WES LIBRARIAN - ITEMS FOR OUR ARCHIVE

Please provide a description of the document as in 1. below. Please scan the item
if you are able using the process as in 2. Below. Please send the hardcopy item to
WES Librarian, 3 Hooper Gate, Willen, Milton Keynes, MK15 9JR. Please email
digital items to librarian@wesonline.org.uk

1. DESCRIBING A DOCUMENT.

Please prepare an archive entry as follows:

a. The author or authors, including surname and full initials. If a book is an
edited collection, this should be indicated and the editor(s) specified.

b. The title of the article or book.

C. In the case of a book, specify the ISBN number, the publisher, place of
publication, the edition number and date of publication.

d. In the case of an article, give the name of the journal or magazine, the

volume, the number (often, several ‘numbers’ make up a ‘volume’), and the page
numbers which mark the beginning and end of the article.

e. Beginning on a new line, describe the item concisely, giving some clear
indication of the contents.

f. It will be useful, though not absolutely necessary, if you put your initials
at the very end of the last line of your description of contents.

g. If you are not sending an original or hardcopy to size, please give the page
size, even if in an obsolete format such as foolscap.

Examples of descriptions will be found on the WES website in the Bibliography
and Archive section.

2. SCANNING INSTRUCTIONS.

The objective is to supply the Librarian with a digital image that is the best
quality that you can achieve and as close to the original document as you can
make it.

Ink marks, tears, pencil underlines or margin comments are an essential part of
the original document and should be retained. If you wish to use a utility to
remove ‘see through’, it will be fine.

e The preferred format for submission is uncompressed images (TIFF, BMP, JPG
or PNG). PDF is the format for permanent storage.

e Please scan in colour even for B&W. The tint of the paper is handy to keep if
you can.

¢ Please select the highest definition you can practically obtain even if the file
size is large. We can always reduce definition but trying to increase definition
is not easy.

e Itis acceptable to combine a number of items into a single scan. Example - a
series of small, allied newspaper cuttings.



If you wish to spend time cleaning the image of marks and creases, please go
ahead BUT supply the uncleaned image as well. Please use your time to scan
more items instead.

Please complete the description as described in 1. above. Alternatively, please
supply in the format of the spreadsheet noting that your line identifier (e.g.
‘A1’) will be replaced by the WES acquisition number as your file transfers into
the ‘Biblio & Archive’ spreadsheet. Instructions on filling in the spreadsheet
are shown with the spreadsheet itself.

If you are digitising multiple pages you can supply them as individual images
,numbering them for example Alp1, Alp2, etc., or as a multi-page PDF file.
Please supply the images on a publicly share forlder, such as Google Drive,
DropBox, WeTransfer, etc. with the file names shown on your spreadsheet. CD,
DVD or memory card/USB thumbdrive, is also acceptable by post.

If you wish to scan any items of your own, please go ahead. They become part
of your portfolio.

Please treat fragile items with care and if damage is too risky, don’t digitise.
Don’t strain spines. Compromise the scan instead.

For especially rare items that you wish to retain but are not able to scan,
please contact the WES Librarian. We can scan the item on your behalf and
return it to you.

Many thanks

WES Librarian
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