

Utensil 
Definition: An implement, kitchen tool, container, or other article, especially for household use 

Synonyms: kitchen tool, instrument, device, gadget 

Associated Keywords: knife, fork, spoon, dish, cup, mug 

 

Vase 

Definition: A decorative container, typically made of glass or china, could be holding flowers, etc. 

Synonyms: jar, urn, pot, flower holder 

Associated Keywords: glass, marble, metal, centerpiece 

 

Vintage 

Definition: A collection of contemporaneous and similar persons or things 

Synonyms: old, year, quality, prime, superior, antique, old-fashioned, old-school 
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Associated Keywords: decorative, design, dress, watch, jewelry 

 

Wall 

Definition: One of the sides of a room or building connecting floor and ceiling or foundation and roof 

Synonyms: barrier, room divider, enclosure, separator 

Associated Keywords: architecture 

 

Watch  

Definition: A small timepiece worn typically on a strap on one's wrist 

Synonyms: time, clock, chronometer 

Associated Keywords: design, metal, glass 

 

White 

Definition:  The color of milk or fresh snow, due to the reflection of most wavelengths of visible light. It 

is the opposite of black 

Synonyms: colorless, unpigmented, bleached 

Associated Keywords: bold, grey, black 

 

Wig 
Definition: A covering for the head made of real or artificial hair 

Synonyms: toupee, rug, false hair 

Associated Keywords: black, grey, white, texture, clothing 

 

Wood 
Definition: A hard substance formed from branches and trunks of trees. Can be used as building 

materials 

Synonyms: timber, planks, firewood, logs 

Associated Keywords: metal, surface, marble 

 

Writing 

Definition: The activity of making or creating coherent words on paper and publications 

Synonyms: note, write down, put down 

Associated Keywords: type, font, paper, newspaper 

 

Yellow 

Definition: The color between green and orange in the spectrum, the color of egg yolks 

Synonyms: lemon, yellowish, gold, blonde, amber 

Associated Keywords: orange, green 

 


