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Attachment B – Indiana Photo Submission Guidance


November 30, 2011
This guidance outlines the types of photographs that are needed to effectively tell the story of conservation in Indiana.  Please take time to read the guidance and submit pictures of conservation practices to the Public Affairs staff.

TYPES OF IMAGES NEEDED


Conservation Practice Photos

Submit pictures depicting conservation practices, both structural and management, installed in your county.  Please strive to provide “before and after” photos of conservation work.  

Employee Photos

It is also very important to include pictures of NRCS employees and Earth Team Volunteers working in the field.  Action photos should be taken from the perspective of the audience (front side).  Photos may also be “staged” to get effective action shots that may be used in recruiting materials or additional public relation resources.  
FILE TYPE AND SIZE

Because the Public Affairs staff has the ability to reduce resolution, please submit the highest resolution photos possible in a JPEG, TIFF, or GIF format.  High resolution photos may be used for publications, exhibits, presentations, posters, etc.  Typical file size should be between 2MB and 12MB.

Camera Settings

Make sure your camera is set to the highest resolution.  If you need assistance in setting your camera’s resolution, please consult your owner’s manual or contact Kris Vance at: kris.vance@in.usda.gov. 

Existing Print Photos and Slides

Please scan existing print photos and slides at their highest resolution.  If you do not have the capability of scanning slides, they may be mailed to the Public Affairs staff.  All slides will be returned.

FILE NAME

Please use the following guidance when naming your file:


Single Photo

Each photo file name should include: practice or employee name, county name, NRCS program/initiative, and fiscal year, (i.e., waterway_Decatur_MRBI_2012).  If there is an existing file, please include a number after the practice name (i.e., waterway2_Decatur_MRBI_2012)

Before and After Photo Set

Each photo file name should include: county name, NRCS program/initiative, fiscal year, and “before” or “after” (i.e., Decatur_MRBI_2012_before).  If there is an existing file, please include a number following the “before” or “after” (i.e., Decatur_MRBI_2012_before2).  

PHOTO DESCRIPTIONS

Please include a Word document with each photo containing a two to three sentence caption explaining the picture and the story behind it.  

Single Photo 

The document should include a description of the conservation practice applied and list the names and titles of any individuals in the photograph.  For example:

Through the Mississippi River Basin Initiative and funding from WHIP, NRCS worked with the landowner to create instant shallow wetlands across 500 acres of his cropland in Decatur County. Right to Left:  Bob Smith, NRCS District Conservationist, Joe Sullivan, landowner.

The document file name should be the same as the picture file and include: practice or employee name, county name, NRCS program/initiative, and fiscal year, (i.e., waterway_Decatur_MRBI_2012).  
Before and After Photo Set

Only one caption document needs to be submitted for each “before and after” photo set. Please list the name and title for any individual in the photograph.  For example: 

BEFORE:  Cropland within a floodplain in Decatur County, owned by farmer Richard Lewis who was devastated by several years of flooding, resulting in thousands of dollars in crop loss.  Right to Left:  Bob Smith, NRCS District Conservationist, Joe Sullivan, landowner.

AFTER:  Through the Mississippi River Basin Initiative and funding from WHIP, NRCS worked with Lewis to create instant shallow wetlands across 500 acres of his cropland in Decatur County. In this photo, mallard ducks enjoy their new habitat. Bob Smith, NRCS District Conservationist.

The document file name should be the same as the picture file and include: county name, NRCS program/initiative, fiscal year, and ba (i.e., Decatur_MRBI_2012_ba)

SUBMISSION
The photos and Word documents may be submitted in the following fashion:


SharePoint (recommended)
Please upload photos and Word documents to the Indiana SharePoint site:  https://nrcs.sc.egov.usda.gov/central/in/default.aspx.

1. Click on the “Conservation Practice Photo” document library on the left-hand side of the home page.  

2. Once in the library, click “upload” from the menu beneath the “Conservation Practice Photos” title.  

3. From here, you may upload a single document or multiple documents from your computer, simply follow the instructions.  
For questions on how to upload to SharePoint, please contact Kris Vance at:  kris.vance@in.usda.gov.  

Mail

Please copy your files to a DVD and mail to:
Kris Vance, Public Affairs Specialist


6013 Lakeside Blvd


Indianapolis, IN 46278
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