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A UNITED STATES .
DEFARTMENT OF THE INTERIOR
_ -National Park Service:
Historic American Buildings Survey
" Washington .

SPECIFICATIONS FOR'THE MEASﬁREMENT AND RECORDING CF HISTORIC AMERICAN BUILDINGS

%
Use of Specifi-

/;Qpions.

The Need for Re-
cording Historic
Buildings.

I. GENERAL

These specifications form an appendix to officiasl HABS
Bulletin #32, "Memorandum of Agreement Between The National Park
Service, The American Institute of Architects, and The Library of
Congress". Instructions herein contained are to be considered
complementary to the regulations of Bulletin #32, and no use of
the title "Historic american Buildings Survey", or of the official
recording supplies of the Survey, will be approved except upon
compliance with Bulletin #%2, and the instructions contained herein.

It is the purpose of the Historic American Buildings Survey
to study, measure, and draw up the plans, elevetions and details
of the important antique buildings of the United States. Our
architectural heritage of buildings from the last four centuries
diminishes at an alarming rate. The ravages of fire and the
natural elements, together with the demolition and alterations
caused by real estate "improvements", form an inexorable tide of

- destruction destined to wipe out the great majority of the build-

ings which knew the beginning and first flourish of the nation.
The comparatively few structures which can be saved by extra-
owdinary effort and presented as exhibition houses and museums or
altered and used for residences or minor commercial uses comprise
only & minor percentage of the interesting and important archi-

- tectural specimens which remsin from the old days. It is the

~5rgspon31billty of the American people that if the great number:of

our antique buildings must disappear through economic causes, they

. should not pass into unrecorded obliviom:

. Periods and
Styles.

In order to lay out a comprehensive program which will include
a judicious selection of period, type and locality, it is intended
that a general canvasg of the structures erected between the
earliest times and (say) 1860 be made. This will include the best
exemples of the succeeding styles followed on the Atlantic Seaboard
and the adjoining States, roughly grouped as, "Jacobean", "Georgian",
"Early Republic" and"Greek Revival". It will also 1nclude the

i‘rﬁmnants of Spanish Colonlal culture scattered from Saint Augustine

to Monterey, espe01ally the early work of New Orleans and Santa Fe.
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Types of The 1list of building types considered for this program will
Buildings. be almost a complete resume of the builders' art. It will include
publiec buildings, churches, residences, bridges, forts, barns,
mills, shops, rural outbuildings, and any other kind of structure
of which there are good specimens extant. The lists will be made
up from the standpoint of historic and artistic interest rather
than of commercial uses. The largest part of individual effort
spent so far in measuring entique buildings and recording them
seems to have been given with an eye to adapting historic styles
to modern commercial architectural practice. Much good certainly
has resulted from this motive, though whole classes of structures
have been neglected. The Seventeenth Century American house, be-
cause it is not well adapted to modern use, has been frequently
passed by. Bridge designers, because they have not sensed the
possibility of employing the distinct early Americen style, have
neglected a subject Qf'absorbing?interest.
N
Other structures which would not engage the especial interest
of an architectural connoisseur &re the great number of plain struc-
tures which by fate or accident are identified with historic events.
The birthplace of Presidents, Statesmen, Generals, Inventors, and
other important men belong to this class. 0ld mining settlements,
such as Columbia in the Sierra Nevaeda, or Central City in the Colo-
rado Highlands, are the vanishing scenery of a colorful phase of our
last c¢entury. The hewn log cabins of the early pioneers form an-
other class of buildings which have been necessarily neglected as
a subject for study by commercial architects. ‘ '

Previous Work. Due recognition will be made of the material of this nature
which has been gathered in the past by individuals and public
organizations.' Many interesting buildings have been measured and
photographed and quite a few of these have been published. It
would be the duty of the’executive organization of this program to
see that effort is not wasted by duplicating work which is already
available. Architects and societies which have’ llsts of this sort
should make them available at once.

o

The National " Nine members comprlse "the National Advisory Coimittee--five
Advisory Com=- from the archltectural profe331on who have been pérticularly iden-

mittee, tified with research in American architecture (named by the Ameri-
o can Institute of Architects) and four from civic &nd historical
organizations. The members are as follows: Dr. Leicester B.
Holland (Chairman of the american Institite of Architects Committee
on Preservation Historiec Buildings and Chief ‘Fine Arts Division,
lerary of Congress) Washlngton, D. C.; John Gaw Meem (Archltect)
Santa Fe, New Mexico; Williem G. Perry (Architect) Boston, Mass-
achusetts Albert Simons {Architect) Charleston, South Caroling;
~ Thomes E, Tallmadge, (Architect) Chicago, Illinois; Dr. Herbert E.
Bolton (Professor of History, University of Califqrnxa, Pust Pres-
. ident of the American Historical AS°oclat10n) Berkeley, California;
Miss Harlean Jumes (Executive Secretary, American Civic Association)
Washington, D. C.; Dr. Waldo G. Leland {Executive Secretary, Ameri-
can Council of Lesrned Societies) and I, T, Frary, Cleveland Museum
of Arts, Cleveland, Ohio -




SPECIFICATIONS FOR THE MEASUREMENT AND RECORDING OF HISTORIC AMERICAN BUILDINGS

1. Scope,

2. Priority.

II SELECTION AND ARRANGEMENT OF MATERIAL.

The general scope of the Historic American Buildings

- Survey. contemplates measuring and recording the complete field

of early Amerilcan architecture from the earliest aboriginal
structures to the latest buildings of the Creek Revival period.
The date selécted as &: findl: terminds 1 1860, but this is more
pr iesp arbitrary es there mey be individual buildings of a
later date of a character worth reﬂording, and on the other
hand, some buildings erected before this date may not be of a
character to make it advisable to record them. Buildings of
historic importance, such as birth-places of statesmen, eminent
ar+ists, or scientists, will be recorded even though their
ersetion was subsequent to the daie set.

It is intended that the Survey chall eover construction
of all types, from the smallest utiiitarian structures to the
largest and mgst monuhiental. Barns, bridges, mills, toll
houses, jaills, and in ahort buildings of every description
are to bo included so that a complete picture of the culture
of the time as reflected in the bulldings of the period may
be put on record.

Absolute priority will be given to buildings of archi-
tectural or historiecel interest, or buildings of unusual type,
or buildings exhibiting uniqus or‘exceptional features of
plan or design which have not been restored or remodelled and
which are in imminent danger of destruction or material alter-
ation. ,

Relative priority among other buildings will be deter-
mined by the District Officer, in ccasultation with the
District Advisory Committee, taking into account the archi-
tectural interest, the structure's condition, the danger of its
destruction, of maxerlal alteration, and its accessibility, in-
cluding the convenience of carrying out the work in connection
with other buildings also listed.

Buildings in the ownership or custody of a state or muni-
cipal govermment, a historicsl or patriotic society, or in
other ovnorship which in the opinion of the District Officer
end the District Advisory Committee insures the structures!’
continued preservation, should not be inecluded except for
specific reasons. This interest cannot, however, be taken for
granted; and it is part of the purpose of the Survey to awaken
it and keep it alive. Whers buildings in such custody have
not been properly recordsd the District Officor will call the

. eircumstances to the attcntion of this office.

-3~




5. List of
Projects.

4, Extent of
Operations.

5. Struct@re
names and
Survey

Numbers,

The Distriet Officer will keep & list of projects for
measurement in his Dlstrlct arranged in order of priority. This
data will be'supplied by the Chief Architect of the Park Service,
or will be prepared at his Tequest by the Distriet Officer in
consultation with the District Advisory Committee. Each structure
listed will be-deseribed as. folleﬁﬁ* -The name of the structure;
location by town. (or xgity} -and. caunty, condition; number of
stories (if a building;. }ezial* -approximate date of construction;

o

‘the approxmmata;number ef sheets (162" x 201" within borders)
'ﬁ,required for recording cempletely, .and a very brief statement of
. reasons for 1ts incluaion in.the Survey. (See Chapter VIII)

. Distr;qt Offlcers,wxll keep this list up to date, making

nots of‘progechs measured, destroyed, demolished, or otherwise

removed from. consideratlon for :recording. All work of the
survey will be ‘confined to progects listed as described above,
except upon express permission from the Chief Architect. Con-
tributérs .to the. Survey are requested to adhere to the priority
arrangement of projects when making selection for measurement;

‘but. Distriet Officers are autlorized to accept volunteer Survey

work upon projects not having first priority, when such a tem-

“porary ‘deviation -from schedule is conducive to the best inter-

ests of the Survey.

It is desired, so far as possible; to obtain a comgplete

- record of every building meesured, including all details; but
the seme consideration that may meke it impracticable to include

every building may limit the amount. of detall which can be
recorded.

The District Officer, taking into account the number of
monuments within his territory worthy of being included in the
Survey, and the limits of time . and personnel, must decide whether,
in any specific case, only the generazl plan, elevations and

- sections will be recorded, or whether it will be desirable and
. possible to record the details as well.

In general it is considered that it will be inadvisable to
spend a great amount of time in measuring and drawing conven-
tional ornament and typlcal moulding profiles on particular
buildings, if this involves passing over without any attention
other available materlal of which a general record might other-
w1qe be obtained.

Tltles should naver be ueed in d651gnating historic
strustures w1thout careful investigatlon of their correctness.

- Obscure or fongcttem names should not be used unless such titles

are more approprlate than wellwknewn apellatlons. The grlncigal
title of & Survey structure, once selected, should appear in

‘ exactly the same form on all ‘survey records,. (index cards, cover

sheet and drawings, and photo-data books).

wldor




6. Avoidance of
Duplication.

7. Local Conmittees.

o

As the names of the buildings are frequently duplicated,
even in the same State; each project will be given an identi-
fying number. This number will be in accordance with the
Schedule of District Symbols, HABS Bulletin No. 35.

In order to aVoid,measuring buildings, measurements of
which are already available, the District Officer and Advisory
Committee will confer with apny private individual known to them
as having done work in this field and with echopls, libraries,
and other sources of informatiou to inform themselves as fully
ag possible of what has already been accomplished.

It will be proper. to euncourage the designation of informal
working committees of local historical or patriotic clubs and
societies to cooperate in this work, to assist in locating
buildings appropriate for inclusion, and to prepare the supple-
mental historicel data. ‘

-5—




SPECIFICATIONS FOR THE MEASUREMENT AND RECORDING OF HISTORIC AMERICAN BUILDINGS
III MEASUREMENTS AND FIELD METHODS

1. Permission to This Survey can only be conducted through the willing
- Measure. cooperation of the owners and custodians of buildings to be
‘ measured, In every instance, before undertaking the measur-
ing of a building, written authority should be obtained from
the owner, and if the building is in other occupancy than that
of the owner, from the occupant as well, The fact that a
building is unoccupied will not be sufficient ground for waiv-
ing this requirement, oxcept in the case of abandoned structures
of unkrnown ownership, and in such cases the local municipal or
county officials should be advised in advance of the intention
to survey the building, and the purpose of the Survey,

2. Precaution Every reasonable assurance that care will be given to the
against damage, structure and its contents may be offered, but it must be under—
' stood that the United States Government cannot be held liable
for damage to persons or property resulting from the Survey.
Persons participating in the Survey must be impressed with the
absolute necessity of avoiding trespasses and injuries, The
danger of fire, both in the buildings and in surrounding fields,
shrubbery and woodlands, should always be kept in mind; and
every precaution taken to avoid incidental damage during Survey
work, The contents in many of the buildings to be measured
will be of great value, and in these cases the measuring should
be intrusted only to persons whom the District Officer kmows to
be absolutely dependable.

3. Means of Before proceeding with field measurements the District
Identification, Officer shall furnish the leader of each field party with a

letter of identification, unless the leader or members of the
Party are already known to those in authority at the structure
to be measured, These letters of identification should not be
general in their terms, but should refer specifically to the o
structure or structures to be measured, In order to prevent
their unauthorized use if lost or stolen, it is suggested that
where practicable an identifying photograph be attached to
identification papers,

4. Itinerary, The District Officer should assure himself in advance
that the squad leaders are informed as to the esfact location
of the project which they will measure and the route to be
followed to reach it.

5, Supplies and The leader of each field party should provide himself with
Equipment, a list of the equipment and supplies required in connection
with the project, and should, at the beginning of each trip

verify possession of complete equipment necessary; an individual
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6. Seaffolding and
Excavat ioho

7. Field Notebooks.

of fheﬁbquad being made requnsible ioq the equipment, who will
check it at the beginning and close of each day's work,

For a minimum measuring. party the following items of
equipment will be necessary: . .
1 Tape (preferably steel)
1 Rule (wood or steel, six feet or more in length)
1 Square (or large triangle) ‘
1 Architect's scale’
1 Pocket compass
Pegs for marking measurements, etc.
Cross-section paper (preferably bound in note-book form)
Paper(for rubbings, full size profiles, etc.)
Hhrd pencile, erasers.

In additlon, most projects will requlro plumb-bob and line.
When reference levels cannot be ascertained from existing field
conditions, spirit 1e¥éls will bo employed.. Other equipment,
such as profile guages or lead strips, laddsrs, plahe tables,
transit, ete., may be used according to conditions and individ-
ual requiraments.

: When funds are not aveilable for the erection of staging
or scaffolding, it will be necessary in some cases, when parts
of a structure are inaccessible, to apprbxtmate the dimensions
by counting stone or brick courses. Directlons for the record-
ing of approximate dimensions are given in section 23,

The excavation of ruined sites requires specialized arch-

‘eological knowledge end it is not . intended that any work of
this nature shall be included, If excuptlonal circumstances

meke it desirable, in particular cases, the District Officer
should edvise this office and obtain authority before under=-
teking such work.

Standard cross-section field notebooks with puges 73
inches by 10% inches will be used for recording moasurcmopts.
At the discretion of the District Officer in charge other
types of cross-section books, or scparate cross-section sheetls,
may be used. by’ contributors g the Survey.  If seperate sheets
are used, they should be carefully gssembled in book form upon

, tho complotion of the projoct. . Full~size .sections of details,

t9o large to be transcribed on theé notebook pege will be placed
on supplemental sheets clearly laboled .end attached to the back
cover. On the first page of tho book enter the designation of

tho District and the ngpmos of the indlviduals composing the

On the first page of the notes cantaining the record of a
particular structure should bc entered the name and location
of .the structure. The dato or datcs of toking megsurements are
to be noted on the same page. The f1ald notes must be

- '




~ carefully preserved and, at the end of the work, forwarded
" with all other records for permanent filing.

8. Extent of Data. " It is 4intended that fiold notebooks shall contain all of
(Notebooks) - the information necessary to thé complete prescntatlon of

finished drawings. The only cxception to this rule relates to
sheets of field details too large for the notebook sheet, which
serve as an gppendix to the notehook. No informetion which will
later be required by the draftsmen should bc omitted from the
field notebook end appended sheets. It is intended that the
ficld book contain a completc record of the activity of fisld
parties with regard to structures studicd.

It is also suggested that, to insure against loss of records
the field notebooks contain such historical data end supplement-
ary notes as are colliected in the field. Field party leaders
and assistante should consider that they have a wide latitude —~
in this regard and should not hesitate to note any information
which would have a bearing upon the subject being studied. Such

. information may be very informal in character. The restrictions
of content imposed upon final drawings and typewritten reports
of historicul data do not apply to field notebooks.

- , The intent and policy of ‘the Survey prohlbitq excossive
- - " duplication of work in field notébooks as well as in any other
- records. Drawings and written data, whilo they should be as
extensive in their scope as is indicated by the foregoing para-
graph, should not contain repetitions of a pictorial or present-
ation nature such as: redravings of identical and successive
dotails such as dentils, modillions, balusters, typieal windows,
ete. No such repetition of typicel forms or data should be
- employed when thc¢ subject can be adequately covered by a nota-
tion following the drawing of the first in a series of such
details.

In general, members of field parties should employ a free
system of parenthetical notation for their own use, wherever
notations will reduce the time - spent in making field records.

9. Purpose of Data. The field notebooks, together with the information placed
(Notebooks) ih them, are intended primarily for the use of the Distriet
: s organization, It is not intended that they be considered as
forming a part of the finished or formal records of the Survey,
nlthough they will always be avallable as a check on formal
"records. In general, the field notebooks are to be considered
as the only source of concisec informetion which the Distriet
organization will have as a basis for support of final drawings,
and in some cases, of formal written data. After the records
of the Survey are filed, field notebooks will not be referred
~to except in extreme casés of doubt or loss of formal records.
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10, Character of
Data.
(Notebooks)

11, Field Mothods.
(Notebooks)

" The deta contained in field notehooks should be complete,
clear, aend informal. Leaders of field parties should be held
respongible for the coupletehess 07 data snd should check
field notes as much as possible before lezving eny site.
Drawings should be made quieckly, but clearly, without thes use
of instruments. In making these free~hand drewings no time
should be wasted on technique or rendoring unless sueh indi-
cation is the quickcat method of conveying necossary data. 4
hard peueil is recommended for fielid notss and drawings because
of the permanency of hard-lines. No one is expected to make a
beautiful sketelr with such a pencil, although men experienced
in fieléd weork are capable of making a very quick and exact
free hand skeich in pure lins.

Any attempt to make foruel or even semi-formal drawings in
the field notebnoks is considered a decided waste of time spent
in the tield, No man should be critiecized for the techniqus of
his fleld drawiags, so 1long as they are readeble and cover the
subject cormpletely, with the aid of notations. Time is arn im-
portent factor in the field. Exzcellence of drafting and pro-
sentation should be concentrated upon the formal drawing sheets
of the Survey.

The sxpedient of »ccording rough field data upon separate

' pileces of paper and labver transferring this deta in a formal or

gsemi~-formal fashion to the field notebook is not recormmesnded,
for the following reasons: . ‘

a. Duplication of effort and waste of time whieh could be
better spent in ¢ollecting additional data.,

b. Vital necessity of being always able to refer to the
original ficld notes. ©Transeribing clwcys contains the
dangorous possibility of change of data from the original.

¢. Possibility of loss of discoﬁnoctud pieces of paper
containing datr. "

Sheets should not be dztechod from i'ield notebooks and
distributed to workers in the ficld. The dangers of loss and
confusion are the deciding faetors betwcen loosu sheets and
bound noteboolrs., Only in exceptional cases should scparante
sheets, rather than books, of ecrossz-scction peper be employed,
ard pagos should never be cul or torn from bound bocks in the

- field, Whers such procedure results ir a saving of time, ON’

large projects, it is suggested that several notebooks be used
simultsneously to record the data for different portions. 4
system of rnatetion should then be devised making it possible
later to assemblec all of the various notcbooks containing data
for any onc projoet.




12. Supplementary
Field Notes.

13. Contents of
- Notebooks.

14. Methods of
Measurings=-
‘General.

Faets Tregarding the history of the building within the-
knowledge of the oceupsnts should be recorded in the field
notebook, (See Chapter VI, Section 3). Such notes will be:
confined largely to dates; the names of architects, builders,
and original owuners; importunt historical events which took
place on the premises;.and other pertinent data. In each case
the source of -the inforiatioh must be noted, whether verbal test-
imony or written or prlnted data, - (See Chapter VI, Section 4)

Where important data in the form of photographs; sketches,
and written material relating to vanished features of a build-
ing under study sre availasble, they should be carefully noted
in the field books.

Folicwing is a resume of the data which should be recorded
in, or attached to, ‘the field notebook:

- a. Sketch map and location data (in notebook)

b. Complete sketches, dimensions and notations covering
- all measured work (in notebook)

¢. Supplementary notetions of historicel or architectural
‘ interest, conditioa of structure, probsbly future dis-
- position of stract&re by owners or occupants, ete.
" {(in notebook) o ;

d. Full-size and other aetails too large for notebook
pages (attached to buck cover of notebook)

It is of equul importunce that the measurements should be
accurate end thet they be zccurctely recorded. Where practica-
ble it is suggested thut o Tield party consist of not less than /-\
three men, two of whom take the measurements, while a third
records them.,

Before staerting measurements read carefully Chapter V. The
following procedure is suggested es a general indication for
District Officers end squad leaders cof methods which have been
found satisfactory in practice. The precise methods to be used
may be modified by the leader of the field party in accordance

.with the type and size of the structure on which he is engaged,

as it would obviously be impossible to set down a hard and fast
set of regulations which would apply equelly to the measurement

~of an Eighteeath Century manor house and to an aboriginal cliff
dwelling. A well-considered latitude in adepting methods to

the work in hand should be the pr1v11ege of each field-party
leader, to provide for recording, in the most complete and in-

formetive way, each different structure.:
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15, Orientation and Determine orientation of building and location on site

Placement,

16, Exterior
Horizontal
Measurements.

17, Interior
Horizontal
Measurements,

with relation to town or city, street, roads, drives, rivers
adjoining structures or natural monuments, and in the case of

a group, the mutual relation of the various buildings composing
the whole. '

Measure exterior perimeter of bullding recording measure-—
ments as taken on a freehand block-plan in the field notebook,
(this need not be to absolute scale)., It will generally be
found desirable to make all measurements cwmulatively, that is,
by measuring to each point from the cornmer of the building or
other determined zero point, These dimensions may be checked
by measuring the width of windows and piers separately, or if
this is impracticable, by taking separate measurements of

‘alternate features.

The dimensions of each wall should be checked against the
opposite corresponding wall, and care should be taken that all
measurements arc brought completely around the building to close
on the original starting point, It will be found(advisable for
the person recording the measurements to call them back after
recording them, to be verified by the person recading the tape.
In buildings of markedly irregular outline, complicated groups
of structures, and other speccial cases, a base line independent
of the buildings should be established, from which offset
measurements may be taken determining the position and relation-
ship of the various elcments. In many types of buildings, such
as aboriginal monuments, the precise recording of these irreg-
ularities of plan will be of the most vital importance.

The exterior measurements being completed, the interior
partitions and walls may be measured., Where possible, dimen-
sions should extend from the exterior surface of a wall,
through openings in partitions, to the exterior surface of the
corresponding opposite wall, these dimensions being checked in
turn against the exterior dimensions already taken,

After obtaining the principal overall dimensions, includ-
ing the position and thickness of the interior walls and
partitions, internal openings, fireplaces, stairs, and all
other internal architectural features should be measured,

Measurements should be carried completely around each room
to close at the corner or other point selected as the point of
departure, and checked with overall dimensions already taken,

Locate exposed beams in ceilings, projections of chimmey
breasts, galleries, balconies, cupboards, and apertures in
ceilinga Determine dimensions of built-in furniture,

The interior dimensions of the principal floor having been
determined, the same process should be repeated on the other
stories, in every case checking overall dimensions of each, floor
against that of the principal story. On all stories, including
attic and basement, measure and note framing where exposed.
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18, Vertical Dimension. - Determine overall vertical dimensions such as from

- : © under side of cornice to first floor line, and from first
floor line to grede. (verall dimensions being established,
and & rough drawing to approximete scale of each elevation
made in the field notebook, neasure and record all exterior
vertical dimensions, checking agaiust overall dimensions as
suggested above for horlvontal messurements. Late locatlon
and dimensions of” belt courses and ‘height of all exterlor

openings. "
19, Angles, Pitcéhes  After horizoatal and vertical dimensions have been
and Slopes. completed, measure the pitches of incline surfaces, such

a3 roofs, and remps. This may be accomplished in most
cases by taking vertical and horlaontal coordinetes of
sufficient length to determine ‘the slopes accurately.
Where exterior pitched surfaces are 1naccess1ble, interior

slopes may be taken.

20, Dpetails, Ornaments, General dimen31ous having been obtuined and ccmpletely
and Profiles. recorded the squad m.y proceed to record the minor detaily
in so f“r as it hos been determxned by the District Offlcer
thet it is ‘dv1snble to mezsure and record them. This
process in generzal is u repetition of the procedure des-
cribed for the generul mezsurements 1nvolv1ng first the
determinstion of over.ll dimensions und then the record of
esch sepourete fecture with the gre:test completeness and
care. The projection of =11 elements ineluding the pro-
jection of ornament should be dctexmlned and recorded.
Where convenieiit, rubbiangs of low-relief ornements, metel
‘sqrollg, etec., muy be made.

Determine the exuct contour of moldlngs “nd sections

of cerving.
21. Materials and 3 .~ In addition to the'dimensions;'alllméterials should be
Patterns. "~ recorded and noted on drawings and in the written report. -~

Note sizes of units in bonds, patterns, and courses.
Show by drawings, not less than é inch to the foot, enough
of the bond patterns and «ll other geometrical structural
patterns to completely illustrute conditions. Where courses
are irregular, as in log construction, note the largest and
the smallest course dimensions in each principal weall.
Notes ure to be mede of color wnd finish. Deseribe original
paint if determinuble. Composition, section und surfuce
eppearence of morter joints, chinking, stucco, adobe,
rluster, etc., vre to be illustrated or described as fully
ts practic:ble. Record «ll unusucl conditions and materials
in sufficient detuill to meke reproduction of the structure
possible, should it be destroyed.

22. Veriations and = - ‘Squad leaders should be particularly attentlve to ob-
_Alterations. serve and record dlfferences of material, variations in
- ‘ bond and- pattern, and grgduatlon in the helght of courses.
Where evidences of alterations are observed the exact
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£3. Approximate
v+ Dimonsions.

24, Final Check.

.present condition of the structure must be recorded,in-
" eluding th¢ diffcerences of material and detzil betweén

originnl work sng later modificationse.

Whers it is necessary to approximate or compute the
dimensions of ineccessible parts of buildings, by measur-
ing . and counting brick or stone courses, clapbonrds,
etcs, a careful distinection should be mnde betwecn approx-
imate and actual dimensions.

Upon complcting the meosuring, end before leaving the
site the ficld notes must be carefully checked against
netucl conditions to determine that no dimension has been
overlooked or omitted cnd that the information recorded
is complete so that the finol record may be made from the
field notas without requiring a second visit to the site
for supplementory information.
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SPECIFICATIONS FOR THE MEASUREMENT AND REGORDING OF HISTORIC AMERICAN BUILDINGS
IV PHOTOGRAPHIC FIELD WORK

1. Purposs. : For every gtructureurecorded, a photogrophic record will
" be made In conjunction with the drawings cnd written dota. In
general, photographs will be used to supplement the more im-
portont measured and drawn records. Views should be selected
for their architectural, rather than their pictorial wveolue..
Clearness of detall and truthfulness of record cre most im-
portant,

2. Scopa, " The number of photographs mede of any structure will de-
pend entirely upon the interest of its architecture, its ad-
aptability to photographic treatment, its size and complexity,
and the value of photographs &g explanatory supplements 0. the
drawings. For very small and simple subjects one view will
suffice. In general, at least two views will be taken of every
isolated rectangular buildinhg; each view showing a side and an
end, with the planes of the building at angles of approximately
thirty and sixty degress with the plane of the picture.

Groups of buildings,._or buildings of irregular or compli-
cated plan or outlipe, thay require additional photographs to
illustrate them properly; and important, exceptional or parti-
cularly interesting details, either exterior or interior, should
also be photographed.

All portions of particular interest, whose peculiar char-
acteristics cannot be fully conveyed in line drawings, should
be illustrated by photographs, even though they be carefully
measured and drewn,

In exceptional cases, such as extremely complicated non-
geometric detail or crude native workmanship, a photographic
record is superior to a laborious drawing, and should be pre-
ferred. Such a subject may be drawn in general outline, with
a notation: "See Photograph".

In cases where considerations of time and personnel make
it impossible t0 memsure and record every detail of g building,
portions not measured will be illustrated by photographs only,
at the disceretion of the District Officer.

If possible, the District Officer, the field-party leader
and the photographer should confer at the site regarding the
scope of photographic work. Before beginning work read care-
fully pages 25 to 29, of Chapter VI.

14~
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‘3. Photographers.

4. size of Photo-
grarhs.,

S. Equipment.‘:

6. Descripticn
and Use of
Equipment.

Photographers of professioral experienge are best equipped
to maintain the proper Survey standards in this department.
However,. Vviews carefully tuken by a member of the measuring
force who has hud -suffiecient non-professional experience may
be accepted by the Distriect Officer., If possible, photogrephs
should be taken at the same time measurements are made, s0 &8s
to minimize the inconvenience to occurants of a building, and
to secure proper coordination between these two departments of
field work.

The photographs shall be not less then 3} x 4% inches,
Size 5 x 7 inches is preferred. See Chapter VI, Section 7.

- For suitable rork the following items of equipment will
be necessary: :

Cumera and tripod

Film

Scale stick or rule

1 blecek end 1 white background cloth
Key numerals

fAt the dlscretion of the photoyrapher such additional
equlpment as filters, telescopic lenses, lighting eyuipment
for interior views, etc., may be used.

The secale stick or rule must beer divisions in English
measure marked .so as to be easily photographed at a legible
size, It is to be set either vertieally or horizontelly,
exactly parallel to the plane of the picture, end adjacent to

“ the major plane of the subject. This scale stick must be used

for close-up views of details. For giving scale to general
and distant views it is always desirable to photograph a person
of average height, standing close to the principal facade or
plane of the strueture. A surveyor's pointing rod, or its
equivalent, also may be used to give scale to such views,

Background cloths are necessary fof providing a contrast-

ing background for free-standing details whose natural basck-.
ground does not.provide sufficient contrast to show a sharp
silhouette in the photograph. These cloths are valuable in
recording such details as wrought iron and bronze work balust-
ers and rails, mouldings in profile, ete. The cloth should be
hung without folds, directly behird the subject, when the view
is taken.

Key numbers should be painted or fixed to a background of
sharply contrasting light-value. These numerals may be painted

‘or inked on cardboard, or may even be clipped from large calen-

dars. Xxcept in extrsordinary circumstances the key number
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-will be the same as the survey number assigned to the subject.
being photographed. (See Chapter II, 5.} Key numbers may be
made up by tacking the individual numerals side-by-side on a
block of wood or by placing them in & frume. Such a frame can
be quickly made with two flat pieces of ccrdbourd or tin, with
sn aperture or "window" cut for each digit of the key number.
Numerals cre to-appesr in. photogrophs no lurger then is «bso-
lutely necessery for purpeses ¢f identification, Smell numer-
als ure to be used in detcil "close-ups™, as such a picture is
ruined by & key number of the large size needed for & distant
view. Key numbers are to be photographed with the subject.
The numbers will not necessarily be placed close to the subject;
but will be set as near as practicable to the camera and so
placed as to appear at. sufficient size for identification, at.
the bottom of the photograph. For distant and generasl views
the camera must first be set up for the view desired; then the
key number placed in the foreground and properly checked for
position and legibility, by means of the groundglass or finder.
It is well to have sn assistant during the few minutes of
preparation for such & view. (Care must be taken in arranging
both the key numbers and the scale stick, that the surface is
not tilted so as to reflect excessive sunlight toward the
camera, thus making the numbers illegible in the photograph.
_In placing numerals and scale stick avoid eovering important
architectural details, especially .in close~up views.

7. Fhotographer's ... = The photographer will kéep:a notebook record of his work,
Record. meking ‘a separate entry for each view taken, giving the follow-
ing information: Serial number; name of subject; location;
designation of view or portion photographed; especially with
regard to compass direction; date; aperture; length of exposure.
This record is .to be used in checking final results.

- The first page of the notebook should bear the photo-

grapher's name, kind of ceamera and film, list of equipment. ~
8. Examples of There follow several reproductions of Survey photographs
HABS Photo- which will serve to illustrate the proper field technique. All
graphs. - pieoctures are of the seme subjzct, but only a part of the total

number in the record are reproduced.
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Plate I

The problem here was to record details of a large facade rather than
structural mass; therefore, a direct elevation view was taken. Note the sim-

plicity of the scale stick, and its unobtrusive location. .The key number is

no larger than is necessary to identify the negative.




A rear elevation with extensive fenestration and an almost blank end

wall are recorded together in this view, which at the same time shows struc-

tural mass and much architectural detail.



A direct elevation view was selected for this
detail in order to give the most comprehensive record.
Note the unobtrusive size and position of scale stick

and key numeral.




Plate IV

A stairway detail so photographed as to illus-
trate completely the effect of an unusual rail treat-

ment; an effect which could not be adequately conveyed

by drawings.




G

Plate ¥

A valuable record of texture and material,
Such a

where details have been recorded by drawings.

photograph is always an excellent record of present

condition. Note size and position of key numeral card.




SFECIFICATIONS FOR THE MEASUREMENT AND RECORDILG OF HISUCRIC AMERICLN BUILDILGS

1. Standard Sheets.

2. Choracter of
Drawings.

VRt

V. FI.AL RECCRD DReWL.GS

 Standard sheets for preparing the final record drawings
will.be furnished by this office. The quality of paper, di-

‘mensions,..and arrangement of these sheets have been determined

by the-hétipnal~Advisorygcammittee with particular reference

to the permanency of the record, convenience of filing the
drawings in the Library of Congress, and the necessity of mak-
ing them available for consultetion by students, and for re-
production, Tue sheets are of two kinds: Siundard sheets for
Depurtment of Interior survays und standurd sheets for contrib-

uted surveys.

Record dr&wings should be complete, clear, ceccurate, and
in sufficient detwil to serve s u busis for the reconstruction
of the building if it be-destroyed. .

A high st: ndard of'draftsmanship will be required. Tne
order in which the various drawings are placed on the sheets,

‘the scales employed, and.the general comp051t10n of the sheets

should be given careful. study so that the.finasl result will be

~-worthy to be placed among the permanent national records.

niformity in methods of presentation enhances the value
of Survey drawings. Several example drawings, reduced to
approximately one-half size of originals, are reproduced at the
end of this chapter.

All drawings will be mede in black ink. No colored or
diluted ink will be used. Dotted lines in black ink will be

used to show reflected plans of celllngs, hldden portions of
details, etec. : :

The, following rules of procedure are suggested by common
mistakes: :

Drafting
a. Draw lines heavy-enough fér reduction to one-half.
‘b, Clarify indication on elevations, details, plans.
c. Accent outlines for elevations, portions in section,
large details, projecting or recessed portions in
elevation. '

‘d. Do not_crqﬁd_lines. (Draw for reduction)

e. Do not decorate sheets or embellish drawings
unnecessarily.‘
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Composition

a., Fill sheet, but do not sacrifice clarity or
-pleasing arrangement to save paper.

b. Duv not crowd lettering onto lines of drawing in
a confusing manner. '

c¢. Do not project exterior elevations from plans so
that ground lines are vertical on sheet.

@, Dv not run one drawing into or over another except
when clarity or good composition so dictates.
Never confuse drawings to save paper.

e. Arrange plens, elevations, sections and details
80 that there is no doubt of their relationship
to one another. '

3. Restoratioa. No conjectural restorations will be shown in place of
- existing conditions. Definite facts regarding the originel
condition of ‘a2 remodelled building derived from photographs,
old drawings, the memory of eye-witnesses -or other apparently
dependable sources, may be shown as supplemental drawings. The
source of such information will be briefly noted on the sheet.

4. Scale. . - Drawings for each building will generally comprise:
a. Complete plans, elevations and sections.
‘b. Scale details.

¢. Full size details. .
-~

The plans, elevations, and sections of each building will
be made to a uniform scale adapted to the size and complexity
of the building illustrated. Scale for plans, elevations and
sections should be at % inch to the foot, except when unusual
conditions require the use of other scales. Profiles of mould-
ings will ordinarily be drawn full-size.

Scule details for each building will ulso preferubly be to
uniform scale adapted to the character of details illustrated;
but details may be drawn st verying scales if necessery for the
sake of clearness. Graphic scales corresponding to every vari-
ety of scale appearing on the sheet, including fullesize, will
be drawn in the lower right-hand corner. Euch sheet will also
bear o grophic metric scale of either six or eleven divisions,
the first subdivided into five equul parts. When ell drawings
on‘'the sheet ere of the same scole the divisions of this metrie
grephie seals will be druwn and numbered for direct reference
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5. Dimensions and
Lettering.

'to the drawings (see plate ¥II). Vhen several different scales

are ysed on one sheet thé divisions of the'metric graphic scale
will be drawn one centimeter long, each, and will not be
numbered (see-plate X), so that it may be used as a common con-
version rule for all English system scales oin the sheet.

" The principal dimensions will be placed on drawings, in-
cluding scalée details, but not..on full-size details. The

" seleetion of the dimensions to be recorded will require careful

study  for ‘each different survey. Dimension the subject as
completely as its architectural importance warrants, but do
not deface or obscure drawings or injure the appearance of
sheets by a multitude of dimension lines. The following rules

are suggested by common mistake.

- a. Recurring dimensions should be repeated, and not noted
) as "same" Qp."do", :

b. Place dimension lines carefully to avoid confusion.

¢. Dimension plans as completely as reguler working draw-
ings, showing all wall thicknesses and column diameters
(except as provided in Section 8, this chapter). ‘

- d. Give such vertical dimensions as floor heights, sill
heights, cornice heights; either on elevation or section

drawings.
e. Dimension round columns and posts center to center.

f. If subject consists of group of detached elements show
simple small-scale plet plan of whole group.

g. Door and window openings should be dimensioned center-
to~center in frame construction; to edges of exterior
masonry opening in masonry construction,

Each drawing on a sheet should be given its appropriate
lettered title; each room identified according to its use; and
all materials noted by means of indication or notation or both.

Show direction ("up" or "down") of all stairs in plan.

Nane elevations according to compass direction, even when
such designations as "frout", "rear", etc. are also employed.

Note all columns, posts, ballusters and spindles in ele-
vation as' "round™ or "square"; unless this information is shcwn
in plans or details.
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Relationship of sections to plans and elevations should be
clearly indicated or noted. See plates X and XI.

. When symbols or indicution conventions are used to show
materials, a legend should appear on the seme sheet to explain
the jndication used. See plate VII.

, Notetions explaining finish, eolor of paint, kind of wood,
ete. are often very informstive; but should be included only
- when they add to the value of the drawings as reference documents.

, Delineator's name should appear -in the lower left-hand
corner of each sheet; thus: "John Smith, Del.".

As the drawings may be reproduced at & reduced sccle, the
size of letters and figures should be slightly exaggerated. —
Make numerels and letters. for reduction to one-helf original

size.

Approximate or computed dimensions will be distinguished
from actual measurements by the use of "plus-or-minus" signs.

6. General. o Show a simple'campass on.each plan sheet.

Where doors exist show swing (in plan). Note width,
height, and thickness of doors.

No attempt should be made to render elevatioans, or to add
such- extraneous background effects as clouds, trees and bushes,
except when such details add to the historicel or architectural
‘significance of 'the drawings.

All mouldings of interest should be shown in section, pre- =\
ferably full-size. All important hardware should be detailed
full-size. - : ‘

At least one complete set of‘window énd exterior door
sections should be made for each building, unless there are
strong reasons for their omission.

Détails should be carefully chosen, clear and complete.
- Omigsion ‘of "elements in detail drawings should be explained.

Mechenical details should be self-explanatory as to oper-
ation of parts, such as in butts, hinges, knoeokers, etc. This
can often be best accomplished by notes.

Remember that the drawings will be used as reference mat-
ter by persons entirely unfamiliar with the structure drawn.

Do not trim completed drawings.
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7. Final Drawings Field parties may, if conditions are favorable at the
Made at Site. site, lay out finul drawings in the field and check them against
actual conditions as well as field notes Otherwise, final
drawings w1ll be que after return of the field party from the
51te.
8. Cmissions in In some cases a structure will be selected for messurement
. Drawings.  which w1ll contain certain elements or portions not suitable for

recording. At the discretion of the District Officer the follow-
ing method may be used for recording such structures: Show the
plan of the entire structure according to existing conditions,
drawing in detail only those portions which have been selected
for careful measurement, indicating only in outline portions not
considered suitable for study. Follow the same general method
for elevations and other drawings, making adequate notations to
show the relationship of all portions, both those measured in
detail and those indicated only. Drawings of this nature should

o bear in addition & brief notation giving the reason for omission

of portions; for example "All portions except central unit
added later and not in character with original structure®.

9. Sheet Titles. Fach standard sheet bears a printed title with blank
spaces for inserting the appropriate information regerding the
name &nd location of the building (by State, county, and local-
ity) and other pertinent data. The blank space heuded "Index
Number® will be filled in at the lLibrary of Congress. In the
blank space headed "Survey No." will be inserted the 1dent1fy-
ing serial number requlred by Chapter II, Sectlon 5.

The title boies on the standard sheets for contributed
work will be letteredin the same manner ss the standard sheets
for Department of Interior projects, except that the upper
half of the left-hand title box will contain the name of the
individual or organization contributing the survey, lettered in
conformity with the other titles.

10. Cover gsheets. Each set of drawings will have a top cover sheet lettered
in black ink as indicated by the sample, plate VI, with all
spaces filled as illustrated, leaving blank those spaces left
blank on the sample.

VWhen the front covers have been completely lettered the
druwings for each survey are to be assembled in their proper
order, with the front cover on top, and sent to National Head-
quarters without sny binding or festening of sheets, All
trimming and binding is done in the Library of Congress.

Some structures bear secondary nemes. Such designations
should be lettered as sub-titles, directly under the main title
and before the address, using lettering of the same style and
size used for the address and loceztion.
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11 Packing end

Shipment.

The lettering on the sample is representative of an accep-
table types. Variations from this otandard should be approprlate
and equally clcar.

The sketch map shown in the sample indicates the type of
map to be used to show the location of "the project. Sketch
map will have no scale. If plot plans or other deta on the
drawing sheets definitely record location of project, the
sketech mep may be omitted. Some projects will be located in
rural sections where street addresses cannot be given. The
name . of the road or hlghway, such as "Connecticut State High-
way No. 21" or "Northford Road" with an errow showing the
direction of the nearest village or town, should be shown; with
the distance to such village or town noted thereon. 1In the
main title, the correct form for noting such a location is:
"Near Coventry, Kent County, Connecticut".

In the lower right hand corner should be noted the date of —~
erection, the neme of the architect and the name of the builder. -
If one or two of these items are not known the known items only
will be treated.

All nsmes, dates, and addresses required in the title

" apaces at the bottom of the sheet must be filled in for all

items roferring to the District Organization. - See plate-VI.

Completed drawings will be carefully packed flat between
sheets of heavy cardboard, wrapped so as to minimize rlsk of
damage in the mail, and sent to this office by parcel post,
registered and franked. The maximum weight permitted in one
shipment, undér the franking privilege, is four pounds.
"Fragile", "Special Handling", "Drawings--Do Not Bend", is
to be stamped or marked 1n red upon the outside of such pack-

ages.
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SFECIFICATIONS FOR THE MEASUREMENT AND. RECORDING OF HISTORIC AMERICAN BUILDINGS

1. Contents.

2. Scope of
Written Report.

3. Citline of

VI, PHOTOGRAFH-DATA BOOKS

Fach historic 'structurs surveyed is to be described in a
written report, covering its history and architectural charact-
eristics. This text should be accompanied by a print and nega-
tive of each photographic view made during the survey of the
structure. ZEFach structure surveyed is to be represented by its
own book; material for several different structures shall not
be combined in o¢ne book. Semples of the standard data sheets
and photomount cards for this book will be furnished District

_Officers upon request.

Specifications for descriptive data have been so framed
that a very condensed and standardized version of the data
relating to a structure will be placed upon the index cards.
This index card file is entirely distinct and separate from
the "written daeta sheets" d8séribed in this chapter, although
some of the facts contained in the index card catalogue will
be again treated in a more detailed manner, in the written report.
The written report described in-this chapter is prepared only
for structures actually measured during the course of the Survey.

The following‘outlihe {s to‘be used in preparing the

Written Report. written report, :

Numbering In the upper right-hand corner of esch written
data sheet place the Survey number of the sub-
ject deseribed. TImmediately below should be
the work "Page", followed by the proper page
number of the réport.

Title Slightly lower than the puge number, and in the
middie of the page, pluce the ncme of the
structure, using cupitcl letters throughout. If
the name does not connote the structure's use,
place the requisite explanction immedictely

_ following the title, in the same line. Below,
write the locution (city or town, county w«nd
State). An excmple of the proper method follows:

"LIBERTY HaLL" (Residence)
Frenkfort, Frenklin County, Kentucky

Itemized ~ The following underlined headings are to be
Description placed next in order on the sheet, each properly
. answered by brief statements;

Owner (or Custodian). (Give address, if
other than that of structure.)
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Date of Erection‘(exact or approximate)
Architect:(if,namg is known)
Builder.gifﬁpame>is known )

Present,céndition (Note state of preservation,

departure from original appearance;
removal from original site, etc.)

“Number of Stories (at present)

Materials of Construction: (Foundations, floors
exterior and interior walls, roof, etc., with
general noctatiouns coverxng departures from.
original condltlons )

‘Cther Existing Records: (List as: Drewings
and/or Engravings, etc.; Written Records;
Photographs. State authors or recorders if
known, date records were made, present dis-
position and custodians.)

" Additional Data: (Eluboration at greater
length of important details briefed as above,
"with additional text required by this Chapter.
Give sources of information and affix sig-
_nature at end of report.)

Histoérical data incident to the buildings studied may be
secured -through local and State institutions and societies.
Only the brlefest resume of facts is necessary in each case.
Long accounts of geneslogical matter snd sentimental mythology
have no place in this program. Factual mutter only such as
dates of buildings, owners, and other pertinent dute is desired.

Additions or elasborations which the District Officer deems
necessary will be accepted, with exceptions as noted above. I
is proposed to give as much latitude in the written report as is
consistent with the wide variéty of projects which will be rep-

resented. All informmation pertinent to the historical or archi-

tectural merit of the purticilar project described should be
embodied in this report..

The deseriptive text is to be neatly typed in black upon
standard white data sheets., Tne holes punched in these sheets
are.to be at the left side of the page as read. A mergin at
least 18_1nches in width is to be left blank st the binding side
of each sheet. Tne first sheet of the description is to bear a
title typed in capitel letters, which will identify the descrip-
tion as to the project referred to, and its location. Fach sheet
of the description, if there are several sheets, is to be number-
ed in the upper right hand corner. Sheets are to be typed upon
one side only. -24-




4, Authorship.

Care should be taken throughout the text of the descrip-
tion to give the source of all material contained, except when
the editor of the complete deocrlption is himself vouching for
the faets deseribed.

The guthor of the description is to sign his name at the
bottom of the last sheet. If the author is not the District
Officer that officer's name is to appear beneath the name of
the author after the typed word "Approved" followed by the
date.

5. Method of Assemb- The written data sheets are not to be mounted upon any

ling Report.

6. Book Title.

7. Size of Photo=-
graphs.

card or other sheet, but. @&re to be placed in the booklet
immediately following the set of photographs, with the sheets
arranged in thcir proper sequencc. The complete book is then
to be assembled, with photo-mount cards used es front and back
eovers.

When the sheots and covers arc properly cssembled thoy are
to be bound together by tho use of hrass paper fusteners, in-
sertod in the binding holes provided. In esses where the projec
is notv represented by any photogrephic material these specifi-
cations are to be followed only vith reference to the written
data., The title upon the book cover will then read "Historical
and Descriptive Data'.

The name and the location of the siructure, together with
its syrvey number,.are to be lettercd or typed on the outside
of the front cover, in exactly the same manner as on the cards
containing photographs. In addition, this front cover is to
benr the number of the District and the Distriet territory
decignation. The name and headquarters cddress of the Distriet
Of.'icer is to appeoar directly beaezth this latter title. If
the survey is contributed work, rrthor than a Govermment projec:
the name of the person or institution roesponsible should be
ploced immediately below "Historic American Buildings Survey".
The title of the book is also to appear on this front cover.
These titles and designations are to be lettered or typed in
black. A typical example of the methed cf preparing the front
¢over gheet is shown in the diagrem or nage 27,

The standard size of all Survey photographic negatives and

prints is 5 by 7 inches. Certain exceptions have besen made to

this rule to allow for the inclusion of incidental photographs
or snap~shots, which may be substituted for the 5 by 7 inch
size at the discretion of the Distriet Officer. In the case of
photographs larger then standard size, the maximum size will be
dictated by the limitations of free space on the mount-card.
The specifieantions which follow pertain direetly to tho stand-
ard size photogrophs, but apply also $o photographs which vary
in size from the stondard, with the sole excoption that smuller
photographs will cover less space upon tho mount card.

-25=



8, Scopé of phofo- 

The photographic material submitted in accordance with

- graphic records. these instructions is to be colleeted and prepared according

to the directions in Chapter IV. In generel, drawings, photo-
grapls, and written data should together glve a complete record
of the architectural and nistorical cheracteristics of the
project.s It is understood that the number of photographs nec-
egsary to acscomplish this purpose {(in conjunction with draw-
irgs and monuscripts) will vary greutly on different itypos of
buildings. Provision is hereby mede for the exclusion of any
or ail photogrephic material releting to a project, only when

‘1t ig impogsible or incdvisable to represent such buildings by

photographs as well cs by drawings.  In such cases the booklet
herein described shall contain only the written report referring
to the structure.

d. Method of Assemb- - A dingram follows (sce page £3,) showing at reduced scale
ling Photographs.tiie method of preparing the photncynph mount-card and of mount-

ing thereon the photographe and nesatives. To prepare these

-as illustrated in the diagram. Mount-cerds are not to be trim-

med or reduced in size in ary way; or bound exeept by means of

- tiie punch holes already made in tle cards.

The method of assembling is as. follows: Place the nega-
tive face down upon the mount-cerd snd insert each corner in
turn into the slits msde in the cerd. Place the photograph
print directly cver the negctive, bvack to back, with the pict-
ure {if it has verticcl composition) so placed that it will be

- viewed correctly when the card is beld vith the binding holes

10, Tities of
Photographs.

at the left, If the photozreph has horizontal composition
plece the print in the sams mannasr as deseribed above, except
that the top of the view will be the edme nearest the binding
koieg, and parallel to the binding edge of the cerd. When the
print is correctly pleced slip the corners into the slits pro-
vided in the same manuer as has been done for the negative
beneath.

The photogra?h mount-card is.to be labeled aceording to
the gereral method shown in the diagram. The title of the view
is to be placed directly beneath the photograph, parallel with
the bottom; Fhotographs shall be named in accordance with the
Torm of the foliowing general examples:

a. North Elovation (front)

b. View. from Southwsst

c. General Viesw (extcerior)

d. Detail of Engronece (north olevation)

e Entrenco Hall (geperal view)

~26e




Williem Gibbes Residence """ HABS No. SC-6
Charleston, South Carolina : o

) C) FHOTOGRAFPHS
WRITTEN HISTORICAL AND DESCRIPTIVE DATA
District of South Carolina

......

Historic American Buildings ' Survey
c) Samuel Lapham, District Officer
' 42 Broad St,, Charleston, S.C.

Semple of Front Cover

Note: Use either hand-lettered or typed titles throughout entire book.
Do not employ both in one book. :
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William Gibbes Residence o HABS No. SC-6
Charleston, South Carolina : . ‘
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Historie American Buildings Survey
George Betts, Photographer Jan. 10, 1934
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VIEW

Sample of Photo-Mount Card

" Note: TUse elther hand-lettered or typed titles throughout entire book.
To not employ both in one book.
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ﬁr.

l1l. shipping.

f. Living Room (south well)
g. Dotail of Mantle (living room, south wall)

© Titles of photographic views shall follow the goneral

‘form of these examples whonaver possible. In casc of a choice

betweon ¥a™ and "b", usc "a“. No eloboration of this typiecl
form shall be mode except when in the judgement of the Distriet
Officer it is imponssible to econvey the meaning of the viow ex=-

‘copt by such elaboration. 1In general, titles should be kept as

short and simple cs it is possible to make them, still giving
the nocessary identification. For certain views it will be
necessary to add such explanotory phrases gs “Soffit", "Looking
Up®, "View From Roof", "West Wing", octec.

The name of the structure is in no case to be lettered
beneath the photograph, but should be placed as shown in the
diagram. The nams of the photographer and date of teking the
picture should be placed upon the mount-card, as shown in the
diagrem, never upon the face of the photograph. All text upon
the mount-eard is to be lettered with black ink in a simple
and clear style of letter, or mngy be typed in black.

Each photographic print is to be labeled on the reverse
side with ink, giving th¢ name of the structure, its locction,
survey number, title of view, cnd name of photographer with
date. This information mey bowritten in long-hand. Ceore is

‘t0 be taken in writing upon the back of photographic prints

that the surface of the prlnt is not 1n3ured by excessive
pressure of the pen. g

Each photographic view is to be ellotted a separate mount-
card. Two or more subjects shall not be represented upon one
mount.

At the conclusion of the work the photographs for each
structure will be assembled with the written data relating to

. that subject earefully wrapped botwecn heavy layers of card~ -

board to avoid damego in transit; and meiled to the Chief
Architect in packngos not oxceeoding four pounds each in weight.
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SPECIFICATIONS FOR THE MEASUREMENT AND RECORDING OF HISTORIC AMERICAN BUILDINGS
VII GENERAL INDEX OF HISTORIC AMERICAN ARCHITECTURE.

1. Purpose. : It is proposed to continue the indexing of historie
American architecture until a complete catalogue of all im=-
portant structures is available in the Library of Congress.
This list when completed will include all measured projects
under the Historic American Buildings Survey, all structures
approved for consideration under that program, and all other
structures which are deserving of permanent record for one
reason or gnother. Trhe c¢atalogue is to be indefinitely extens-
ible snd in permanent form. The preparation of this great in=-
dex will enable the Historic American Buildings Survey to cover
a far greater number of projects than the measuring program

now provides for.

The importance of this index cannot be overestimated sinece
it will most completely fulfill a major function of the Survey
and will form an inveluable basis for any future program.

2. Form, , In brief, the Survey Index will consist of one or more
3-by~5-inch filing cards for each structure, whether measured
or not. These cards will record the location, hame, history,
description, references, and a suitable library cross~index
designation.

To facilitate discussion of the Survey Index, an example
of the form to be used follows, showing the method used for
indexing & typical structure.

The example shown has been 'slightly enlarged to facilitate
the use of a typewriter in reproduction of the prihted portion.

Ssurvey Index Cards ere to be neatly lettered in black ink,/-j
or typed in blasckx with a typewriter.

3. Content. The following headings arc to be filled in under the
direction of the Distriet Officer. (A brief notation of the
desired contents is listed helow for guidance of the person
making out the card. Torm "A™ shows the amount of materisal
necessary and degirable for an average strycture. TFor struct=-
ures of great importance (historieal or architectural) it may
be necessary to use more than one card for recording the data
under the headings, "History", "Descriptionm, "Rcferences.
However 1t is preferable to condense as much as practicable and
one card will usually suffice.)
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To be

filled

in at

Library
of

Congress|.

COUNTY C Yows! OR VICINITY

STATE
Penusylvania Philadelphia " Philadelphia - 60 Elm St,
INDEX WNUMBER MONVMENT

Reynolds House .

REFRESENTED |N
NEGATWE  FILE

HABS SURVEY NO.| History - Built 1786 by
7-10 . | John Reynolds; Present owner,

FUBLISHED
PHOTOBRAPHS

E. B. Morris.

Descrivtion - Brick, Pitch roof, 34 Story, Inside
chimneys.

|PUBLISHED

DRPAWINGS

Réfergnces - Eberlein, H, D. & Lippincott, H. M.
Colonial Homes of Philadelphia and

m its Neighborhood, 1912 pp 69-75,

- HISTORIC AMERICAN BUILDINGS SURVEY

E.

F.

FORM M"AM

STATE- (See from M"AM)
COUNTY- (See form MAM)

TOWN OR VICINITY-Up to one mile from town or city
indicate by name of town or city, with street or
other address; further than one mile indicate by
name of town or city followed by, "vicinity" and
exact location according to highways, railroads, etc.

MONUMENT- Neme by which structure is to be designated
on all Survey records.

HABS SURVEY NUMBER- District number followed by hyphen,
followed by the survey number assigned by the District
Officer.

This number is not to be placed on the card un-
less the monument has been recorded, at least by
standard Survey drawings and a written report, or
by Survey photogranchs and a written report., In other
words this number will distinguish the recorded from
the unrecorded structures,

HISTORY- Date of erection, architect or builder, brief
indication of transition to present owner, present
owvner, any important events of historical value.




G. DESCRIPTION-Brief designation of construction,
(brick, stone, frame, etc.) type of roof, height in
e stories, distinguishing features. Please do not
classify structures as to "style".

H. REFERENCES-Notation of published data or records, The
following headings (included in bracket on from "A")
are to be left blank by the person filling in the card:
" INDEX NUMBER", "REPRESENTED IN NEGATIVE FILE", "PUB-
LISHED PHOTOGRAPHS", and "PUBLISHED DRAWINGS". These
spaces are for the use of the Library of Congress.

4. Authorship. The author of each card will place his name, address, and
‘ date of recording card on the back of each card in such a man-
ner that it may be read without removing the card from the file.
The sketch below shows the manner in which this may be accom-
plished.

Pertinent facts (if any) regarding umusual historical or

architectural features of the structure, not recorded on the .~
face of the card, should also be noted under the heading

"Additional Notes".

(Additional Notes)

Author of Card

(Author's name) - (Author's Address)

{Date of preparation of Card) -

Rear View of Inverted Card. v
It will be seen that by turning the filed card down
slightly it is possible to read the information on the back
without removing the card from the file.

5. General. . Index cards, when completed, should be checked for
accuracy by the District Officer and/or the District Advisory
Committee, so that further verification at the Washington
Office is unnecessary. It will be assumed that all index
cards which come.to the Washington.Office have been carefully
edited and verified.

It is suggested that cards for completed projects be
filled in as the work progresses since this method will insure
against loss of data. B e
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SPECIFICATIONS FOR THE MEASUREMENT AND RECORDING OF HISTORIC AMERICAN BULLDINGS

_VIII. PRIORITY INDEX OF HISTORIC AMERICAN ARCHITECTURE

1. Purpose.

2. Form.

3. Preparation.
(a). General:

-

Chapter II of the Specifications is & general statement
of the purpose and scope of priority listings. Priority
index cards are to be used for listing and describing proposed
Survey subjects, and constitute the approved form for prepara-
tion of the lists described in Chapter II, section 3. These
cards are not a substitute for the Survey Index Cards now in
use (Chapter VII), which are designed for permanent filing in
the Library of Congress. As soou as a subject is completely
recorded and records filed in Washington the priority card is
removed from the files and the subject is thenceforth indexed
only by the Survey ‘index card in the Library. i

Priorities, in the past, have been submitted in the form
of typewritten lists. The priority index card form is hence-
forth to replace these general lists. Thus, each subject will
be listed separately on a priority card. Cards are standard
library file size when removed from the pad. They are -of
sufficiently light-weight stock to allow the making of one
carbon copy, whether pencil or typewriter is used. They are
bound in pads to facilitate use in the field.

Cards will usually be prepared by the District Officer
or Deputy in charge; but they may be made out by any member
of the district organizetion or advisory committee. The
District Officer should always carry a book of cards with him
on his inspection or organization trips. Field party leaders
may &lso be provided with books at the District Officert's dis-
cretion. Surveys proposed at meeting of the district advisory
committee should be immedictely listed on priority cards.

Any prospective survey is to be listed first on a priority
card. Do not wait until date is complete before listing ele-
mentary information known, such as title, location, etc.

An indelible or hard-lead pencil will be suitable for use
in preparing cards, printing or writing data in legible long-
hand; or cards may be removed from the pad and typed. A
duplicate must be made of each card submitted.

The accompanying illustration shows priority card properly
prepared. '
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MEASUREMENTS: | PHOTOS: V| DRAWINGS: | DATA: | PRIORITY: | |
(STATE: =~ | COUNTY: TOWN CR VICINITY:
: New York Aassau Hem pstead (Long /.)
; "FROFOSED SURVEY SUBJECT T '

Carman House (or Carmean-Jrish Houvse)| ud¥ | Sur

\DESCRIFTION AND REFERENCES: APFROX.DAIE BUILT

Frame - 2séories— 5,:,6 a.)zdé-.s. wood 1805-15
EJ/u,/z,yl@ - Loof mmetal thew) - Wood 2 |FEET VTN
sbory portico, unusual imitation |SLair
outhern Nansion type - Present C:"“’; ?“ZS goﬁ ?‘Z’f te

EOIZ/’L&/' (st :ffzsﬁ,, /70 5,;9;’,6,. JE. J/yC’) WILL REQUIRE
Jtates portico aesign a,a/cz/a{eaff,o 8

550-/?0/778 of 6141.’/61/6/”3' t(/(:fe, . ”ZSIEEB OF TRAWING S
€€ Jas. Irish :old engraving (185)) 1607 | AT St [0 prepane m

Important a tar. "fufﬁ)‘rv——
¥ nrt @rch.detart T jfhu,é/b

-Cttle Bhistoric (mportance

(p) Records: ' ‘The wvoxes at the top, assigned to "Measurements",
"Photos", "Drawings", "Data", will be filled in &s Survey
records under these headings are completed. (In this respect,
the card will also serve as a general progress iundex of the
individual survey until all records are complete, when it will
be removed from the file). . s

(e) Friority The three boxes in the top right-hand corner are for use,~\
Scale: in designating the priority assigned to the survey subject.

A "first priority" is indicated by crossing off the first two
right-hand boxes of the scale, thusl - !§:§:E§5§!; a "second
priority", by crossing of the first right-lLand box, thus
: I><]; and a "third, or deferred priority", by leaving
the three boxes open. As an index of iandividual priority

within one of these three classes, the first right-hand box

left open may be marked to indicate grading on & percentage

basis. This letter notation is primerily for the convenience

of the distriet orgunization ang may be deferred uutil afier
' cards are approved in the Washington office, if necessary.

Priority greding is to be based ‘upon the following
general qualifications: ' ‘ :

First Friority:

+Structures of great national historical importance and
architectural excellence in imminent danger of destruc=
tion, loss, or-major alteration.

Bl -



o

sStructures of great national historical or architectural
importance in same danger.

«Historic structures in no immediate danger but possessing
such outstanding architectural qualities as to demand
recording before any subject in second or third priority
groups. »

‘Second Priority:

«Structures which are importent enough historically
and/or architecturally to be given first priority, but
80 -disposed as to be insured fair preservation for at
least one year.

o«Structures of secondary architectural and/or netional
historical importance, in imminent danger of destruc-
tion, loss or mujor alteretion.

«Structures of great locul historicul interest, importunt
architecturally; in same danger.

Third Friority:

s Structures of architectural aqd/or national historical
importance, well-preserved and apparently in no danger
of destruction or change for several years to come.

,¢Strﬁctures of secondsry architectural rating, of purely
local historicel importance, or none; whether in danger
of destruction or well preserved.

+Structures of which not enough is known to assign
definite priority, listed for future counsideration.
(Subjects in this class may be advanced to first
priority in one step, if investigation reveals need).

Friority grading will disregard the physical factors of
accessibility, measuring persornnel available, working condi-
tions at site, ete.; adhering arbitrarily to consideration
of the subject itself in the light of its historical, archi-
tectural and conservetional significanece. Hence, the
exigencies of a measuring campaign will sometimes force the
Distriet Officer to defer recording some first priority
subjects, even after secoud and third priorities have been
advanced over them to first rating and recorded.

When a card is returned from headquarters with aprroval
of proposed priority listing the boxes marked by crosses are
to be filled -in solid with bluck ink, to facilitate ready
reference when thumbing thru the fiie.
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(k)

" (d): Locations

‘Survey

Title:

Approvel;

Present

Condition:

Date:

Custody:

Drawings

Required:

Immediately Below the printed titles, "State",
"County", “Town or Vieinity",:list the proper locations in
exactly the same manner as on the Survey Index Card (Speci-
fications p.31l). In addition, a.small location diagram is
to be placed on the card in the large box marked "Deserip-,

" tion and References", «fter the muuner indiceted in the

illustration. Any other location datw of vital importance,
such 2s removel of structure (or parts) from original
location, may be pleced in the genersl text of the same box.

Immediately under the heading, "Froposed Survey Supject"

list in full the title by which the structure is to be identi-

fied on Survey records. Iollow directions of Chapter II,
section 5, Specificetions. If severzl titles cre attributed
to the strueture and further study is required to determine
the most suitable ncme, list the several titles. Titles

listed ‘on priority cerds will be considered us subject to

change at the discretion of the District Officer.

Distriet Officer (or deputy in charge of project) will
write his initiuls in the left-hznd box immediztely below
the hending "Approved", us signifying his recommendation to
the Chief Architect of the proposed survey described on the
card. (The adjacent right-hand box is reserved for approvel
notetion,:by-initials, in the office of the Chief Architect.)

Under the heéding-"?resant‘Condition" pluce a terse
description of the stute of preservation of the structure.

- Give gs complete information es is possible in a smzll spece.

Such entries as "excellent™, "much eltered"™, "fire hazard",
"badly weethered", "exterior only", "roof destroyed, 1930",
etc., ere acceptable.

In the box marked "Approx. Date Built" note the yesr
(or yeers) of original coustruction of the subjeet. If
eonstruction date is not kmown give earliest known date of
existence, followed by the words: "or earlier".

State, in the box muarked "Custody", the present condi-
tion of ownership or core, in = munner to indicate bearing

‘on prierity rcting. Such terms as "incdequote", "good",

"indifferent”, "dangerous", "intelligent'", "abandoned",
"vacant - protected"”, "for sale - danger", etc., are

- aeceptable.

~In the box meiked, "Will Require ......Sheets of Draw-
ings", place an estimste of the number of standard HABS

drawing sheets to be used in recording the subject. This

item will be considered &s subject to change at the discre-
tion of the District Officer.
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(1) Author
of Card:

(m) Description
eand Refer-
ences:

4. USE.
(a) General:

{b) When Sub-
mitted:

(¢) Approved
Cards:

[}

In the box marked "Prepared by" note the name of person
who has prepared the card, regardless of sources of informa-

tion.

In the large box filling the lower left portion of the
card give a general notation of such pertinent factors as
materials of construction, number of stories, and notable
architectural or historical feutures which affect priority.
If necessary, elaborate upon any entries placed in other
boxes of the card. Name and identify any records of the
proposed subject which have been made outside the Survey
(see Chapter I of the Specifications: "Frevious Werk").
State any conditions of accessibility, enviromment, attitude
of owner, etc., which will effect date of measurement. At
the end of these descriptive remarks maxe a brief and concise
statement of the most impcrtant reasons for the priority
rating sccorded the subject. In the lover portion of the
box draw & small key diagram or sketch map showing the
approximate location of the structure proposed for measure-
ment.

A priority card, when properly prepared, is & means of
giving notice to the Chief .irchitect and the National
Advisory Board of the NDistrict Officer's intention to include
the specified subject in the Survey, and of requesting
authority to proceed with its recording in the order of
pricrity listed. Once priority proposuls are approved in
Washington the cards form an index to the district program,
both at National Headquarters and in the field office; and
an index of progress for the use of the field office.

Friority cards are to be sent to the office of the Chief
Architect in duplicate. District Cfficers must so arrange
their mailing schedules as to allow a minimum of ten days
between the time cards are delivered in Washington and the
date proposed for beginning measurements upon the respective
listed subjects. It will obviously be to the advantage of
the District Cfficer to submit cards well in advance of his
measuring schedule so that last-minute confusion will not
result from rejections or revisions cf priorities by the
Chief Architect and the Kutional Advisory Eoard. There will
be no necessity to retain priority cards in the district
office until all subjects in the measuring program of a
project are listed. Fach card should be submitted for
approval as soon as rossible after preparation.

The original copy of each pricrity card will be returned
promptly to the distriect office, initialed in approval or
marked to indicate revision or rejection. The copy of each
approved priority card will be filed in Washington until the
job of recording is completed,
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{d) Revisions:

(e)

(1)

Priority
Cards and

‘Library

Index Cards:

Cancella-
tion of
Priority:

109204

Any necessary changes in priority ratings or listed
subject titles and locations, for cards already filed, should
be proposed by letter, Major revision of a pricrity card
will require re-submittel of the original when the revised
card is mailed (in duplicate).

As first priority subjects are recorded, or as individ-
ual necessities arise, second and third priorities may be
advanced to & higher rating upon approval by National Head-
quarters, by making the necessary change in the marking of
the priority scale on the card.

Obviously, data on priority cards will in most cases
serve as the "first draft" of materisl for the final index
cards made for the Library of Congress, Since the priority
card becomes obsolete immediately upon completion of records—
on its subject, it must not be asswaed that the two card
indexes of Survey subjects are in any way complementary as
final records. Index card Jdata not pluced upon the final
Library of Congress card will not be filed as formal resesrch.
materizl,

Whenever o proposed subject is destroyed or otherwise
definitely removed from the progrum its priority card is to
be removed from the files, notiwe given the Chief Architect,
a Tinal index card prepared for the Library, and the priority
card destroyed.

8w




