BHP Comprehensive Survey Report Standards

Survey Reports are a compilation of all management and research information collected in the process of conducting a comprehensive survey.  Typically, a Survey Report will identify the organizations, personnel, funding source, purpose of survey, survey area, authorizing agency, history and resources discovered, and results of the survey.  As in a survey itself, the level of detail and specific information provided in a Survey Report may vary depending on whether the survey is conducted for Project Review under the National historic Preservation Act (NHPA) and PA History Code, for a state or federal grant, or for local planning purposes.
For detailed information regarding the planning of surveys and preparation of survey reports see guidance from the National Park Service (NPS) (http://www.nps.gov/history/nr/publications/bulletins/nrb30/nrb30.pdf)

and the Advisory Council for Historic Preservation (ACHP) (http://www.achp.gov/work106.html).  

General Format Requirements

1. Illustrations: For illustrations include figure number, caption, scale or indication that it is not to scale but do include general dimensions, a compass orientation (north arrow) and a source.  Illustrations must be legible.  Field sketches typically are not appropriate unless they constitute part of the historic documentation of the resource.  Inclusion of historic maps and photos is encouraged.  BHP prefers that illustrations be appropriately placed throughout the report rather than grouped at the end.
2. Photographs: For photographs and other images include a caption describing or indicating the view orientation.  Photos contained within the text of the report are preferred rather than grouped as an appendix.  High resolution color digital images are preferred. Photos should be not less than 3x5 inches; 4x6 images are preferred.  Preferably, all images and photos will be incorporated into the text at a resolution sufficient to ensure a clear image. All images included in the narratives that are specific to sites or buildings for which Historic Resource Forms (HRF) are prepared should also be included with the Historic Resource Form. All digital images must meet National Register “acceptable” photo standards as outlined in the NPS revised photo guidelines http://www.nps.gov/history/nr/policyexpansion.htm .(BHP prefers jpg format at 300 dpi).   (Conventionally processed photographs must be 35mm or larger format, color; original photographs must be attached by dry-mounting.)  
3. All reports must be submitted bound.  The use of spiral bindings is preferred.  Glued or pressboard bindings are not acceptable.  Report paper should be ph-neutral.  Two copies of the report should be submitted.  If the only necessary revision of a preliminary report is the change of finding, or if relatively minor clarification or additional information is needed, two copies of an addendum with this information and a copy of the eligibility letter will be sufficient. 
4. Include a cd or dvd with three folders containing:  photos, final approved report, and HRFs .  The reports and HRFs can be formatted using the current version of Microsoft Word or as a pdf  (BHP prefers MS Word; it will enable us to reformat the document into a pdf that is searchable for website use).  Label the disk with the name of the project, survey area, municipalities, and state.  Use a cd marking pen; do not attach labels.   For surveys related to Project Review under the NHPA and PA History Code, include the Bureau for Historic Preservation (BHP) Environmental Review (ER) number. 
Report Format

1. Cover: if a clear plastic cover is used the cover page can be printed on regular paper.  If not, provide card-stock cover with information identical to the title page.

2. Title Page
a. Title of report, including ER project name if applicable, and the type of report (historic structures, archaeology, or combined).  Use the following convention for the title:

i. For ER projects the report tile should read Historic Structures Survey and Determination of Eligibility Report. Project Name; SR # if applicable; municipality and county. Bridge Name if applicable. 
ii. For PHMC grant-funded projects the report title should read Historic Resources Survey Report; survey area; municipality; county.
b. Author(s)/principal investigator(s), organizational affiliation, address and telephone number.
c. Organization, agency or client name for which the survey was completed.
d. Report date.
e. ER # (if applicable)  If the ER# is not known then a space should be made so that it can be added later.
f. PHMC grant contract # (if applicable).
3. Table of Contents

4. Survey Location and General Description

a. USGS map showing the survey area.
b. Written description of the survey area. 

c. For ER projects include a county map showing the survey area, then the survey area on USGS map, also project area and the Area of Potential Effect (APE) (which should be at least the survey area).
d. For PHMC grant-funded projects, include a township or county map showing the survey area.

e. GIS coverage is often available; if shape files can be acquired from the municipality showing tax parcels please include them. 
5. List of Figures, Plates and/or Tables

a. List should include table, illustration or figure number, subject and title, and page number.  

6. Abstract or Management Summary

a. Summarize the survey project, purpose of the survey, scope, findings, and recommendations.  Note the type of survey (above ground resources, archaeological or both). For ER projects identify the applicable laws under which this survey was required (i.e. NHPA, the Advisory Council regulations or the PA Historic Code).   For federal or state grant-funded projects identify the funding program and include a web address for the program guidelines.  Include the total area of the survey (in acres) and the number and type of PA Historical Resource Survey Forms representing how many resources each.  The discussion of survey findings should include the total number of resources surveyed, historic contexts prepared, the number of resources recommended eligible and not eligible, the presence or absence of potential historic districts.
b. Summarize the project administration, organization, and personnel: identify the organization or individuals who managed and conducted the survey and research.
c. Explain why the survey area was selected.  
d. Reports for ER projects must include justification for the selection of the Area of potential effect (APE).   http://www.achp.gov/work106.html
e. If the survey is part of a multi-year effort, describe and map the location of previous and future stages.
7.  Methodology

a. Identify the existing surveys in the Area of Potential Effect or survey area and list all the names, locations, numbers (survey or BHP codes).  Copies of these previous survey cards should be included in an Appendix.

b. Identify and discuss use of historical maps for locating properties.
c. Describe system for numbering or coding surveyed properties, if BHP KEYNos are not used. Make sure that any survey codes used are consistent throughout the survey records and that all documentation is cross-referenced clearly and accurately. 
d. Explain your procedures for documenting the areas and specific properties surveyed.  Consult with BHP regarding which HRFs to use.  In addition to the general HRF, a short form and special forms for bridges, farms, and industrial resources are available.  
e. Explain how resources were selected for recording on PA Historic Resource Forms.  For ER projects other than PennDOT projects, all properties over 50 years old must be surveyed.  For PennDOT projects the surveyor should contact the District Cultural Resources Professional to discuss survey requirements.
8.   Context & Property Types

a. Summarize the development/history of the survey area.  
b. Provide statement(s) of historic context(s).  For each context identify the concept or theme, chronological period and geographic area (i.e., place, time and association). Existing contexts and context guidance are available from BHP; some contexts are posted on the BHP webpage.  The National Park Service has all National Register-approved contexts available on its webpage at http://www.nr.nps.gov/nrcover.htm
c. For each historic context, identify property types that are relevant and important in illustrating the context.  Outline the physical characteristics of each property type and explain how those physical characteristics reflect the historic development of the property type.  The property type discussion should include information about locational patterns and current condition of each property type.  The region for which a context may need to be developed may expand beyond the survey area depending on how small the survey area is and what patterns its resources fit into.
9. Field Results

a. Provide a list or table of all properties recorded on PA Historic Resource Forms (Inventory).  For each property include name, survey number, BHP key number if one exists, historic context(s), property type.  For ER projects, include a recommended National Register (NR) eligibility evaluation.
b. For ER projects, discuss findings of eligibility.  Explain how the resources fit or don’t fit the NR Criteria and the property types identified laid out in the context(s) developed for the survey.
c. Include a USGS map showing the APE/survey area and the location of the surveyed properties using the survey number of a map key.  For PHMC grant projects the USGS map may be substituted with a local GIS map.
10. Public and Consulting Parties (for ER projects) 
a. Describe how local organizations and citizens were contacted and involved in the survey and information gathering according the ACHP requirements for consulting parties.
b. ER Survey Reports must address the requirements of Public and Consulting Party participation in the identification of historic resources.  They should mention who and how local groups and individuals were contacted and their role.  See the ACHP webpage http://www.achp.gov/citizensguide.html.
11. Sources/bibliography

Provide a comprehensive list of published and unpublished sources which pertain to the survey’s research and field survey design.  The bibliography should be divided into categories of primary sources, secondary works, maps, etc.  Use a standard bibliographic style such as that found in A Manual of Style or A Manual for Writers by Kate L. Turabian, both published by the University of Chicago Press.

12. Appendices

a. Qualifications of survey director and/or surveyors  

b. Tables, figures and plates if not incorporated into text (Whenever possible such materials should be incorporated into the text where the relevant reference or discussion occurs.)
c. Copies of the survey forms for previously surveyed properties should be included as an appendix to the report.

d. Current forms produced by this survey.
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