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NADFAS TRAINING DAY Presentation notes for attendees ENGLAND Sept2015ed
[for Wales and Isle of Man, see supplementary notes]

Historic England & Church Care Library now asking for Records to be delivered on simple digital
media for them to download. Aim for this and the printed and V&A CD copies will be simple by-
products. Use memory sticks. [see “List of Contents of Memory Stick” sheet]

CHURCH RECORDING HANDBOOK revisions pp. 37-46 & PHOTO SUPPS were 1-13, now 1-9
Available in Members’ Section of NADFAS website under “Church Recorders’ Handbook (updated May
2015)”

REQUIRED DIGITAL ENGLAND:
1. A MEMORY STICK for HISTORIC ENGLAND;

2. *A MEMORY STICK for CHURCHCARE LIBRARY, London; and

3. ONE GOLD CD IN PDF FORMAT V&A ART LIBRARY;

V&A unchanged. HISTORIC ENGLAND & CHURCHCARE LIBRARY new
* Anglican Churches. Other denominations, please check.
REQUIRED PRINTED COPIES: 1. CHURCH [Group binds and presents this]
2. DIOCESAN ARCHIVE, usually in COUNTY RECORD
OFFICE [Group binds and lodges this]

Transitional arrangements for work in progress 2015 (can deliver in old form)

PHOTOGRAPHERS
SHOULD HAVE AND PROVIDE 1. PHOTOGRAPHS AS TAKEN Keep for reference
2. TIFF PHOTOGRAPHS 10-20MB
Historic England archive quality
Must be numbered as in text eg 014
3. PHOTOGRAPHS saved in JPEG about 1-3MB,
numbered identically with TIFFs & text. Working copies
for printing, photo pages, embedding

DETAIL

RAW, TIFF & JPEG, ARRAY & PIXELS see Suppl. 4 for more information

Take in either:

RAW BEST QUALITY. NO CAMERA-ADDED DIGITAL ADJUSTMENTS OR
OPERATING INSTRUCTIONS. Exactly as the camera sensors pick up the
Picture, with no camera imposed adjustments, no compression. Like a
negative, needs to be converted to be useable.
ADJUST MANUALLY AND THEN “SAVE AS” TIFF

or

JPEG HIGH QUALITY PICTURES unsophisticated operating algorithm.

CAMERA MAKES ADJUSTMENTS AUTOMATICALLY eg white balance
and compression, according to camera’s mode.

CAMERA ADDS EVERYDAY USE OPERATING INSTRUCTIONS. These
unsophisticated instructions compress and approximate the

picture every time it is saved, so it deteriorates. “LOSSEY”.
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IMMEDIATELY “SAVE AS” TIFF which does not degrade. Do this
before any processing adjustments or reproduction.
or
TIFF HIGH QUALITY PICTURES.
CAMERA MAKES ADJUSTMENTS eg white balance, according to mode.
CAMERA ADDS SOPHISTICATED OPERATING INSTRUCTIONS.
Sophisticated algorithm. Clever instructions preserve the picture every
time it is saved. The TIFF instructions are much more complicated, so the file size
of a TIFF can be 5 times the file size of the same photograph as a JPEG.
TIFF is “LOSSLESS”
ALREADY TIFF no conversion necessary.
BUT - CHECK SAVED TIFF FILE SIZE. IF <10MB, not good enough (unless LZW compression has been
used). IF >20MB, too large (needs excessive computer storage capacity). REDUCE TO ABOUT 15MB.

IRFANVIEW is a good programme for this for PC users, downloadable free on the internet. [see “Using
Irfanview” on NADFAS website.

THE TIFFs 10-20MB ARE THE MASTER TOOL.

Practicalities, as suggested in the Handbook & Supplements:

PHOTOGRAPHER’S FOLDERS SET UP

P|ctures library
NADFAS Training

| | , |
f { 1 [

000 MEMORIALS 100 METALWORK 200 STONEWORK 300 WOODWORK

| |

400 TEXTILES 500 PAINTINGS 700 WINDOWS 800 MISCELLANEOUS

PHOTOGRAPHS AS
TAKEN BY DATE
PENDING TRANSFER

900 INTRODUCTION DATE 15.07.06 DATE 15.08.11

Arrange by:  Folder ¥

Pictures library
200 STONEWORK

| J
| Pz, |

IFFs 10-20MB TIFFs as taken UNUSED PHOTOS

5 STEPS

FIRST - DOWNLOAD PICTURES FROM CAMERA INTO A DATED FOLDER.

CHECK, CHOOSE and “SAVE AS” in TIFF FORMAT EACH GOOD PICTURE INTO THE APPROPRIATE
SECTION SUB-FOLDER “TIFFs AS TAKEN”.

SECONDLY — SECTION BY SECTION, AGREE WITH GROUP THE PHOTOGRAPHS TO BE USED.
THIRDLY - ADJUST SELECTED PHOTOS TO 10-20MB RANGE, WHERE NECESSARY, SAVING
THEM INTO THE SECTION “TIFFS 10-20MB” SUB-FOLDER.

FOURTHLY - AGREE NUMBERING WITH LEADER AND RENAME EVERY PHOTO IN “TIFFS 10-
20MB”. The file number or name of each photograph must be the number of the subject in the
text, eg 703. This is the number the Historic England computer picks up as it stores the picture. Never put
a prefix in front of the number of a TIFF. You may add after the number a letter or number such as a or
A or (1) if the text identifies an object that way, eg one of a set or part of a window. A short description
such as “700 makers mark” or “103 detail” is okay. Never use a full stop in the number/name.
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FIFTHLY - FROM THE TIFFs, SAVE INTO EACH SECTION’S “JPEGs” FOLDER JPEG VERSIONS. Will be
approx. 1 - 3MB. Numbering will be replicated IF CONVERTED FROM THE “TIFFS 10-20MB” SET.
Irfanview batch conversion set to “long side” at least 1,500ppi but no more than 1,800ppi (best).

CHECKING BY CRAR MARRYING THE TEXT & PHOTOGRAPHS

1. SEND TEXT AND PROPOSED PHOTOGRAPHS TO CRAR.
PHOTOS could be ON MEMORY STICK or CD. USE JPEGS not TIFFs. If the photographs are
Embedded, they will be already in the text.

2. IMPLEMENT CRAR CHANGES CHANGING THE TIFFs

3. WHERE ANYTHING IN A “TIFF 10-20MB” FOLDER HAS BEEN
CHANGED, THEN CHANGE THE JPEG. If using BATCH CONVERSION, DELETE ALL FILES IN
CORRESPONDING “JPEG” FOLDER. BATCH CONVERT THE WHOLE SECTION INTO THAT
FOLDER AGAIN.

THIS ENSURES THE JPEGS AND THEIR NUMBERING ARE IDENTICAL WITH THE TIFFs.
If you make the changes separately, you risk making a mistake.

PHOTO PAGES OR EMBEDDING?

TECHNICAL RECORD, NOT COFFEE TABLE BOOK

The first priority is that the photographs should be good images, despite being printed on plain paper. That
means they must be large enough to see and read the detail. This is why the basic standard is:

BASIC 6”X4”, 6” x 4.5” OR 5.33”X4”.

MEMORIALS, HERALDRY, WORDING, ASSAY/MAKER’S MARKS AND DETAIL — EASILY READABLE??
Some pictures might need to be larger, but do not do this unnecessarily because it will increase the storage
size of the Record unnecessarily. Pictures of the detail of an object, eg a mark, can sensibly be smaller.
TEMPTATION TO SHRINK. WHAT IS NOT ACCEPTABLE?

When inexperienced people embed pictures, they tend to shrink and to distort them to make them fit.
There is, also, a risk that if 2 or more objects on a page have pictures, the text and the photographs will not
fit. This can mean large blank spaces at the bottom of pages where the text and picture have had to be
carried over to the next page. That looks worse than photo pages.

EXAMPLES OF WHAT IS NOT ACCEPTABLE:

9 IN- MEMORIAM - MARIAN - de St CROIX - OB - DEC - 17th - 1849 - AGED - 53/.
10 | a) T &I (No.11)1978 —Current
| b) Gospelof Mark10, v.14

| d) Bradfield Combust Church Wardens’ Book, 1852 FL531/5/1

706 | WINDOW of 2 MAIN LIGHTS Ph i NAVE, W. wall |
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ST THOMAS a BECKET,
GREAT WHELNETHAM,
SUFFOLK WINDOWS

The condition of items in this section appears satisfactory unless otherwise
stated.

700 WINDOW of 4 MAIN & 5 TRACERY LIGHTS Phs CHANCEL, E. wall

1 Stonework: Perpendicular Gothic
style with a four-centred arch under
a conforming rere-arch. Mullions
and jambs are chamfered and
moulded. Splay w. 304 cm. There
is no sill. Four metal supports in
each main light are set into jambs
and mullions, and there is an
opening ventilator at the foot of (8).
Tracery Lights (1)-(5): (1) and (5)
are triangular, (2) and (4), are bi-
lobed, and all fit between the Main
lights and the arch. All are bounded
by a narrow fillet of clear
rectangular quarries. (3) is between
these and consists of a quatrefoil
with the bottom foil pointed
between the arches of (7) & (8). (3)
is bounded by a narrow fillet of
clear rectangular quarries. The head
of Christ, in the centre of (3), is
similarly encircled and surrounded in all the tracery by the Vine of Sacriice
Main Lights (6)-(9):

David, St George, St Nicholas, Joan of Arc

All four lights are cinquefoil-headed under drop arches. and have a clear fillet. The
top of each light has a Tudor rose at the foot of the head. Each light has a separate
figure therein with a title and predella beneath. In (6) & (9) there is a dedicatory

Snsaloalos cadbic bisa affalia 120

COMPILER NEEDS NECESSARY EXPERTISE & THE DRAFT SHOULD BE CHECKED BY CRAR. NOT
RECOMENDED PRACTICE. At your own risk, don’t blame the CRAR if he/she requires substantial changes.

CREATING PHOTO PAGES
Can use special programs eg Microsoft Publisher (PCs), Serif Affinity (MACs). These instructions
are for standard Microsoft WORD:
1. REFER TO SPECIMEN (below). CREATE A FIRST PAGE FOR EACH SECTION AS A WORD
DOCUMENT TO ACCOMMODATE 2 LANDSCAPE OR 1 LANDSCAPE + 1 PORTRAIT STANDARD
SIZE PICTURES
2. SIDE MARGINS ARE FIXED Left, 3.5cm for binding. Right 1cm minimum. TOP AND BOTTOM ARE
KEY - space can be increased.
3. PHOTO PAGES FOR A SECTION ARE A SINGLE DOCUMENT (FILE) MANY PAGES LONG. Don’t
create photo pages as individual documents. When the multi-page photo page document
for a Section has been printed, the individual pages can be interleaved with the text pages.
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ST THOMAS i BECKET'S CHURCH,
GREAT WHELNETHAM, SUFFOLK MEMORIALS

4cm STYLE GUIDE ST. MARY AND ALL ANGELS, MISCELLANEOUS!
top margin MERTON, SURREY

ST. MARY AND ALL ANGELS, MISCELLANEOUS |
{} MERTON, SURREY

HEADING IN A "HEADER" SO AS TO REPEAT
————"————— width 6.4 inches ON EVERY PHOTO PAGE OF THE SECTION

margin for
binding

height could be 9.5 inches
= 2 landscape 4"x6" or 4"x5.33 or 4.5"x 6" + 2 numbers
=1 landscape 4"x6" or 4"x5.33" and 1 portrait 5.33"x 4" + 2 numbers

= 1 portrait of any size

AS AN EXAMPLE, THE FIRST PAGE OF
MEMORIALS SECTION, READY TO
USE WITH ITS HEADER.

1}

3.5¢cm

STYLE GUIDE
botter n

-argi i
0 could be 1cm

“INSERT” PHOTOS ONTO BLANK PHOTO PAGES FROM REDUCED JPEGS FOLDER

ST THOMAS 3 BECKET'S CHURCH, GREAT WHELNETHAM ST THOMAS & BECKET'S CHURCH, GREAT WHELNETHAM
SUFFOLK WINDOWS SUFFOLK WINDOWS
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700 (2) & (9)

CROPPED PHOTOS OF DETAIL OR LONG OBJECTS — MORE ON A PHOTO PAGE IS POSSIBLE:
eg these 2 panes of graffiti, inserted into 2 cells of a 1 row x 2 column table. More flexibility is possible
using the “draw text box” facility of “Insert” “Text Box” or publishing programmes.
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EEHRS O- 700 Windows.photo pages [Compatibility Mode] - Word 7@ - 8 X
EU3l HOME | INSERT  DESIGN  PAGELAYOUT  MALINGS  REFERENCES ~ REVIEW  VIEW David Medcalf ~
o = T — i Find -
- - v | & A
(= TimesNewRo -[12 -[ A' &7 Aa- 4 2L | AaBbCd 4aBbCcl AaBbCc AaBbCcl AaBbC AaBbC AsBbCcD AaBbCel — i
-|  2cReplace
Paste % . sy poy s =
e ¢ romatpainter B I U 7 % X - A THeading1 THeading2 THeading3 = TNormal  TNoSpac..  Title Subtitle  SubtleEm... 5| oo
Clipboard i) Font ] Paragraph i) Styles ] Editing ~
= sz g 2 s PP TN DR T TI  T 5|

19 WORDS

703 graffiti

INSERT STEPS (WORD ON WINDOWS 7 PC)
1. Click to place cursor at top left hand corner of where you want the picture. Then click “Insert”.

Heading [Compatibility Made] - Ward 2 m -
SIGN  PASELAVOUT  MALINGS  REFERENCES  REVIEW  VIEW Divie Medealf
Calibri A X A 9 AcBoceoe Aabced: AcBbceDe AsBaced: AaBbC AaBbCi AaBbC Aasbced Shsindlx
| ) <l | % zeplace
aste - e %, X . F Norm: e iyle NoSpac.. Heacin eading itle Subtile [T| | 1 .
SFormxpainter B T U -k X x id Normal Stylel Sty T No Sp: Hescingl  Heading 2 Title btite |<| | [u select
Clipooard & tont & Varagraph stjles & tating -
. AT TS ¥ vy YT TS U T S ST ST P S N AT v

: CURSOR |

STMARY the VIRGIN, TROSTON,
SUFFOLK

0948

2. On “Insert” screen, click “Pictures”

21/0/2015

EH Qe C

BN MR WANG G
Bl ool e
et Chut 5

Faatng [Compaibiny \eds] - werd O 5 %

W

s Oxad bt -

T MARY he VIRGIN. TROTTON
TFOLK

3. Select the photograph and click “Insert”
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[ Insert Picture =5 .
i =5 1 David Medealf ~ [
@[} « Troston » 200 STONEWORK » 200Jpegs v“’” Search 200jpegs » |
— erlink [) Header - [E Quick Parts~ [¥ Signature Line ~  TT Equation
Organize v New folder - @ @ [f° J ¥ sig A
ookmark " . [3 Footer ~ Tt 4 WordArt~ [ Date & Time ©Q Symbol ~
5 : 3 ommen P = s 5
@ Microsoft Word —  Pictures library Arrangeby: Folder v oss-reference [ PageNumber~  goy~ “ DropCap~  [~]Object
200Jpegs Links Comments  Header & Footer Text Symbols ~
I Desktop = ) =l
I S RecentPiaces 200 APA152425 200 south end 201 9222407 202 9222393 =
& SkyDrive p— |FIRGIN, TROSTON,
8 Downloads d i oLk
4 Libraries ‘
[ Documents
J\ Music 203 PA152422 204 exterior 204 interior 205 PA152427
5 Pictures P9222420 PAL52426
=Ry, a4 e >
File name: ,

10:00

21/01/2015

4. Use the handles and the left, centre, right placing tools to adjust to the desired size and position:
Note — side “handles” distort picture, corner “handles” maintain the proportions:

gEHRS O 700.Windows photo pages [Compatibisty Mode] - Word PACTURE TOOUE T ®m - & X
IEEE o mSST  DESGN  PAGELAVOUT  MALINGS  RIFERENCES  REVIEN VW FORMAT Oavid Medeatt -
X »: rar—_—— Mg -
TimesNewRo -1 <[ A Aa- B Do &35 N T | AaBbCel AsBbCcl AaBDCC AsBHCel  AsBbC A@BDC AsBbCeD AaBbCel |-

%5 Replace

o ciarunier L0, X v-A THesding] THesding2 1Heading3 | TNomal | T No Spac Tite Subtitle  Subtle Em... = ais
. 7" "USE THESE TO GET | e ’
| RIGHT POSITION

ALL SAINTS' CHURCH, IXWORTH THORPE
WINDOWS

USE "HANDLES"
TO ADJUST SIZE
AND FINE TUNE
POSITION

BEHRQR S U= Heading [Compatibility Mode] - Word PICTURE TOOLS. 7 @ - x
FILE HOME INSERT DESIGN PAGE LAYOUT MAILINGS REFERENCES REVIEW VIEW FORMAT David Medcalf ~ ﬁ
B X Cut ey pa—— ey N o] = | A #Find ~

P | Calibri ~%2v &3 8l 9 | aapbcedc AaBbCcD: AaBbCcD: AaBbCCDC AaBbC AaBbCi AaBbC 4aBbCeD [ I
8 -] %
Paste - = 1=. » - 3|
Pt o Formatpaiter | B F Y = 4= T Normal Stylel Style2  TNoSpac.. Headingl Heading2 Title subtitle (<] N opect~
Clipboard & Paragraph o Styles 5 Editing ~
L 20X 120 140 160 180 1100 (120 (14 N00s
Centralise with this
E button.

Adjust
space

with
cursor.
Then

type in

the number

B = ) ]
5. THEN ADD NUMBER/NAME BELOW OR BESIDE USING THE CURSOR [TEXTBOX? | FIND IT
TAKES MORE ROOM AND IS MORE DIFFICULT TO MOVE AROUND].
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COMPLETE RECORD PRODUCTION

YOU WILL NEED:

Arial 11 or Times New Roman 12

TEXT PAGES - EACH SECTION AS WORD DOCUMENT (file), EACH SECTION IS PAGE
NUMBERED. Use a Header for Section heading and a Footer for page numbering
PHOTO PAGES (IF NOT EMBEDDED) — EACH SECTION AS WORD DOCUMENT, NO NEED
TO INCLUDE IN PAGE NUMBERING. [MOUNTED PHOTOGRAPHIC PRINTS see below.]
ALL THESE WORD DOCUMENTS (files), “SAVE AS” PDF/A DOCUMENTS INTO A NEW
FOLDER PRODUCTION FOLDER

PDF/A
For extﬂra STABIL TY

x, % === |15 £, 4 fiNormal |  Stylel Style2 T No Spaci Headingl  Heading 2 T
Font o Paragraph styles
(1] Save 45 o]
D S T — 1
&, [[5] v Libraries » Documents » My Documents » ~ [ 4 |[[ Search My Documents IS
Organize »  New folder 8% @
“  Documents library
g Amangeby: Folder ™
I Favorites My Documents e
B Deskiop
" RecentPlaces |£| | v&atrial
% SkyDrive St Nowhere's Church PDF/A

& Downloads

4 Libraries
[= Documents
@ Music

File name:  Docl

Save asty{: PDF C.pd] Y

Authors: DIM

Optimize for: @ Standard (publishing
online and printing)
© Minimum size
{publishing online)

= Hide Folders

|[=]
< =" =)
be x, X° - A EH=== =) . R | 7 normar | Stylel Style2 Mo Spaci.. Headingl  Heading 2
Font ) Paragraph Styles
|-zw-@s As :3\7‘15-
\;Q [(E]» Libraries » Documents » Wy Do, - [ 42 [[Seorch My Documents -
5 T |
Organize v New folder J S - @
Page range
it Favorites | L L] Arrangeby:  Folder =
B Desktop Pl
ol I | R o MAC USERS ~ WORD FOR MAC
@& SkyDrive . .
8 Downlosds )| i v PDF/A not available in Word for
5 Ubraries Mac. PDF will be good enough.
=] Documents
&' Music e J I_
File name: Docl Word bookmarks -
7| Document properties
SRl @ Document structure tags for ibility h
Authors: DIM PDF aatia
Optimize for: @) St
Ol

[E

Ll w11 ) L e i i S s |

DIGITAL RECORD DELIVERY
MUST HAVE:

1. PRODUCTION FOLDER WHOLE RECORD IN PDF/A or PDF

a.

NAMED: 1_COUNTY_PARISH_CHURCH NAME_PDFARECORD
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b. CONSECUTIVE NUMBERING ADDED TO THE FILE NAMES TO ACHIEVE CORRECT
ORDER. UNDERSCORE NOT FULL STOPS:

) r -
@ ). » Libraries » Documents » Church Recording » Troston » 1.Suffolk Troston_St Mary the Virgin_PDFARecord

Organize v Share with v Burn New folder
3 Favorites Documents library
B Desktop 1. Suffolk_Troston_St Mary the Virgin_PDFARecord

%l Recent Places
@& SkyDrive
& Downloads

*F3]01_900 INTRODUCTION etc
T1]02_CR title+ copyright v2

3103_000 MEMORIALS

T3104_000 MEMORIALS PHOTO PAGES
F3505_100 METALWORK

‘@0&_100 THE BELL FORM

E07_100 METALWORK PHOTO PAGES
3108_200 STONEWORK

4 Libraries
E Documents
©| My Documents

) Public Documents

i
<& 5 me 5109_200 STONEWORK PHOTO PAGES
cty
%’ i $3110_300 WOODWORK
Videos

311_300 WOODWORK PHOTO PAGES
3112 400 TEXTILES

113_400 TEXTILES PHOTO PAGES

1114 _500 PAINTINGS etc

315_500 PAINTINGS PHOTO PAGES
T1116_600 LIBRARY

$1117_700 WINDOWS

3118_700 WINDOWS PHOTO PAGES
319800 MISCELLANEOUS

3120_800 MISCELLANEOUS PHOTO PAGES

*& Homegroup

™ Computer
&L Local Disk (C:)

€y Network

2. JPEG PHOTOGRAPH FOLDER, with SECTION SUB-FOLDERS
NAMED: 2_COUNTY_PARISH_CHURCH NAME_JPEGfiles

!Hh » Libraries » Documents » Church Recording » Troston » 2 Suffolk Troston_St Mary the Virgin_Jpegfiles »

Organize v Share with v Bum New folder

avorites i
R F Documents libra
Ml Desktop 2_Suffolk_Troston_St Mary the Virgin_Jpegfiles
? o e JJ 000 MEMORIALS JPEG
3 S"’D":‘ds ) 100 METALWORK JPEG
Down )/ 200 STONEWORK JPEG
5 )| 300 WOODWORK JPEG
L i )} 400 TEXTILES JPEG
B My"'no(""” = )i 500 PAINTINGS ETC JPEG
ument
700 WINDOWS JPEG
')} Public Documents &
gt Al 800 MISCELLANEOUS JPEG
=4 p_“"‘ J} 900 INTRODUCTION JPEG
ictures
[B My Pictures

3. THE TIFF 10-20MB PHOTOGRAPHS
a. IN ASINGLE FOLDER NAMED: 3_COUNTY_PARISH_CHURCH NAME_archivalTIFFs
b. NOT IN SECTION SUB-FOLDERS

o
@;! . \Ii[. » Libranes + Documents » Church Recording » Troston » |3 Suffolk Troston St Mary the Yirgin_archival TIFFs

Orgenze »  Sharewith > Bum  Newfolder

X Favorites Documents library
B Desktop 3_Suffolk_Troston_St Mary the Virgin_archival TIFFs
G RN s 001 6022286 1002 APAZ32461 #2107 PALSUD #4209 interior PROA2342
Sy %002 PB122516 #:1003 base & marks #:108 PA232495 3210 exterior P1092540
% Dupicars #:003 PEI22518 #1000 APAZ32464 #e109 PE042338 #2210 interior P1092546
001 PE122519 #1005 bese PAZIS0 4109 PE042340 #4210 sun dial & mark 223256
W Ui #0054 PAZ32457 #:100b top PA232462 #113 PBI22520 211 pats2
i Dockmenes #0058 PAIS2459 #100¢ marks PL020510 121 PAIS2U4E o212 APALS2842
. My Docurpents 3006 Pa042345 #100c 121 PALS2UT 21210 PE1ZZS2
- M"‘b“‘ Documents 07 poo12362 1004 detail PA232475 121 PAIS2HAE 3213 exterior PO222421
e #:008 P6022305 :100d face PA2IT3 He121 PS4 #5213 interior PALS2443
Q‘AP'“‘”“ #§:009 PB042321 #1004 5 marks PA232480  #e121 PAIS24S3 #e214 PAIS2440
— ::’b::‘xm $-000 P6022280 31004 marks PAZIAT4 $200 APALS2425 215 PE042320
M011 Pe022278 3:100d side PAZIT #4200 south end PAISM24  $:216 PB042350
I Videos #0012 detail PA232498 ¥ 1012 APA232470 3201 Pa222407 #2174 PB122535
#-012 P6022276 #1010 base PAZI2NE3 #4202 P9222393 #2178 PE1225%
VY Homagroup #0132 P6022301 #1016 APABUTL 203 PAISU2 #217C PB122534
30136 PE022300 Ho101b maks PAZINE2  $e20d exterior PO2UN  $e217D P22IST2
” pa #013¢ 6022299 102 APA232467 $ 04 interior PAIS2426  He217€ PEI22S3
& LoaalDis () #-014 P9222007 #4102 base marks PA32SL  $205 PALS2427 2177 PA2IZD
3016 P6022302 H102d marks PAZ32493  #c205 PAIS2428 #2176 PAZ250T
O Network 3017 PE022303 #:103 and 104 PS222389 3 206 PEO4231T He217H PA232506
#018 P6022304 #5103 dedication PO222390 #4207 PE022290 Sa7 2357
3010 PA232501 105 PO222391 #4208 PALS2 32171 P232569
%020 PA152437 3106 P9222401 3 200 exterior PB042343 #:217K P1010542

Example of these 3 Folders in My Documents Library, ready for use:
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N -
@u . » Libraries » Documents » Church Recording » Troston »

Organize » Share with v Burn New folder
45¢ Favorites Documents library
Bl Desktop Troston
= Recent Places

) 1_Suffolk_Troston_St Mary the Virgin_PDFARecord

) 2_Suffolk_Troston_St Mary the Virgin_Jpegfiles

) 3_Suffolk_Troston_St Mary the Virgin_archival TIFFs,
| TROSTON for printing

) V&A pdfs

IR A o R

@& SkyDrive
& Downloads

4 4 Libraries
D ’:'j Documents

MEMORY STICK 8GB. RE-USEABLE.

INSERT MEMORY STICK and open it. Some sticks have execution and instruction files on them.
Ignore or delete.

COPY & PASTE OR “SEND TO” THE 3 FOLDERS to the memory stick

CHECK THE MEMORY STICK

Firmly tie (best) or stick a label (dicey) onto the memory stick with the following on it:

i. “NADFAS Church Recording”

ii. The date on which the memory stick has been created

iii. The County, Parish, full Church name and Church number

iv. The organization for which it has been produced e.g. ChurchCare Library
make and print a LIST OF CONTENTS: see Suppl. 7 Page 7

NADFAS CHURCH RECORDING
LIST OF CONTENTS OF MEMORY STICK

COUNTY Suffolk

PARISH Troston
CHURCH St Mary the Virgin
CHURCH NO. 33221

USE FOR PRINTED AND
V&A
CD COPIES AS WELL

DATE OF PRODUCTION 20 May 2015
1. Folder The whole Record in PDF/A format

2. Folder The photographs of the Record in Jpeg format in the following sub-folders:
000 Memorials
100 Metalwork
200 Stonework
300 Woodwork
400 Textiles
500 Paintings
700 Windows
800 Miscellaneous
900 Introduction

3. Folder The photographs of the Record in archival TIFF format:

Section Number of files First and last numbers
000 Memorials 23 001-020
100 Metalwork 33 100a-121
200 Stonework 38 200-217M
300 Woodwork 53 300-336
400 Textiles 10 400a-410c
500 Paintings 13 500-503k
700 Windows 26 700-715
800 Miscellaneous 3 800-800a
900 Introduction 4 900 A-900 West-East

Deliver to NADFAS House 2 memory sticks, 2 Lists and 1 V&A gold CD
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PRINTING

EITHER:
1. TAKE/SEND TO PRINTER PDF FORM TEXT AND PHOTOS FOR THE PRINTED RECORDS; and
2. AFTER PRINTING, IF USING PHOTO PAGES, INTERLEAVE PHOTO PAGES INTO THE TEXT

OR: [NOT AS GOOD]
1. PRINT AND INTERLEAVE 1 COPY. CHECK IT and
2. HAVE THIS INTERLEAVED COPY PHOTOCOPIED BY PRINTER. SOME GROUPS HAVE PAGES OF
MOUNTED PHOTOGRAPHS SCANNED, RATHER THAN INSERTING PHOTOGRAPHS BY COMPUTER.
3. IF PHOTOCOPYING, RECOMMEND GET SCANNED AND SAVED IN PDF/A. WILL BE BEST
FOR MEMORY STICK RECORDS. SCAN IN SECTIONS SO THAT EACH SECTION'’S
PHOTOGRAPH PAGES IS A SINGLE PDF/A FILE.

If you have a high quality home printer, the copy to be taken to the Printing firm for Scanning can
be home printed, even on an inkjet printer. But, it must be very good (excellent colour production and high
resolution (300dpi or more). Most home printers are not good enough). That copy must not be used as a
final copy of the Record if printed by inkjet (it will fade).

KEY PRINTING POINTS:

1. ONE SIDE OF A4 WHITE PAPER

2. MINIMUM 100gm. STORAGE ISSUE IF HEAVIER

3. PAPER FINISH — DISCUSS WITH PRINTER. QUALITY AGAINST COST &
THICKNESS No more than, say, 130gm because of bulk. Printers can recommend
plain paper which takes photo prints better, but consider cost too. Silk finish
paper?

4. SAME PAPER FOR TEXT AND PHOTOGRAPHS. No pictures on heavier
photographic paper.

5. TEXT PAGES MUST BE NUMBERED SECTION BY SECTION. PHOTO PAGES DO
NOT HAVE TO BE INCLUDED IN THE NUMBERING

6. ALL LASER PRINTED FOR PERMANENCE

For burning the whole Record onto an archival CD for the V&A see the notes “Burning the V&A
CD”. Use Folder 1 PDF/A text and photographs or JPEG sub-folders of photographs.

For burning TIFF photographs onto archival CDs for Historic England ask for the notes “Burning archival CDs
of TIFF photographs”.

djm.11.09.15 themedcalfs@hotmail.com
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