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Maine Historic Preservation Commission 
Historic Community Buildings Grant (HCBG) Program 

Photo Documentation Requirements for the HCBG Program 

Please note that photographs and other materials submitted become the property of 
the Maine Historic Preservation Commission (Commission) and may be used in 
publications and informational materials about the Commission’s programs. These 
documentation requirements apply to applications and awarded projects, and include 
photos submitted with interim and final reports for awarded projects. 

Photographs 
Photo documentation is an important part of the HCBG program as the program staff do 
not conduct site visits. Grant applications and awarded grant projects should follow all 
requirements for photo documentation. 

Interim and final reports must include photographs documenting all aspects of the 
project’s progression and showing the results after completion. Where such 
documentation is not provided, further grant reimbursement will be delayed until 
adequate documentation is received. 
 
Photographs must be clear and must have sufficient resolution to show the details 
required for review of preservation and restoration work. Photographs must be in color 
and taken at a high resolution. 
 
Number of photographs 

Grantees must use their judgment as to how many photographs adequately "tell the 
story" of their project. Large or complex projects often require more photographs to 
illustrate the various elements and areas of the building and the site where work is 
being undertaken. In all cases, progress reports must include photos that fully document 
the extent of the project where work is underway and/or has been completed. Do not 
include more than twenty (20) individual photographs with any application or 
report submission. 

Format of photos 

Applicants and grantees have two options for submission of photo documentation. For 
either option, you must submit a photo key as a separate PDF file. 
 
Option 1: Photos are contained in a PDF file with no more than two photos per page. 
Each photo must be at least 4” x 6” in size. The property name, address, and date of 
photos must be listed at the top of each page. The photo number (labeled according to 
a Photo Key) and caption must be listed under each photo. The caption must include 
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the view shown (e.g., north side) and a description of the view (e.g., plaster damage 
repair in dining room, north wall). Do not include more than twenty (20) individual 
photographs with any application or report submission.  
 
Option 2: The Commission will accept individual photo files, limited to no more than 20 
JPEG or TIFF files for a submission. Only JPEG and TIFF file formats will be accepted. 
The grant coordinator will provide a link to the folder where photos will be saved. All files 
should be named as stated below.  

Name each file as follows: 

HCBG PROGRAM_GRANT APPLICANT/RECIPIENT_TOWN_description of file 001 
 

• For "Description," create a short (less than 20 characters) 
and unique description that would help someone to easily 
and quickly identify the file. 

• Do not use spaces or special characters (#, %, &,?) in 
filenames. If files are part of a series, append the number 001, 
002, 003, etc. to the end of the description. 
 

If you have additional questions please contact the Department’s grant administrator, 
Erika Webb (email to erika.webb@main.gov). 
 

Photo Key example – exterior photos 

mailto:erika.webb@main.gov
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Photo Key example – interior photos 
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