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NADFAS TRAINING DAY Presentation notes for attendees in Scotland

CHURCH RECORDING HANDBOOK pp. 37-39, 42, 45-46 & PHOTO SUPPS 5, 12 & 13
Available in Members’ Section of NADFAS website under Church Recording materials

SCOTLAND
REQUIRED PRINTED COPIES 1. CHURCH [Group binds and presents this]

2. the SCOTTISH CHURCH AUTHORITY*
3. LOCAL COUNTY ARCHIVE [Group binds and lodges this]
4. NATIONAL LIBRARY OF SCOTLAND*

REQUIRED GOLD CD 1.V & A ART LIBRARY

REQUIRED ARCHIVAL PHOTOGRAPHS ON GOLD CDs USUALLY NONE, BUT REFER TO CRAR
FOR LATEST POSITION

*ASK CRAR FOR INSTRUCTIONS. THIS MIGHT BE THE NATIONAL BODY OR REGIONAL, SUCH
AS THE PRESBYTERY OR DIOCESE.

NORTHERN IRELAND
REQUIRED PRINTED COPIES 1. CHURCH [Group binds and presents this]

2.the N | CHURCH AUTHORITY*

3. PRONI (Belfast)

4. LOCAL COUNTY ARCHIVE*

5. MONUMENTS & BUILDING RECORD, Belfast
*LIAISE WITH CRAR ABOUT THESE

REQUIRED GOLD CD 1.V & A ART LIBRARY
REQUIRED ARCHIVAL PHOTOGRAPHS ON GOLD CDs USUALLY NONE, BUT REFER TO CRAR

FOR LATEST POSITION
NOTE - GOLD CDs FOR V&A ARE SENT VIA NADFAS HOUSE

PHOTOGRAPHERS
SHOULD PRODUCE: 1. PHOTOGRAPHS AS TAKEN
Keep for reference
2. TIFF VERSIONS OF PHOTOGRAPHS TO RETAIN THEIR
INTEGRITY
3. PHOTOGRAPHS saved in JPEG about 1-3MB
numbered identically with text. These are working copies
for photo pages, embedding, printing and V&A CD.

SCOTLAND & N I NOT CURRENTLY DELIVERING SETS OF TIFF PHOTOS

RAW, TIFF & JPEG, ARRAY & PIXELS see Suppl. 4 for more information
Take in any of:
RAW BEST QUALITY. NO CAMERA-ADDED DIGITAL ADJUSTMENTS OR

OPERATING INSTRUCTIONS. Exactly as the camera pixels pick up the
Picture, with no camera imposed adjustments, no compression. Like a
negative, needs to be converted to be useable.
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ADJUST MANUALLY AND THEN “SAVE AS” TIFF

JPEG HIGH QUALITY PICTURES (5 megapixels or more). 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
newly saved, so it deteriorates. “LOSSEY”.

IMMEDIATELY “SAVE AS” TIFF which does not degrade. Do this
before any processing adjustments or reproduction.

TIFF HIGH QUALITY PICTURES.
CAMERA MAKES ADJUSTMENTS eg white balance, according to mode.
CAMERA ADDS SOPHISTICATED OPERATING INSTRUCTIONS.
Sophisticated algorithm. Clever instructions always preserve the picture when it
is saved. Because the TIFF instructions are more complicated 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.

A 5 MEGAPIXEL JPEG WILL PRODUCE APPROX. A 15 MEGABYTE TIFF (less if LZW compression is
applied). GOOD WORKING SIZE.

IF >20MB, too large (needs excessive computer capacity). REDUCE TO ABOUT 15MB.

IRFANVIEW is a good programme for this for PC users, downloadable free on the internet.
Instructions for using IRFANVIEW are on the Church Recording part of the website.

Practicalities, as suggested in the Handbook Supplements:
PHOTOGRAPHER’S FOLDERS SET UP. Not compulsory, but it works.

Suggested Folders

Pictures library

Arrange by: Folder ¥
NADFAS Training

‘ ‘ ' ‘ P|ctures library
f f ElR [ stonework - SIMPLER VERSION FOR SCOTLAND

000 MEMORIALS 100 METALWORK 200 STONEWORK 300 WOODWORK & ISLE of MAN

| | | |

400 TEXTILES 500 PAINTINGS 700 WINDOWS 800 MISCELLANEOUS

200 STONEWORI TIFFs UNUSED PHOTOS
JPEGs
PHOTOGRAPHS AS
TAKEN BY DATE
PENDING TRANSFER

900 INTRODUCTION DATE 15.07.06 DATE 15.08.11

5 STEPS
FIRST - DOWNLOAD PICTURES FROM CAMERA INTO A DATE TAKEN FOLDER.
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SECONDLY — CHECK and CHOOSE THE GOOD PICTURES, SECTION by SECTION. JPEGS & RAW
“Save as” TIFFs into the Section TIFF sub-folder, reducing file size if over 20MB. TIFFs copy/paste or
“Save as” into the Section TIFF sub-folder, reducing file size if over 20MB, reducing file size if over
20MB. If batch converting TIFFs >20MB to 10-20MB range, Irfanview setting 2,700 pixels long side is
about right (= 300ppi at 9”).

THIRDLY - SECTION BY SECTION, AGREE WITH GROUP LEADER THE PHOTOGRAPHS TO BE
USED. Move those which will not be into an “Unused photos” file. Keep the unused photos, they
sometimes become useful.

FOURTHLY - AGREE NUMBERING WITH LEADER AND RENAME EVERY PHOTO IN “TIFFs” sub-
folders. The file number or name of each photograph must be the number of the subject in
the text, eg 703. 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.

FIFTHLY - PRODUCE FOR EACH SECTION JPEGs SAVED INTO ITS “JPEGs” FOLDER. If batch
processing, the setting 1,500 - 1,800 pixels long side is good (= 250 - 300ppi at 6”). JPEG
version should be between 1.5 and 4MB file size.

Numbering will be replicated IF CONVERTED FROM THE “TIFFS” SUB-FOLDER.

CHECKING BY CRAR MARRYING THE TEXT & PHOTOGRAPHS

1. SEND TEXT AND PROPOSED PHOTOGRAPHS TO CRAR
PHOTOS e.g ON MEMORY STICK or CD. USE JPEGS. If the photographs are
Embedded, they will be in the text.

2. IMPLEMENT CRAR CHANGES

3. WHERE ANYTHING IN A “TIFFs” FOLDER HAS BEEN CHANGED, 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 — MUST BE EASILY
READABLE

Some pictures might need to be larger. 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
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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:

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

. : >

mould_ed. Splay w. 304 cm. There o) o e .
Is no sill. Four metal supports in A AU ,’"0“» @.}“ >
each main light are set into jambs VA O@RORIOE I @D

; ; ' X K XX XK X
and mullions, and there is an \ iv.va’v{\ A
opening ve_ntilator at the foot of (8). % ' S ' i;‘/'é_fﬁl I (’G)Q‘{
Tracery Lights (1)-(5): (1) and (5) "R I'(é\s =3 | %
are triangular, (2) and (4), are bi- ) SELADY Mf( ﬁ\ “!. nh. ; LA
lobed, and all fit between the Main i RRTIERG N 7 R N
lights and the_arch. All are bounded ol <““,‘&5<§ l‘é“\\@;‘{l i}%:.‘{]
by a narrow flllet_ of clear_ e , [ R R0\, |
rectangular quarries. (3) is between MR, | SSSURCITS | SNSRI | SR

these and consists of a quatrefoil
with the bottom foil pointed

between the arches of (7) & (8). (3) = WAVAVAV/  \VAVAVAV;
is bounded by a narrow fillet of ;;mﬁﬁ'%i z‘g‘g‘él ’g’#’e’g
clear rectangular quarries. The head [l DOOONMIX XXX
of Christ, in the centre of (3), is
similarly encircled and surrounded in all the tracery by the Vine of Sacrifice.

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

| _aJ|

AND:

g
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
c) Birkin Haward
| d) Bradfield Combust Church Wardens’ Book, 1852 FLS31/5/1 |

706 | WINDOW of 2 MAIN LIGHTS Ph i NAVE, W. wall |
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COMPILER NEEDS NECESSARY EXPERTISE & THE DRAFT MUST BE CHECKED BY CRAR. 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 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 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.

Could fit into

ST THOMAS i BECKET’S CHURCH,

header 4cm STYLE GUIDE ST. MARY AND ALL ANGELS, MISCELLANEOUS GREAT WHELNETHAM, SUFFOLK MEMORIALS
l} top margin MERTON, SURREY
ST. MARY AND ALL ANGELS, MISCELLANEOUS ||
0 MERTON, SURREY
d HEADING IN A "HEADER" SO AS TO REPEAT
<= =
2o I S—— | 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.

§

3.5cm

STYLE GUIDE
i~ :

2 ]
g could be 1cm
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“INSERT” PHOTOS ONTO BLANK PHOTO PAGES FROM REDUCED JPEGS FOLDER

ST THOMAS 3 BECKET'S CHURCH, GREAT WHELNETHAM ST THOMAS 3 BECKET’S CHURCH, GREAT WHELNETHAM
SUFFOLK WINDOWS SUFFOLK WINDOWS

e it oy
X o'o;vM XK =

Rl o i s = ’i‘i‘l‘?
N e d & etz XX XX}

N
Tk UK R0 &
i E‘“(". !

I/AI \A

oy

TAVAVAVA| TAVAVAVA
§0¢0¢0¢4 ..
_. MOM

T e TR

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.

ST THOMAS & BECKET'S CHURCH, GREAT WHELNETHAM ST THOMAS & BECKET'S CHURCH, GREAT WHELNETHAM
SUFFOLK WINDOWS SUFFOLK WINDOWS

e ol Wi e
IV:VAV:@ ')’AVA“' :?:A'A‘« ‘ Nl
Wy RO 5

A0 VT w 0
Ll UK B R ’o‘

AEAY |u.| [7\/

e O g0X
[ -e»,

b'OONl XXX
DOOOCDOCOCX I

700 (8) & (9)

CROPPED PHOTOS OF DETAIL OR LONG OBJECTS — MORE ON A PHOTO PAGE IS POSSIBLE:
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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 programs eg Microsoft
Publisher (PCs) or Serif Affinity (MACs).

BHRS O-= 700.Windows.photo pages [Compatibility Mode] - Word 7 8 - 8 X
FILE HOME INSERT DESIGN PAGE LAYOUT MAILINGS REFERENCES REVIEW VIEW David Medcalf ~
oo Cut = T < w5 = A M Find ~
= | W v | P T P = 3= 4
D e TimesNewRo |12 ~|A A" | A3~ | @ | = <3 2l 9 | AaBbCd AaBbCa AaBbCC AaBbCcl AaBbCcI AaBbC Aa8bCcD AaBhCel 2. Risi
| 2cReplace
Paste ) % 2| A~ Ay — ESAR T i i i 1 T =iy
e ¢ romatpainter B T U 7 X X " - A = 1=. O THeading1 THeading2 THeading3 | TNormal | TNoSpac..  Title Subtitle  SubtieEm.. [3| | <y
Clipboard o Font. [ Paragraph I Styles 5 Editing ~
L R S ¢ E A0 213181 5161 T 1 81 9.1 001 Alo 1 A2 1 1301 4.1 15 1 -16: NEE A

703 graffiti

PAGE4OF8 19WORDS [I2 g B -—bh—+ 8%

i' e e | 7 i m 16:10

03/02/2015

B )

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”.

EEHR O L Heading [Compatihility Made] - Ward 2?2 M - M X

HONEDESIGN PASELAVOUT  MAIINGS  REFERENCES  REVIEW  \IEW Divie Medeatf - [

#esind -

o Xt " iz pe e E
1 A S = s
) Calibri 1 KX |pa~ |8t = 2L 9 | acebeede Assbeedx Acsbeede AoBaccde AaBbC AaBbC: AaBbC AasbccD % 20
Cor <1 3ceplace
Paste San £ Ww.A- Norm: ® 2 TNoSpac.. Hecingl Headin itle ubtite (<
e ~FormatPainter B T Y -k X X v A Normal Stylel Stk NoSpac.. Hy g1  Heading2 Title Subtith || Iy select~
Ciipooara 5 ront 5 varagrapn 3 stiles & tatng P
. AT STSYS FYE T T3 P (EY ITEY VT SN EY W WY AT v

ST MARY the VIRGIN, TROSTON,
SUFFOLK

CURSOR ————

09:48
21/m015

~ PO

2. On “Insert” screen, click “Pictures”
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R [T ————— T a - 9%
[« T PMELATOUL WA RRINS  RAW AR oxsamiscant - Y
Tl e W no o
e Awerstar Bomn me  Qyres
Anen Dlowpe -
H ST MARY e VIRGIN. TROTON
TroL

3. Select the photograph and click “Insert”.
] Insert Picture [

@v[ J. « Troston » 200 STONEWORK » 200Jpegs [ ¢ | search 200jpegs ol David Medcalf ~ n
e erlink Header ~ = uick Parts + [# Signature Line ~  TT Equation
Organize »  Newfoldes =2+ A e f ) b B L sig ;
L o = = bokmark . ; [ Footer~ Tox 3 Wordart- [ Date & Time € Symbol -
% y Y omment :
[ Microsoft Word Pictures library Arangeby: “Fokles-» oss-reference [7) Page Number~  goy~ = Drop Cap~  [~]Object ~
200Jpegs Links Comments  Header & Footer Text Symbols ~
B Desktop = ) —E
Il g Recent Places 200 APAL52425 200 south end 201 P9222407 202 P9222393 H
: e PA152424
kyDrive |IVIRGIN, TROSTON,
& Downloads = LK
4 Libraries ’ L

|| Documents

& Music 204 exterior 204 interior 205 PA152427
(=] Pictures P9222420 PA152426

= P

File name:

203 PA152422

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

: o Windows ot pyes Computiy Mol - Wod R Tw -8 x
[ T I

GUENCES  REIEW VW FORMAT ouvid ot - [
M
AaBbCel AaBbCel AaBDCC AaBbCcl AaBbCcl AQBDC AsBECeD daBbCel

THesding] THesding2 THeadingd | THormal | TNoSpsc..  Te  Subtitle  Subtiefm..

TimesNewRo < (12 +| A A" Aa- B IO §

, Wy x v-A
'USE THESE TO GETINTO: « « ¢ + ¢ + v w v o s wiw
] RIGHT POSITION

ALL SAINTS' CHURCH, IXWORTH THORPE
SUFFOLK WINDOWS

USE "HANDLES"
TO ADJUST SIZE
AND FINE TUNE
POSITION




Page 9 of 11

BHRQR S s Heading [Compatibility Mode] - Word PICTURE TOOLS

7 E - &8 X
HOME INSERT DESIGN PAGE LAYOUT MAILINGS REFERENCES REVIEW VIEW FORMAT David Medcalf ~
2 X Cut N By 1T LT L% — # Find -
Dy - Calibe i cfA A Aa- g i=-i=-5Ee &5 AL | aagbcene AsBbeede AaBbCcDe Asebeede AaBbC AaBbCi AaBbC AsBbCcD -
= e
Paste - s T yl yl 1 -
¥ Formatpainter B 1 U e X x Normal Stylel Style2 NoSpac.. Headingl —Heading2 Title Subtitle <]\ gorect
Clipboard Fi Styles ) Editing

Centralise with this
button.

Adjust
space
with
cursor.
Then

;, A p. type in

L the number
L\ 'X

PAGE1OF1 OWORDS [

] B -—b———+ ux
- y e = 1011
'_‘ m_\ . e ) E% S E O s

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

COMPLETE RECORD PRODUCTION

YOU WILL NEED:

Arial 11 or Times New Roman 12

1. 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

2. PHOTO PAGES (IF NOT EMBEDDED) — EACH SECTION AS WORD DOCUMENT, NO

NEED TO INCLUDE IN PAGE NUMBERING. MOUNTED PHOTOGRAPHIC PRINTS see
below.

3. ALL THESE WORD DOCUMENTS (files), “SAVE AS” PDF/A DOCUMENTS INTO A
NEW FOLDER PRODUCTION FOLDER

PDF/A
For extwrg S ABILITY

x, X =sE=== IE' EC. R R | 7Hormal | Stylel Style2 T No Spaci. Heading 1 Heading 2 1
Font = paragraph = Styles
(] Sove Ac ==
‘U\.} [ 5] v Libraries » Documents » My Documents » = [ 42 ]| Scarch My Documents £
Organize *  New folder - @

“  Documents library

¢ Favorites B Wy Documents Amangeby:  Folder =
B Desktop
"l RecentPlaces  |£ v&a trial
% SkyDrive ‘ St Nowhere's Church PDF/A
8 Downloads
4 Libraries

[ Documents

@ Music

File name:  Docl

Save asty{‘ PDF (.pdf] Y

Authors: DIM

Optimize for: @ Standard (publishing
o

= Hide Folders




be %, X' w-A-El=E==={= H-5- | tnomal | stie Style2  THoSpaci. Headingl Heading 2
Font ) Paragraph [ Styles
U "@Save)\s ‘ P ‘ 118
WY = o + |
A | = v Libraries » Documents » My Documents » - |&f|| Search My Documents »
Opti 2
Organize + New folder _J Gl iE - @
C A by: Folder
0 Favorites = ene S el S
Bl Desktop - o
= L election
:': ::;;"_tm““ r ) Page(s) From: [ ) Te: [1
rive b
18 Downloads IE || Publish what
(@ Document
Libraries Document showing markup
e

“ Hide Folders

@ Documents

Save as type: | PDF (*.pdf]|

Authors: DIM

Optimize for: @ Staf)

Include non-printing information

Aﬁ . Create bookmarks using:
Music = e -
(@ Headings
File name:  Dacl 1 Word bookmarks
Document properties

Document structure tags for accessibility

5 L BThe embedded
onli [] Encrypt the document with a password

® (’\’;L:- |Bblishing
———
Tools ~ [ Save ] [ Cancel

- (aml|

RECORD DELIVERY

AIM TO HAVE:

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

a. NAMED: 1_COUNTY_PARISH_CHURCH NAME_PDFARECORD
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MAC USERS
WORD FOR
MAC PDF/A
not available
in Word for
Mac. PDF will
be good
enough.

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

EE] » Libraries » Documents » Church Recording » Troston » 1. Suffolk Troston_St Mary the Virgin_PDFARecord

Organize v Share with v Burn New folder
Y Favorites Documents library
Bl Desktop 1_Suffolk_Troston_St Mary the Virgin_PDFARecord
f‘ fincams Places %101_900 INTRODUCTION etc
3 Styfies 02_CRtitle+ copyright v2
A #5103.000 MEMORIALS
ek *104.000 MEMORIALS PHOTO PAGES
Ei o 5105100 METALWORK
n“"D"’"’ #%06_100 THE BELL FORM
m.t“"""‘ 507100 METALWORK PHOTO PAGES
Ji cDocuments | 108 200 STONEWORK
s Pf”"‘ 15109_200 STONEWORK PHOTO PAGES
= v'm"" #510_300 WOODWORK
eus f%311_300 WOODWORK PHOTO PAGES
12 400 TEXTILES
@ Homegroup B
1113_400 TEXTILES PHOTO PAGES
$114_500 PAINTINGS etc
E‘C"l'ﬂ""“ ';k . 5115_500 PAINTINGS PHOTO PAGES
©) '11116_600 LIBRARY
517_700 wINDOWS
O Network 15118_700 WINDOWS PHOTO PAGES
1%119_800 MISCELLANEOUS

12120800 MISCELLANEOUS PHOTO PAGES
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2. JPEG PHOTOGRAPH FOLDER, with SECTION SUB-FOLDERS
NAMED: 2_COUNTY_PARISH_CHURCH NAME_JPEGfiles

‘&a. 4 » Libraries griDocurnems » Church Recording » Troston » 2 Suffolk_Troston_St Mary the Virgin_Jpegfiles »

Organize v Share with v Burn New folder

¢ Favorites Documents library
Ml Desktop 2_Suffolk_Troston_St Mary the Virgin_Jpegfiles
S )i 000 MEMORIALS JPEG
& SkyDrive

Ju 100 METALWORK JPEG

i Downloads Ji 200 STONEWORK JPEG
o JJ 300 WOODWORK JPEG
Y.L eraries JJ 400 TEXTILES JPEG

B Documents JJ 500 PAINTINGS ETC JPEG

° My Docurments J 700 WINDOWS JPEG
'] Pu'bhc Documents J 800 MISCELLANEOUS JPEG
J ”_'""‘ JJ 900 INTRODUCTION JPEG
& Pictures
£ My Pictures
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.
3. IF PHOTOCOPYING, RECOMMEND GET SCANNED AND SAVED IN PDF/A. 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. 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.

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 PDF Record and JPEGs onto an archival CD for the V&A see the
notes Burning the V&A CD. Use PDF Folder 1.

djm.07.09.15



