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Samples
· ✅ Submit sample listing and images within the first 3 months of the project.
· ✅ Submit sample images before reaching 100 images.
· ✅ Send samples via WeTransfer and email the team before sending.
· ✅ Submit samples before any interim report. Record the approval date in your report.
· ✅ Review the Submission Form at the start of the project to ensure all outputs meet EAP standards.

Emails
· ✅ Always include your project number in the subject line when emailing the EAP team.

Submission of Digitised Content
· ✅ Email the Submission Form to Jody before sending your hard drive. Include a signed hard copy of the form with the hard drive.
· ✅ Write a Methodology Report as part of your outputs (see https://eap.bl.uk/digitisation-and-cataloguing).
· ✅ Use the software https://difflists.com/ to check each file on the spreadsheet has a corresponding folder of images.
· ❌ If the submission form checklist is not followed, the final funding tranche will be delayed.
· ❌ Do not submit your Final Report until the listing and image folders have been approved by Jody, Petra, or Carmen.

