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A note on this document

This list of terms is not confined to the description of literary artefacts, as the Working Party recognises that literary archives hold a range of different record types. Terms relating to artistic works, printing, publishing and performance have been included here in recognition of their close links with the world of literary production. Terms to describe literary genres did not fall within the scope of this work; the emphasis is on physical formats. No attempt has been made to include digital media and electronic formats, which would necessitate a separate exercise. 
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1. DOCUMENTS & INFORMATION ARTEFACTS 
1a. By format, function or method of production
· accounts ledgers

· agreements
· contracts
· memorandums of agreement
· articles
· magazine articles
· journal articles
· newspaper articles

· audio-visual material

· audiotapes
· audiocassettes [USE FOR compact cassette]
· minicassettes
· microcassettes
· reel-to-reel tapes
· videotapes
· Betacam
· Mini-DVs
· VHS 
· videocassettes
· books
· albums
· cuttings books
· photograph albums
· postcard albums

· scrapbooks
· address books
· artists’ books
· children’s books

· commonplace books
· diaries

· appointment diaries

· Festschriften
· illustrated books

· livres de peintres
· logbooks
· notebooks
· exercise books
· printed books
· chapbooks

· sketchbooks
· conference papers [USE FOR conference proceedings]
· cast and crew lists

· correspondence

· emails [SEE ALSO email printouts]
· faxes
· letters
· telegrams

· circular letters

· postcards

· photographic postcards

· greetings cards
· costume lists

· costume plots
· cuttings [USE FOR clippings]
· ephemera

· film scripts

· forms
· Cataloguing in Publication forms
· FOY plots
· graphic narratives
· hanging plots

· licences
· stage licences
· librettos
· lighting plots
· machine-readable artefacts
· CDs

· DVDs

· magnetic disks
· magnetic tapes
· paper tapes
· punched cards
· videodiscs
· manuscripts
· autograph manuscripts
· fair copy autograph manuscripts
· revised autograph manuscripts
· holograph manuscripts [use AUTOGRAPH MANUSCRIPTS]
· printouts
· email printouts
· presentation printouts

· spreadsheet printouts

· word-processed document printouts
· production schedules

· programmes
· souvenir programmes
· theatre programmes
· props lists

· props plots
· publications
· newsletters
· newspapers
· pamphlets
· periodicals
· fanzines
· journals
· magazines
· publicity material

· advertisements
· flyers
· handbills
· leaflets
· notices
· playbills
· posters
· rehearsal notes

· reprographic copies

· Banda copies [USE FOR Banda machine copies, ditto machine copies, spirit duplicator copies]
· carbon copies

· manuscript carbon copy
· typescript carbon copy

· microfiche

· microfilm
· mimeograph copies
· photocopies [USE FOR xerographic copies]
· Photostats
· reviews
· scores
· scripts
· play scripts
· prompt scripts [USE FOR prompt copies]
· radio scripts
· screenplays
· television scripts
· show reports

· sound plots

· storyboards
· typescripts
· clean copy typescripts
· revised typescripts

1b. Components (printed books)
· book jackets [USE FOR dust-jackets]
· corrigenda

· end matter [USE FOR back matter]
· errata slips
· folios
· rectos 
· versos
· illustrations

· frontispieces
· headpieces
· jacket designs
· plates
· colour plates
· spot illustrations
· tailpieces [USE FOR endpieces]
· inserts
· leaves
· overlays
· paper overlays
· transparent overlays
· pages
· dedication page
· double-page spread
· endpapers
· flyleaves
· pastedowns
· full-pages
· title page
· preliminaries [USE FOR front matter]
· forewords
· frontispieces
· half-titles
· imprints pages
· prefaces
· series pages
· title pages

· slipcases
1c. Stages of production (printed matter)
· camera-ready copies

· colour-coded corrections

· drafts

· early drafts
· final drafts
· first drafts
· later drafts
· revised drafts
· second drafts
· separate drafts
· successive drafts

· dummies

· layouts

· line copies
· proofs

· authors’ proofs
· collated proofs
· corrected proof
· first proofs
· galley proofs
· jacket proofs [USE FOR cover proofs]
· page proofs
· paste-ups
· press proofs
· proofreaders’ proofs
· pulls
· second proofs

· research material

· setting copies

1d. Identifying marks
· annotations
· bookplates
· armorial bookplates

· presentation bookplates

· foliation

· inscriptions
· dedications
· epigraphs
· initials
· registration marks
· signatures
· pagination
· stamps (marks)
1e. Textual versions
· abridgements

· summaries

· abstracts
· outlines
· scenarios

· synopses

· transcripts

· translations

· transliterations

· treatments
2. VISUAL WORKS

2a. Drawings
· blot drawings 
· caricatures
· cartoons
· designs
· costume designs
· set designs [USE FOR stage designs]
· technical drawings
· working drawings
· doodles
· illustrations
· line drawings
· life drawings 
· sketches
2b. Paintings
· acrylic paintings
· oil paintings
· watercolours
· gouaches
2c. Photographs

· albumen prints 
· ambrotypes

· black-and-white photographs

· card photographs

· cabinet photographs 
· cartes-de-visite

· colour photographs 

· contact prints

· contact sheets 

· cyanotypes

· Daguerreotypes

· direct positives

· lantern slides

· photographic negatives

· self-developing photographs 

· slides
· tintypes

· transparencies

2d. Prints

· digital prints
· photomechanical prints
· dufex prints
· photolithographs

· collotypes

· intaglio prints

· engravings
· etchings

· monotypes 
· planographic prints

· lithographs
· lithographic engravings
· offset lithographs
· offset prints
· relief prints
· linocuts
· woodcuts
· wood engravings
-    zincographs
2e. Three-dimensional objects

· models
· set models

· sculptures
· maquettes
3. DESIGN ELEMENTS
· borders

· colour

· body-colour
· monochrome
· spot colour
· tint

· detail

· painted detail
· pen and ink detail

· lettering

· hand lettering
· illuminated letters
· printed lettering

· mounts
· display mounts
· surface mounts
4. MATERIALS
· adhesive [USE FOR glue]
· glue stick
· PVA [USE FOR white glue]
· rubber cement [USE FOR Copydex]
· school glue [USE FOR Gloy]
· starch paste
· adhesive tape [USE FOR sticky tape]
· duct tape
· magic tape
· masking tape
· Sellotape

· correction fluid [USE FOR Tippex, Tipp-EX]
· correction tape

· paper
· blueprint paper
· carbon paper
· cartridge paper
· Manila paper
· newsprint 
· pasteboard

· cardboard
· corrugated board
· water-colour board

· sugar paper
· tracing paper
· transfer paper
· watercolour paper
· waxed paper
· printing surfaces
· linoleum block
· lithographic stone
· printing plate
· wood block
5. MEDIA 
· chalk 
· charcoal 
· collage

· photocollage
· crayon

· Conté crayon
· oil pastel
· pastel
· wax crayon
· ink

· coloured ink
· India ink
· iron gall ink

· mixed media

· paint

· acrylic paint
· oil paint
· tempera

· poster paint

· watercolour

· gouache
· wash

· colour wash
· monochrome wash

· pen

· ball-point pen [USE FOR biro]
· felt-tip pen [USE FOR fibre tip pen]
· fountain pen
· lettering pen
· marker pen

· pen and ink

· pencil

· charcoal pencil
· coloured pencil
· graphite pencil
· watercolour pencil
6. PRINTING TECHNIQUES AND PROCESSES
· colour separation
· intaglio printing
· engraving
· etching

· monoprint 
· planographic printing
· lithography
· autolithography
· lithographic engraving
· offset lithography
· monotype
· offset printing

· photomechanical printing [USE FOR process printing]
· photolithography

· relief printing 
· letterpress printing
· linoleum-block printing
· woodcut
· wood engraving
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