APPENDIX A


DOCUMENTATION/RECORDATION PLAN

For

Jones-Lee House, Greenville Art Museum & former Pure Oil Service Station

Evans Street, Greenville, North Carolina

I.    
Historical Background: A brief historical and physical narrative/description of each of the buildings should be prepared to include the following: 

· Date of construction 

· Architect/builder, if known 

· Owners and uses of the building since construction

· Size and sketch plan of building 

· Materials and any significant architectural details or elements 

II.
Photographic Requirements: Photographic views of the buildings and associated facilities, including: 

· Overall views. 

· Each visible elevation. 

· Exterior and interior details of construction or design including architecturally significant elements. 

· Streetscapes showing the relationship of the buildings to the street and adjoining properties, if possible. 

· Sketch site plan keyed to photographs listed above.

III. Format: Traditional or Digital 

Digital Images on CD, (must be accompanied with prints of each image):

· Use at least a 3 megapixel camera 

· May be jpeg format

· Must be at least 2100 pixels x 1500 pixels (300 ppi for a 5” x 7”)

· Label files as follows: County Name, Property Name, Describe View/ Image, Photographer Name, Photo Date, Photo Number jpg.

· Prints – 5” x 7” in color, on good quality photo paper.


Traditional

· 35mm. or larger black and white negatives (all views).

· 8 x 10 black and white prints (all views).  Color slides (all views). 

· All processing to be done to archival standards. Fiber based paper is the traditional archival standard. According to Kodak, however, their resin-coated paper meets archival standards if it is stored in total darkness (in an envelope) and at low humidity. 

· All photographs, negatives, and slides to be labeled according to Division of Archives and History standards (County Name, Property Name, Describe View/ Image, Photographer Name, Photo Date). 

IV. Copies and Curation: 

· One (1) set of all CD’s, negatives, prints, slides, and historical background will be deposited with the North Carolina State Historic Preservation Office to be made a permanent part of the statewide survey and iconographic collection. Copies of all prints and written information will be provided to the Eastern Office of Archives & History and Greenville Historic Preservation Commission.


