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Text Management Guidelines for FuturePlan 
This document is written as a guide for the curatorial members of a FuturePlan project team. It sets out the procedure for creating text for FuturePlan galleries, from identifying what text is required through to delivery and production. Please also refer to the Guidelines for Graphics (June 2007) which outline design requirements and procedures. 
1. Establishing a text hierarchy 
Once the storyline and preliminary designs for a new gallery are agreed by the Steering Group, the Project Co-ordinator will call a meeting with the Lead Curator, the Educator and the Interpretation Editor to agree the structure of text within the gallery (the text hierarchy). This structure will vary between galleries. See appendix A for examples. 

2. Nominating Subject Curators

Once the hierarchy of text is in place, the Lead Curator will nominate one or more authors for the writing of interpretation text. These authors will be called Subject Curators. The Lead Curator must ensure that all Subject Curators consult the following documents in the Document Library: Text Guidelines; Gallery Text at the V&A

A Ten Point Guide; Creating Collection Online Catalogue Records. The Subject Curators should also attend a Text Writing Workshop. See the intranet Document Library for the relevant training application form. They should also be able to use Comments and Tracked Changes in Word.
3. Nominating a Text Manager
The Project Steering Group will then nominate a curatorial team member or the Educator to act as Text Manager. S/he will be responsible for ensuring the whole team delivers the text to the Interpretation Editor on time. The Text Manager will:

· liaise with the Project Co-ordinator to produce an Excel sheet of all the text 
requirements and their schedule for delivery to the Interpretation Editor.
See S:drive (S:\Futureplan\FuturePlan Guideline documents 2006 \Text management)       for a template of this schedule
· resolve any issues which threaten delivery deadlines

· report regularly to the Project Steering Group on progress
· ensure text is reviewed by the Lead Curator, the Educator and any other relevant 
curators  before handover to the Interpretation Editor. 
4. Text to be provided 
The Lead Curator and Subject Curators will be responsible for providing text for 
· introduction and orientation panels

· room/or subject panels

· theme and object labels

· illustrative graphics and their captions 

· Public Access Descriptions (PADs) for Search the Collections 
· interactives content to be developed with Educator
· web content for the gallery website

· marketing material 
The Educator will be responsible for providing  text for: 

· interpretive devices, including instructions for use if required 

· Braille and raised images, if required 
The Educator will collaborate with curators in writing content for interpretive material.

5. Search the Collection provision in the gallery
All new gallery projects should be used to generate Search the Collection entries as part of the museum’s annual targets. In FuturePlan galleries, where possible, Search the Collections will be made available through computer terminals. Therefore all objects in the gallery must have at least an image and tombstone text available on Search the Collections. Additionally, an agreed proportion of the final number of objects must have full Public Access Descriptions ( PADs ) written for them.

The PADs must follow the guidelines provided by the Records Section – see the intranet: Creating Collections Online Catalogue Records . Please note, PADs should not be written as a gallery label but should work independently of the gallery, when accessed via the web. 
(The terminals will only give access to Search the Collections, not to the V&A website or the web in general.)

6. No label books other than large print folders
PADs will be the only point of access to further information about individual objects when there is no space on the labels for a standard 50-word caption. Providing extra label books is not a desirable option due to aesthetic and long-term maintenance implications. 
7. Web 

Once the concept for a new gallery has been signed off by the project steering group, (end of Stage C), it is the responsibility of the Lead Curator and the Educator to fill in a web project proposal form and submit it to the Head of the Online Museum. The Lead Curator must also request that a Web Content Manager to be assigned to the project. All web content concerning the new galleries will be produced by the curatorial department, under the guidance of the Web Content Manager and adhering to the web style guidelines. It will  usually be edited by the Interpretation Editor and always signed off by the curatorial team and the Head of the Online Museum. 

8. The Text Production Process
The editorial process will follow this sequence :
1. text written by Subject Curator in Word format 

2. text circulated to Lead Curator, Educator and departmental curators as agreed
3. text revised by Subject Curator and sent to Interpretation Editor 

4. edit carried out in consultation with Subject Curator
5. final edited text approved by Lead Curator 
6. final text sent by Editor to 2D designer for setting

7. 1st proofs (hard copy) read by Subject Curator, Editor and Lead Curator
NB: once the text has been set, the only changes will be factual inaccuracies and punctuation
8. 1st proofs marked-up and amended by Editor and sent  to 2D designer 
9. 2nd proofs (hard copy)  checked by Subject Curator, Editor and proof reader

10. Editor collates corrections, in consultation with the Subject Curator (and other 
curators if necessary)

11. 3rd proofs (hard copy or PDFs) checked by the Editor 

12. sign-off by the Editor
13. PDFs sent by Editor to 2D Designer for production

The Text Manager must ensure that:
· all gallery text, including labels, is written in Word, not in CIS or Projex

· the Excel text schedule, the Word files and images of any case mock-ups should be kept on a shared drive (read only) for reference

· all images and plans are sent to the Interpretation Editor along with the text
9. Curatorial Deadlines 
Hard Text 

The deadlines for delivery of hard text to the Editor will depend on the scale of the project, the density of objects on display, and how the graphics will be produced. Large projects, for example, might require Subject Curators to deliver the first batch of copy to the Interpretation Editor up to 18 months before the opening date. These deadlines, will feed into the schedule for the actual production and installation of the graphics as worked out by the Project Co-ordinator, in consultation with the Graphics Designer, Interpretation Editor and 2D Manager.
Text for digital media
PADs are not edited by the Interpretation Editor but the Editor should agree them in principle before they are signed-off by the curatorial departments. This sign off should take place at least six weeks before the gallery opening to allow time for Records Section to review and publish the texts. Records Section should be informed, via an email to the CIS helpdesk, that the PADs are ready for review. 
Deadlines for web content delivery are dependant on the scale and complexity of the content and are to be agreed with the Web Content Manager at the outset of the project. It is desirable to have the web pages up and running in time for the gallery’s official opening. 
Text for interpretive devices
This too will need an editorial and production schedule, integrated with that of the hard text and the digital media text. The Educator must draw this up in consultation with the Project Co-ordinator. 
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