Getting Started with Your Park’s Unigrid Braille Edition
Prepared by the National Park Service, Harpers Ferry Center, Publications Office, August 2020

About the Unigrid braille edition
When your park receives a brand-new Unigrid design or a reprint of your existing Unigrid where text content was changed, HFC automatically adds your Unigrid to a queue to produce its braille edition. A few months after your print Unigrid project ends, your park will receive a shipment of five corresponding braille booklets (the “braille edition”). This is an initial print run for the braille edition of your current Unigrid brochure, produced for your park by our office. We will notify your park Unigrid contact by email when this shipment is on its way to the park. It will come from our contractor to the address your park gave us for its most recent traditional Unigrid shipment.

What do I need to do?
1. Be prepared to receive and store a box of five 8.5” x 11”, spiral-bound booklets. Store your braille booklets in a place where they won't get “smooshed” and where staff can easily access them. This is a good time to remove your outdated braille booklets. Parks generally donate old braille booklets to schools or libraries or recycle them.
2. Tell your staff (including seasonals and volunteers) where they can find these booklets and how to use them. Make sure your staff know that visitors may keep their braille booklets, just as they would a traditional Unigrid brochure; visitors do not need to return them at the end of their visit.
3. Your park is responsible for procuring additional braille booklets (“reprints”), so please monitor your inventory carefully. To assist you, we provide the files and instructions you need for reprinting. After you receive your shipment, please check your park’s SharePoint folder for these files—including the .brf file (“Braille Ready File”), which you are encouraged to post on your park website. Anyone with software or hardware that opens this file type will be able to read the braille booklet right from your website.

What costs does my park need to cover?
The HFC Publications Office covers costs for the initial run of booklets, transcription work, and production files. Our office does not cover the costs associated with reprinting additional braille booklets; however, we do provide you the essential files and guidance you need to procure additional copies. Park partners or your regional office may be able to assist your park with costs or procurement.

Where can I get current Unigrid text and braille files?
When all project files related to the initial production of your braille edition are completed, we upload them to our official SharePoint site. Please bookmark this site and share it with your colleagues. You can access your files online anytime through your park’s folder. The folder will include all the files and instructions you need for reprinting your current braille booklets:

· the .pdf cover page;
· the .brf for reprinting interior pages and posting on your website; and
· a .doc text-only file of your current Unigrid, which you may use for other park projects based off your Unigrid, such as creating foreign language, audio description, or large print editions.

What if I need help?
The HFC Braille Publication Guide can further assist you or your contractors and can be used for producing braille editions of other park media. Your regional GPO office can assist you with a variety of braille and other publishing services. If your SharePoint files are missing or do not seem to be current, please inquire with Lisa_Sullivan@nps.gov.

Sample scope for reprinting with instructions begins on page 2.

Dear park:

To reprint the current Braille edition of your Unigrid, you will need to follow your local procurement procedures.

You will find a list of suggested contractors as well as further information and guidance on NPS braille publications that you and your contractor can use on the HFC website.

If you need a scope of work for your order, please consider either using our editable sample on the next page or using it as a basis to prepare your own. To use our sample scope, you will update the red text below however you need, then send it to a contractor of your choice. Notes:
· “Interpoint leaves” are the number of interior braille pages in your booklet (braille is on both sides of the page).
· For “pages total,” add 4 to your total interpoint leaves.

The .brf and .pdf files you need to furnish to the contractor to reprint your existing braille are located in your park’s folder on the HFC Braille SharePoint site.

Ensure that the braille files you furnish to your contractor match your current Unigrid. If they do not match, contact Lisa_Sullivan@nps.gov.


Scope of Work

TITLE: 			Unigrid Name, 20XX Unigrid Braille edition reprints

DESCRIPTION:	Contractor shall reprint braille booklets from furnished files. The final embossed product shall be an exact representation of the furnished files.

QUANTITY:	00
	
TRIM SIZE: 		8.5” x 11”

PAPER:	White text 100#, or White index, 90#, equal to JCP K10.
	Exceptions: as close to Brightness: 96, Opacity: 98

BINDING:	Black plastic comb on the 11-inch left edge.

PAGES, IN ORDER: 	1 ink-printed cover with embossed title
	1 embossed first leaf, plus an estimated
1 t-pages, plus an estimated 
## interpoint leaves per booklet
1 blank back cover (## pages total)

QUALITY LEVEL:	II; Quality Assurance Through Attributes (GPO PUB 310.1 rev. 8-02) applies.

SCHEDULE:		Government-furnished material available by 0/00/00
	1 (one) hard copy proof (see destination below) by 0/00/00	
	After approval, deliver balance (see destination below) by 0/00/00

GOVERNMENT	.brf of braille content
FURNISHED		.pdf of the ink-printed cover content
MATERIAL:

PRINTING:		Front cover shall be ink-printed in black with only the embossed title on
cover, positioned just below the second horizontal rule at top of page. Margins are defined by Braille guidelines for 8.5” x11” format.

PROOF:	Deliver one (1) hard copy proof to:
			Park Name/Designation
Attention: Firstname Lastname
1234 Road Name
Town, State 12345
Phone: 123-456-7890

DELIVERY	Upon approval of proof, ship total quantity to:
DESTINATION:	Park Name/Designation
Attention: Firstname Lastname
1234 Road Name
Town, State 12345
Phone: 123-456-7890

