Checklist for Smithsonian Folklife Festival Fieldwork
Project Abbreviation: SFF; Forms at www.alabamafolklife.org/content/fieldwork-documents
_____1. Participant and Fieldworker Authorization Form  (Use the catalog number you assigned to the Biographical Data and Interview Information form below)
_____2.  Biographical Data and Interview Information Form Catalog number would be based on the following system:
project abbreviation.interviewer initials.date.interviewee
So if Joyce Cauthen interviewed Marcus Johnson, the catalog number could be:

SFF.JHC.6.21.2008.MJohnson

_____3. Field Notes and Interview Log Form for each interview.  Accession the form and CD or DVD using the following system:

project abbreviation.interviewer initials.date.interviewee.media type
So if Joyce Cauthen recorded Marcus Johnson, the catalog number could be:

SFF.JHC.6.21.2008.MJohnson.wav

Digital recordings should be 44.1k wav files on a data CD or DVD disk.   

_____4. Photo Log Form: Take 3 to 30 photos. Before logging the photos, rename each photo the following system: 

project abbreviation.interviewer initials.date.interviewee.photo number photo format

So if Joyce Cauthen photographed Marcus Johnson, the catalog number for the fifth photo in the collection could be

SFF.JHC.6.21.2008.MJohnson.5.jpg

Accession the photo log and CD or DVD you turn them in on using the following system:

project abbreviation.interviewer initials.date.interviewee.photo number range.format
So if Joyce Cauthen took 12 digital photos of Marcus Johnson, the catalog number would be:

SFF.JHC.6.21.2008.MJohnson.1-12.jpg

We prefer no less than 4 megapixel jpg files with as little compression as possible. 
_____5. A brief narrative about the subject (300-500 words) which may be used for text panels, brochures, etc. Include an end-note suggests best uses for the fieldwork (article, presentation, background material, etc.)
_____6. Travel Reimbursement Form for trips of more than 25 miles 
All of the above shall be submitted to the person who signed your contract.
