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A.  Photographs
Photographs are a vital component of the EHP review process and add an additional level of understanding about the nature and scope of the project.  They also provide pre-project documentation of site conditions.  Please follow the guidance provided below when preparing photographs for your EHP submission.  

Minimum requirements for photographs

1. Photographs should be in color.

2. Label all photographs with the name of facility, location (city/county, state) and physical location (physical address or latitude-longitude). 

3. Label the photographs to clearly illustrate relevant features of the project, such as location of installed features (e.g., cameras, fences) and ground disturbance.  See examples below.

4. Identify ground disturbance.  Adding graphics to a digital photograph is a means to illustrate the size, scope and location of ground disturbing activities. 

Best Practices

1. Provide photographs in a separate file.  

2. Place no more than 2 pictures per page. 

3. Compressing pictures files (such as with Microsoft Picture Manager) or saving the file in pdf format will reduce the size of the file and facilitate e-mail submissions.

4. Maximum file size for enclosures should not exceed 12 MB.  If the total size of files for an EHP submission exceeds 12 MB, send the submission in multiple e-mails.

5. If necessary, send additional photographs or data in supplemental e-mails.  Please use the same e-mail subject line with the additional label: 1 of x, 2 of x,  . . . x of x.

Options for Creating Photographs

1. Obtain an aerial photo.  There are multiple online sources for aerial photographs.

2. For the aerial photo, use the screen capture feature (Ctrl + Print Screen keys) and copy the image to photo editing software, such as Paint, or PhotoShop. Use that software to crop the image so the photo has the content necessary. 

3. Open PowerPoint, or other graphics-oriented software, and paste the aerial or ground-level photograph on the canvas.  

4. Use drawing tools, such as line drawing and shapes, to indicate the location of project features (for example: fencing, lighting, cameras).  

5. Insert text to label the features and to label the photograph.

6. Use drawing tools to identify ground-disturbing activities (if applicable).  

7. Save the file with the project name or grant number so that it can be appropriately matched to the corresponding FEMA EHP screening form. Include this file with the EHP screening when submitting the project.

Exterior Photographs 
Ground-level photos should be close enough to show the installation location, but far enough away to show the immediate surroundings of the installation location.

Photographs must be taken from different angles in order to get a sense of the structure’s location, setting, design, materials, workmanship, feeling, and association. For outside, one photo of each exterior elevation is necessary for an adequate review. A photo of the front façade is required to assist in the identification of architectural styles, along with one or two taken from an angle that includes the front and sides of the building. It is beneficial to include a photo showing what is adjacent to the structure in question and a streetscape.

Interior Photographs 
Interior photos, such as where cameras will be placed, should show sufficient detail of where an equipment item is to be placed. However, if there are many interior cameras to be installed, and most will be placed in numerous but similar hallways or stairwells, then only a few “example” photos should be included.

B. Compressing Photographs

Compress picture files in Word documents for easier transmission via e-mail through the following steps:
For Windows XP: 
1. In MS Word, right-click on the picture and select “Format Picture” 

2. On the picture tab, select “Compress” 

3. Select the following settings: Apply to: all pictures in document; Change Resolution: Web/Screen; Options: compress pictures, delete cropped areas of pictures 

4. Select “OK”, and save your file 

For Windows 7: 
1. Click on the picture and select the “Picture Tools” tab at the top of the screen 

2. Under “Picture Tools”, on the “Format” tab, in the “Adjust” group, click Compress Pictures. 

3. Select the following settings: Compression Options: UNSELECT “Apply only to this picture”, SELECT “Delete cropped areas of picture”;

4. Select “OK”, and save your file 

C. Examples of Picture Documentation 
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Example of exterior camera location
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Example of door being replaced
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Example of exterior windows receiving reinforced glass
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Example of access control reader
[image: image6.emf]
Example of exterior cameras and lighting
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Example of interior monitors for CCTV System
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Example of interior camera
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Example of bollard placement

Examples of ground-level photos, labeled to show ground disturbance.
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Examples of aerial view of facility with location of fence with ground disturbance specifications and gate placement and also bollard placement
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D.  Determining Age of the Building
For New York City agencies, the following website may prove useful in obtaining information about your building/facilities:  http://www.urbanresearchmaps.org/oasis/map.aspx
1.  Enter your street address and select your borough from the drop down box.  Click on Search.
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2.  Click on Location Report.  Information on your building will be displayed there.
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For agencies not located in New York City, assistance may be available by contacting your county, town or village clerk’s office.

E. Determining Latitude and Longitude

The following website may prove useful in obtaining information about the latitude and longitude of your building/facilities:  http://itouchmap.com/latlong.html
1. Enter your street address.  Click on Go button.
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2. Latitude and Longitude of your building will be displayed.
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Door to sanctuary to be replaced





Location of access control reader





Main Entrance at 1595 Main Street - access control reader will be installed on right side of entranceway.





High Intensity Light





Cameras
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