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[bookmark: _Toc178851009]Section 1: Purpose
This Procurement Process is for The National Archives to identify and select a supplier to transcribe information from the National Farm Survey collection. Transcription of the handwritten information in key data fields will be completed from the digitised images provided. Outputs of the created metadata will be delivered by the supplier in CSV (comma separated values) files that conform to a specified data schema.
[bookmark: _Toc178851010]Section 2: Background
[bookmark: _Toc178851011]About The National Archives
The National Archives (“The Authority”) is a non-ministerial department, and the official archive and publisher for the UK Government, and for England and Wales. We are the guardians of over 1,000 years of iconic national documents. We are expert advisers in information and records management and are a cultural, academic and heritage institution. We fulfil a leadership role for the archive sector and work to secure the future of physical and digital records.
[bookmark: _Toc178851012]About the Project 
The 1941-1943 National Farm Survey of England and Wales is one of the most comprehensive records of land that we possess within our national collection. It contains comprehensive data on c. 320,000 English and Welsh farms and was intended to form the basis for post-war agricultural planning in Britain. The records include information on land use, condition, water supply and electrification, livestock and crops, rent, mechanisation and motive power. 
The National Archives has been awarded a grant from the Lund Trust to digitise the National Farm Survey in full and create a new digital cataloguing arrangement that would make each farm searchable online through The National Archives’ catalogue.
[bookmark: _Toc178851013]Size of the Collection
The Survey contains data on approx. 320,000 English and Welsh farms with information captured primarily in English and with some Welsh names. Digitisation is ongoing but it is estimated that the collection will be around 2.5 million images. The information relating to each farm is captured across 4 different forms and more details of the arrangement of information and fields to be transcribed can be found in Appendix A. It is estimated that 16 million fields will need to be transcribed with an average character count per field of 12, totalling 192,000,000 data points/keystrokes.

[bookmark: _Toc178851014]Section 3: Requirements
[bookmark: _Toc178851015]3.1	Transcription of Original Material 
The Authority requires the transcription of specific metadata from digital images, which will be provided to the supplier by the Authority. Images will be provided in batches at a timescale agreed with the successful supplier with the intent that all work is completed, received and signed off by The Authority by the stated deadline.  
The complete record for each farm consists of up to 4 different printed forms, filled in with predominantly handwritten and some typed text. There is a different set of metadata requirements for each form, although several fields are common to all forms. The data to be transcribed is detailed in Appendix A.  
The forms will be in English, but some records may include Welsh place, farm and personal names.
[bookmark: _Toc178851016]3.2	Transcription Accuracy 
The Authority expects the Supplier to be able to achieve an overall minimum standard of 98.5% character accuracy per entry on all transcription work. Errors identified by The Authority will be pushed back to the supplier to be corrected and re-submitted.  
[bookmark: _Toc178851017]3.3	Transcription Output 
Each form has different transcription fields to be completed. Details can be found for each form and the individual requirements in Appendix A. 
Outputs for each form are expected to be delivered to The Authority as a CSV, one file corresponding to a specific batch of completed images. In many cases the form covers multiple pages (and therefore images), in these cases each image will need to be referenced in the CSV file to confirm no data has been missed. An example CSV file will be available through iWeb, a cloud-based sharing platform. Please contact procurement@nationalarchives.gov.uk for access to the platform. All submissions to The Authority must conform exactly to the appropriate metadata requirements for each form. Errors will be pushed back to the supplier to be corrected and re-submitted. 
The supplier will be required to validate the csv file for correctness before sending to The Authority. A CSV Validator tool will be provided to enable this. 
[bookmark: _Toc178851018] 3.4	Transcription QA by The Authority 
The Authority will check submissions by the supplier for completeness, transcription accuracy and conformity to the CSV data schema. Identified errors will be rejected to be corrected and re-submitted by the supplier. 
[bookmark: _Toc178851019]3.5 	Data Protection 
All of the records within scope of this exercise are open to the public. Although they do contain personal information about individuals (farm owners), there is no sensitive personal data present on the forms. Given the date of collection of the original information, it is anticipated that the vast majority of individuals named in the records will be deceased, although it is possible that a very small number of these records contain information relating to living individuals. Dates of birth were not collected as part of the survey, so it is impossible for either The Authority or the supplier to identify any of these records, should they exist. The Authority therefore expects the supplier to use their normal security protocols for this project. 
[bookmark: _Toc178851020]3.6	Transcription Location 
The Authority has no specific requirement for the location of the transcription work to be completed. If the work is to be completed outside of the EEU, the supplier must provide evidence of the appropriate Data Sharing Agreement that is in place for that region and the UK. The supplier will also need to complete the International Data Transfer Agreement form issued by the Information Commissioner’s Office to comply with the Data Protection Act 2018. The form can be found here: . Standard Data Protection Clauses to be issued by the Commissioner under S119A(1) Data Protection Act 2018 (ico.org.uk)

[bookmark: _Toc178851021]3.7	Security 
The supplier must: 
3.7.1:	Demonstrate good information security governance, such as via externally validated accreditation of your security policies and security position against a recognised standard, such as ISO 27001 or Cyber Essentials Plus. 
3.7.2:	Demonstrate good information security risk management, e.g. through the creation and adoption of a risk management plan, including roles and responsibilities, risk management activities, and security controls. 
3.7.3:	Describe the policies and practices you have in place to that describe your approach to information security. 
3.7.4:	Inform us where data be held e.g. within the UK or EEA. 
3.7.5:	Describe what data encryption do you use for data encrypted in-transit (such as via HTTPS, TLS 1.2+) and at-rest (such as with AES-256). 
3.7.6:	Describe what security controls are in place, such as firewalls, secure configuration of services, access control, antivirus / malware protection, and regular patching and updates. 
3.7.7:	Demonstrate your incident response process, and how TNA would be notified promptly of any security incidents. 
3.7.8:	Describe your regular security testing regime, such as penetration testing, including frequency of tests. 
3.7.9:	Describe how you will allow for data to be imported and exported in batches, with provisions to retrieve data at the end of the contract.
[bookmark: _Toc178851022]3.8	Segregated data, back-ups, anti-virus checks 
The Authority expects that digital images and transcribed metadata will be held in discrete and segregated locations to avoid any mixing of data with other projects that the supplier may be working on. This segregated area must have appropriate security constraints to prevent unauthorised internal and external access to the data. 
The Authority reserves the right to inspect the data security provision of the Supplier at any time during the execution of the project and during the lifetime of the contract. 
The Authority expects the Supplier to make back-up copies of all data to mitigate against data loss. Back-ups of data must be held under the same security considerations as all data related to that project. Details of where the back-ups are processed and held must be provided to the Authority.  
All data and backup data should be held for a minimum of 3 months beyond the completion of the project before being deleted. 
Any data delivered to The Authority must be virus-free.
[bookmark: _Toc178851023]Section 4: Project Deadlines, Batching and Transfer
[bookmark: _Toc178851024]4.1	Project Deadlines 
The supplier must complete the transcription of initial test batch which can be approved by The Authority prior to full production commencing. This must be completed within six weeks of the start of the contract. The complete project must be completed and fully accepted by The Authority within 15 months of the start of the contract.
[bookmark: _Toc178851025]4.2	Data Transfer  
Images for transcription will be provided by The Authority using encrypted Hard Disk Drives. 
There is no specific requirement for how the completed transcription data should transferred to The Authority. However, all data transfer methodologies must be secure and virus free. If transfer is to be via hard drives, these must be encrypted. If transferred digitally the supplier must demonstrate that the pipeline is secure.
[bookmark: _Toc178851026]4.3	Batching 
Given the estimated size of the collection (approx. 2.5million images), batches will be created for transcription. The batches will be of an agreed size and created by The Authority to be presented to the supplier for transcription. Deliveries of completed work must conform to the appropriate batch of images and be submitted only once each batch has been finished. The Authority will assess each batch for completeness (all images must be recorded within the CSV file according to the requirements set out by The Authority), transcription accuracy at character level and conformity to the CSV schema. The CSV Validator tool will be provided to the supplier to enable them to self-validate the CSV file before delivery. 
Rejected work will be corrected and re-submitted by the supplier and each batch will only be approved and accepted by The Authority once all corrections have been made. 
Additional intermediate milestones will be agreed with the successful supplier, in line with the proposed approach.
[bookmark: _Toc178851027]4.4	Reporting 
The supplier will be expected to produce monthly progress reports on the transcription work to The Authority. These reports should provide detail on progress within a batch, delivery dates of completed batches and estimated delivery dates of future batches.  They should also contain information about error rates and fixes.  
It is expected that all work is completed and approved by The Authority by the overall project deadline.
[bookmark: _Toc178851028]Section 5: Price
The maximum contract value must not exceed £120,000 exclusive of VAT.
[bookmark: _Toc178851029]Section 6: Evaluation of ITT Responses
It is for potential suppliers to determine what format their Response should take. However, please ensure that within your Response you address as a minimum the following categories.  
You should also note that your Response will be used to populate the Contract Schedules, so you must ensure that you make clear contractual commitments throughout and provide high-quality, compelling and convincing evidence to support all elements of your response.
[bookmark: _Toc178851030]Evaluation Criterion 1: Methodology 
Please describe fully the activities that you will deliver under the contract. This should include: 
· Your proposed methodology to undertake the transcription and quality assurance of data, the remedy of inaccurate data, and the transfer of data.
· Your proposed methodology for handling queries with The Authority.
· If you intend to use any AI or machine learning tools or techniques, please explain how you intend do so. 
· The timescales for the transcription, quality assurance of data, and the remedy of inaccurate data, including how you will complete the work before or to the deadlines provided.
· The risks you have identified that could impact on your ability to deliver the activities you have described above, and how you intend to address these.
· How you will meet the Security requirements specified in para 3.7 of this document.
· Please indicate your preferred subcontractor(s), should you intend to use one. All sub-contractors should be secured at the point of application and cannot be changed once your application has been submitted. You must clearly indicate which of the above activities will be delivered by you, and which will be delivered by the proposed subcontractor. Applicants are encouraged to provide evidence of the preferred subcontractor’s availability to deliver, such as through a letter of support.
[bookmark: _Toc178851031]Evaluation Criterion 2: Experience 
Please describe fully any previous experience you, and/or your preferred sub-contractor, have in the transcription, quality assurance, transfer & remedy of hand-written and typed text.  
Please provide any relevant evidence to support your response.
[bookmark: _Toc178851032]Evaluation Criterion 3: Price 
Please outline the proposed price for the work outlined within this tender document.
[bookmark: _Toc178851033]Evaluation Criterion 4: Proof of Concept 
In addition to submitting a response to evaluation criteria 1 – 3 outlined above, all respondents are required to participate in an activity to test the quality of their transcription outputs. 
Alongside this tender document, the Authority will provide: 
· a sample selection of images to transcribe; 
· a transcription metadata csv file template; 
· a copy of the CSV schema. 
The images, CSV file and schema will be available through iWeb, a cloud-based sharing platform. Please contact procurement@nationalarchives.gov.uk for access to the platform. 
For all of the images provided, please return the required metadata outlined within Appendix A of this document, and in line with the requirements set out within the detailed guidance available via the iWeb platform. Please provide the metadata within the blank csv file template provided alongside the images. An example set of metadata is provided in Appendix B. 
When undertaking the proof-of-concept activity you must follow the methodology proposed within your bid. If you are proposing to use a sub-contractor to complete the transcription, the sub-contractor must undertake the proof-of-concept activity.  
Alongside a complete CSV file conforming to the requirements in Appendix A, you must also submit a text file containing the checksum of the CSV file.
[bookmark: _Toc178851034]Evaluation Criterion 5: Social Value

Please describe what measures will you put in place to identify, assess, mitigate and monitor modern slavery risks within your proposed supply chain for the delivery of this contract, and how you will demonstrate that these measures are being carried out throughout the contract period.  
[bookmark: _Toc178851035]Section 7: Evaluation Methodology
Responses will be evaluated, and a Contract Award decision made, using the following criteria:
	CRITERIA 
	MAXIMUM AVAILABLE UNWEIGHTED SCORE 
	MINIMUM UNWEIGHTED SCORE REQUIRED 
	WEIGHTING 
	MAXIMUM AVAILABLE WEIGHTED SCORE 

	Criterion 1: Methodology 
	10 
	7 
	2.5 
	25 

	Criterion 2: Experience 
	10 
	7 
	1 
	10 

	Criterion 3: Price 
	10 
	N/A 
	1 
	10 

	Criterion 4: Proof of Concept Activity 
	10 
	N/A 
	4.5 
	45 

	Criterion 5: Social Value
	10
	N/A
	1
	10

	TOTAL 
	100 


For Criteria 3 (Price), the bidder submitting the lowest price will be awarded the maximum of 10 (unweighted) points.  All other bidders will be awarded a (unweighted) points score by applying the following formula: ((lowest submitted price/bidder’s submitted price)*10)
Responses to Criteria 4 (Proof of Concept Activity) will be scored based on a comparison between each Potential Supplier’s character accuracy rate in the proof-of-concept activity. (unweighted) Points scores will be awarded by applying the following formula: ((accuracy percentage/highest submitted accuracy percentage)*10)
A point score between 0 and 10 is available for Criteria 1 (Methodology), Criteria 2 (Experience) and Criteria 5 (Social Value). These points will be allocated applying the criteria as listed in the table below. Criteria 1 and Criteria 2 are subject to a minimum score requirement. You must achieve each of those minimum scores in order to be considered for Contract award. If your Response to either of these criteria mainly has the criteria of one score, but also has one or more criteria of a lower score, then that Criteria will be awarded the lower score.  

	10 Points  
	· Potential Supplier’s Response exceeds TNA’s expectations.  
· Potential Supplier’s Response makes clear contractual commitments throughout.  
· Potential Supplier has provided high-quality, compelling and convincing evidence to support all elements of their Response.   
· Potential Supplier has submitted a Response which is highly relevant to the Requirement.  
· Potential Supplier’s Response is clear, comprehensive and easy to understand.  
· Where relevant, Potential Supplier has demonstrated a high level of capability to deliver new and innovative service approaches.  

	7 Points  
	· Potential Supplier’s Response meets TNA’s expectations.  
· Potential Supplier’s Response makes clear contractual commitments throughout.  
· Potential Supplier has provided evidence to support most elements of their Response. The evidence supplied is good and relevant to the Requirement.  
· Potential Supplier has submitted a Response which is highly relevant to the Requirement.  
· Potential Supplier’s Response is clear, comprehensive and easy to understand.  
· Where relevant, Potential Supplier has demonstrated some level of capability to deliver new and innovative service approaches.  

	4 Points  
	· Potential Supplier’s Response only partly meets TNA’s expectations.  
· Potential Supplier’s Response makes clear contractual commitments only in part.  
· Potential Supplier has provided evidence to support only some elements of their Response. The evidence supplied has only some relevance to the Requirement.  
· Potential Supplier’s Response is not always clear, comprehensive and easy to understand.  
· Where relevant, Potential Supplier has demonstrated limited capability to deliver new and innovative service approaches.  

	1 Point  
	· Potential Supplier’s Response fails to meet TNA’s expectations.  
· Potential Supplier’s Response makes only limited contractual commitments  
· Potential Supplier has provided little or no evidence to support most elements of their Response.  
· The evidence supplied is weak and has limited relevance to the Requirement.  
· Potential Supplier’s Response is not clear, comprehensive or easy to understand.  
· Where relevant, Potential Supplier has demonstrated little or no capability to deliver new and innovative service approaches.  

	0 Points  
	· No Response submitted.  



[bookmark: _Toc178851036]Section 8: How to Respond
[bookmark: _Toc178851037]Submission of Tenders 
Please submit your Response by 5pm UK time on 15th November 2024 to  procurement@nationalarchives.gov.uk. Please include National Farm Survey in the title of your email. 
As part of the submission bidders must provide all three of the following: 
· An explanation of how you plan to deliver against the evaluation criteria. It is for Potential Suppliers to determine what format their Responses should take.
· The completed CSV file for the proof-of-concept activity. 
· A text file containing the checksum of the CSV file. 
Responses must specify the contractual commitments you are making to the delivery of the Contract. 
Submissions received after the deadline will not be considered.  
[bookmark: _Toc178851038]Competition Timetable 
	Competition opens 
	October 7th 2024 

	Deadline for clarification questions 
	November 1st 2024 

	Deadline for submission of tenders 
	November 15th 2024 

	Identification of preferred supplier 
	December 6th 2024 

	Contract signed 
	December 23rd 2024 * 

	Project Commencement 
	January 2nd 2025 * 


* The “Contract signed” and “Project commencement” dates are subject to change in agreement with the supplier. 
[bookmark: _Toc178851039]Queries 
Please submit any clarification questions by November 1st2024 to procurement@nationalarchives.gov.uk. Please include National Farm Survey in the title of your email. Any clarification questions received that The Authority deems to be relevant to more than one potential supplier may be shared with all potential suppliers.
[bookmark: _Toc178851040]Section 9: Contract Terms
The contract will be awarded subject to our standard terms and conditions, which can be found here. 
The volume data expressed in this Invitation to Tender are estimates only. The amount of work required to complete the project may be more or less and if this variance is significant, adjustments will be made to the contract terms (including charges from the supplier) will be considered by The Authority. 
TNA reserves the right not to award and to complete its objectives through other means.


[bookmark: _Toc178851041]Appendix A – Information to be Captured During Transcription
This appendix provides a general overview of the arrangement of images, document types, required metadata and the information to be captured for each type of form. Please note that it does not represent the full schema and instructions. More detailed guidance for the transcription proof of concept activity will be available via the iWeb platform. For access, please contact procurement@nationalarchives.gov.uk. 
[bookmark: _Toc178851042]Image Arrangement 
The physical documents are arranged in bundles. One bundle typically corresponds to one parish, which contains forms for the many farms within that parish.  
Each bundle consists of a cover, four different types of form and occasionally other types of document, such as correspondence.  
Within each physical bundle, the documents are grouped by the type of form, so different forms for the same farm are not adjacent. 
The records have been imaged a bundle at a time. The images will be provided in a file structure that replicates the physical arrangement of the documents. For example:
· MAF32-19 
· MAF32-19-158 (contains all the images from a bundle) 
1. Cover 
2. Form No. C51-SSY 
3. Form No. B496-EI 
4. Form No. C47-SSY 
5. AGRICULTURAL RETURN (SF form)
[image: ] 
[bookmark: _Toc178851043]Document Types 
The document types will be one of the following: 
· C 51/SSY form – single-sided form 
· C 47/SSY form or C 49/SSY form (for Welsh Counties) – double-sided form 
· B496/EI form – double-sided form 
· SF form –double sided form 
· SF C 69/SSY form– double-sided form 
· Other - Cover, letter or note (anything else) 
Most farms will have one of each of the four forms corresponding to it. Some farms may not have all forms. 
 
[bookmark: _Toc178851044]Required Metadata 
One row of the CSV template must contain the metadata for one document. Most documents will consist of two images; however, some may vary. The filename of every image must be recorded for every document. Where a document has two sides, there will be two images which will each have a different filename to be captured within a single row of the csv template.  
In the case of the form material, additional information will need to be captured as detailed below. In most cases this information will be present on one side of the form only.  
For letters or notes, only the image filenames and document types need to be noted. More detailed guidance for the transcription proof of concept activity will be available via the iWeb platform. For access, please contact procurement@nationalarchives.gov.uk. 

C 51/SSY (single sided form) 
Example image: 
 
[image: ] 
	C 51/SSY form: metadata to be captured 

	Filenames  
	The filenames of the images, i.e. “MAF32-19-158_16.tif”. –  

	Document type  
	“C51/SSY form”. 

	County  
	This should be the same for all the forms in the bundle and a list of authorised values will be provided, e.g. in this case the value could be pre-populated as “HF Herefordshire”. If pre-populated, a check should be made that the assumed value matches the information on the form and corrected if wrong. 

	Parish  
	This should be the same for all the forms in the bundle and a list of authorised values will be provided, e.g. in this this case the value could be pre-populated as “158 Much Marcle”. If pre-populated, a check should be made that the assumed value matches the information on the form and corrected if wrong.  

	Farm number  
	To be transcribed as seen from the last part of the Parish Number, e.g. “9”. 

	Farm name  
	To be transcribed as seen from the Name of Farm or Farms, e.g. “South Bank” 

	Addressee name  
	To be transcribed from the Name and Address of Occupier, e.g. "J A Powell". Please see detailed guidance available via the iWeb platform for detailed rules on how The National Archives expects names and titles to be captured.  

	Address  
	To be transcribed from the Name and Address of Occupier, e.g. “South Bank, Much Marcle, Ledbury”. Please see detailed guidance available via the iWeb platform for detailed rules on how The National Archives expects common abbreviations to be expanded. 


 
C 47/SSY 
The information to be captured is found on the reverse of the form. 
Example image (front of form): 
[image: ] 
 
Example image (reverse of form): 
[image: ] 
	C47/SSY form: metadata to be captured 

	Filenames 
	The filenames of the images. 

	Document type  
	“C47/SSY form”. 

	Addressee name  
	Name of the person(s) the form is addressed to, including their title,e.g. “Mrs J Powell". In this instance, the title “Mrs” would be recorded in one field/column and “J Powell” in another. Please see detailed guidance available via the iWeb platform for detailed rules on how The National Archives expects names and titles to be captured. 

	County  
	This should be the same for all the forms in the bundle and a list of authorised values will be provided, e.g. in this case the value could be pre-populated as “HF Herefordshire”. If pre-populated, a check should be made that the assumed value matches the information on the form and corrected if wrong. 

	Parish  
	This should be the same for all the forms in the bundle and a list of authorised values will be provided, e.g. in this this case the value could be pre-populated as “158 Much Marcle”. If pre-populated, a check should be made that the assumed value matches the information on the form and corrected if wrong.  

	Farm number  
	To be transcribed as seen as the number after the parish number, e.g. “9”. 

	Address  
	The address the form is sent to e.g. “South Bank, Much Marcle, Ledbury, Herefordshire”.Please see detailed guidance available via the iWeb platform for detailed rules on how The National Archives expects common abbreviations to be expanded. 


B496/EI  
The information to be captured is to be found on the front of the form. 
Example image (front of form): 
[image: ] 

Example image (reverse of form): 
[image: ] 
 
	B496/EI form: metadata to be captured 

	Filenames  
	The filenames of the images. 

	Document type  
	“B496/EI form”  

	Owner name 
	To be transcribed as seen from section A2, e.g. “J J S Powell’, following a specified set of rules. Please see detailed guidance available via the iWeb platform for detailed rules on how The National Archives expects names and titles to be captured. 

	County  
	This should be the same for all the forms in the bundle and a list of authorised values will be provided, e.g. in this case the value could be pre-populated as “HF Herefordshire”. If pre-populated, a check should be made that the assumed value matches the information on the form and corrected if wrong. 

	Parish  
	This should be the same for all the forms in the bundle and a list of authorised values will be provided, e.g. in this this case the value could be pre-populated as “158 Much Marcle”. If pre-populated, a check should be made that the assumed value matches the information on the form and corrected if wrong.  

	Farm name  
	To be transcribed as seen from Name of Holding, e.g. “South Bank”. 

	Farm number  
	To be transcribed as seen as the number after the parish number (see Code No on image), e.g. “9”. 

	Farmer name  
	To be transcribed as seen from Name of Farmer, e.g. “J Powell". Please see detailed guidance available via the iWeb platform for detailed rules on how The National Archives expects names and titles to be captured. 

	Farmer address  
	To be transcribed from the Address of Farmer, e.g. “South Bank, Much Marcle, Ledbury”. Please see detailed guidance available via the iWeb platform for detailed rules on how The National Archives expects common abbreviations to be expanded. 

	Acreage 
	To be transcribed from handwritten annotation at top right, with fractions converted to decimals, e.g. “7.75”. 

	OS map sheet  
	To be transcribed as seen from No and edition of 6 inch OS sheet containing farmstead, e.g. “XLI SW 1941”. 

	Field info date 
	To be transcribed from Date of recording and standardised as day month (in full) year, e.g. “23 October 1943”. 

	Primary record date 
	To be transcribed from Date and standardised as day month (in full) year, e.g. “28 October 1943”. 



SF 
The information to be captured is to be found on the reverse of the form. 
Example image (front of the form): 
[image: ] 
 Example image (reverse of the form): 
[image: ] 
	SF form: metadata to be captured 

	Filenames 
	The filenames of the images. 

	Document type  
	“SF form” 

	County  
	This should be the same for all the forms in the bundle and a list of authorised values will be provided, e.g. in this case the value could be pre-populated as “HF Herefordshire”. If pre-populated, a check should be made that the assumed value matches the information on the form and corrected if wrong. 

	Parish  
	This should be the same for all the forms in the bundle and a list of authorised values will be provided, e.g. in this this case the value could be pre-populated as “158 Much Marcle”. If pre-populated, a check should be made that the assumed value matches the information on the form and corrected if wrong.  

	Farm number  
	To be transcribed as seen as the number after the parish number (see number circled on image), e.g. “9”. 

	Addressee name  
	Name of the person(s) the form is addressed to, including their title, e.g. “Mrs J Powell". In this instance, the title “Mrs” would be recorded in one field/column and “J Powell” in another. Please see detailed guidance available via the iWeb platform for detailed rules on how The National Archives expects names and titles to be captured. 

	Address  
	To be transcribed, e.g. “South Bank, Much Marcle, Ledbury, Herefordshire”. Please see detailed guidance available via the iWeb platform for detailed rules on how The National Archives expects common abbreviations to be expanded. 



Any other type of document 
There could be other types of documents included in the folders such as cover/note/letter/other document. The document type to be recorded is “Other”. Where and if the parish and the farm number are clearly indicated those are the only fields that must be captured. 
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[bookmark: _Toc178851045]Appendix B – Sample Template for Capturing Transcribed Data

	filename_1 
	filename_2 
	document_type 
	county 
	parish 
	primary_farm_number 
	additional_farms 
	farm_name 
	addressee_title 
	addressee_individual_name 
	addressee_group_names 
	address 
	[columns continue on next page] 

	MAF32-19-158_16.tif 
	 
	C 51/SSY form 
	HF Herefordshire 
	158 Much Marcle 
	9 
	 
	South Bank 
	* 
	J A Powell 
	* 
	South Bank, Much Marcle, Ledbury 
	 

	MAF32-19-158_55.tif 
	MAF32-19-158_56.tif 
	B 496/EI form 
	HF Herefordshire 
	158 Much Marcle 
	9 
	 
	South Bank 
	 
	 
	 
	 
	 

	MAF32-19-158_145.tif 
	MAF32-19-158_146.tif 
	C 47/SSY form or C 49/SSY form 
	HF Herefordshire 
	158 Much Marcle 
	9 
	 
	 
	Mrs 
	J Powell 
	* 
	South Bank, Much Marcle, Ledbury, Herefordshire 
	 

	MAF32-19-158_334.tif 
	MAF32-19-158_335.tif 
	SF form 
	HF Herefordshire 
	158 Much Marcle 
	9 
	 
	 
	Mrs 
	J Powell 
	* 
	South Bank, Much Marcle, Ledbury, Herefordshire 
	 


 
	owner_title 
	owner_individual_name 
	owner_group_names 
	owner_address 
	farmer_title 
	farmer_individual_name 
	farmer_group_names 
	farmer_address 
	acreage 
	OS_map_sheet 
	field_info_date 
	primary_record_date 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	* 
	J J S Powell 
	* 
	Hall Court, Much Marcle 
	* 
	J Powell 
	* 
	South Bank, Much Marcle, Ledbury 
	7.75 
	XLI SW 1941 
	23 October 1943 
	28 October 1943 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


 
In this example, a blank cell means that this field is not relevant for that form. A single asterisk indicates that the field is relevant to the form but there is no data to enter in this instance.
image1.png
THE
NATIONAL
ARCHIVES




image2.png
B MAF32-19-158 574
= Mar219-150 S04
= a2 19158 3981
= MAR219-158 8081
= w1915 St
2 a2 19-158 82
- MAFR2.19.158 63

03/11/2023 16:34.
o2z s
oz s
o2z e
o320 634
oM
0372023 1634

TIF File.
TEFie
TeFle
TEFie
TFFie
TeFie
T Fie

1016K8

1mE
sk
1006K8
e
1061K8




image3.jpeg
County.
o H EREFORD

1941, Pt voow Mare =

Parish Number. 49 |g

Statute
v Ars

SMALL FRUIT

81| Strawberries

82| Raspberries

83 | Currants, black |

84| Currants, red and white

8 Gooseberries

8 | Loganberries and Cultivated Eh(kberrle!

8  Total Acreage of Small Fr

it
(This total should equal the total of Nos. 24 and 25)

103 | Leteuce

"

VEGETABLES FOR HUMAN CONSUMPTION.
FLOWERS. CROPS UNDER GLASS.

8] am&l{s'ﬁus o
8 | Cabbage, Savoys, Kale, and Sprouting Broccoli

9| Cauliflower or Broceol \Hzadlng)

91| Carrots

2 Farsnlps

3 Turmps and Swedes (not for fodder)

94| Beetroot

95| Onions

9 | Beans, Broad

97 | Beans, Runner and French

98| Peas, Green, for Market

99| Peas, Green, for Canning

100 | Peas, Harvested dry

101 | Asparagus

102{ Celery

104 Rhubarb

105 | Tomatoes, growing in the open

106 | Tomatoes, growing in GLASSHOUSES |

107 | Other Food Crops arowing in GLASSHOUSES

108 Flower Crops growing in GLASSHOUSES |

109 Crops growing in FRAMES (fruit, vegewbles, |
flowers, and plants)
110 | Hardy Nursery Stock

Daffodils and Narcissi, not under glass

Ui Vi nit e g
15.|f Genee LD Flemess) v iodsy g
o

114 Other Flowers, not under glss |

STOCKS OF HAY AND STRAW ON HOLDING ON
4th JUNE

e

126 | Seraw

Name of Farm or Farmsi—

Name and Address of Occupier:—

L Arepared....
Checked...

Form No. C51/SSY.
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MINISTRY OF AGRICULTURE AND FISHERIES.
THE DEFENCE REGULATIONS, 1999, AND THE AGRICULTURAL RETURNS ORDER, I539.
RETURN WITH RESPECT TO AGRICULTURAL LAND ON 4th JUNE, 1941

Stacute LIVE STOCK on hoiding on 4ch June, Number
EEHOPS ANDSGRASS e iin gt o ot o proins y | _ (0 TE3%)
T whese T 5 Coms 1na Hattrs i ik

Bariey 44| Cows in Calf, bux ot in milk

Gaes 45 | Meiters in Caf, with fise Cal
Mixed Corn with Vihes

:
;
4 . 46| Bulls being used for servics
| i orn i Vs s | s g s o S
of - diins o ! 4
e | s el
I rrrr—— i -

= mEm T L o :
it o e e
11 |, Trnipe i Svvadi, or fodder 2 mr‘z‘,:;;:',m;.ru::v,(a:}u:m
(44 T | STV | e s |

P ToTAL caTriE et chLvES

i o fobter 5 | Staareand eltrsover e odbengrened
o yughter beiore 30 November.
£} Ees Tepe for orcher brasang |
| )

57| SHEEP | Rams bept for service ]‘
| over il
58| IYEAR | Two-tooth Ewes (Shearlng Ewes or |
S0 | Cinmenyobepuciotre ramini34

| Other Sheep over | yearold |

20| Museard, lor fodder o plovghing In EweLambstabepusotheramin 34

for fibre or SHEEP —  ———
2 i e B ¥ o | GHER | Ram bt for s 90
e Aire, o Hiop At VYeRR b e N S S E
26 o, fone i d u' oL ‘Other Sheep and Lambs under &
T3 Orchardewithcop. o, o7 e Sl e reron
rees il V7723 -
i TOTAL SHEEP and LAMSS 3
24| Grehards,with sl it bl e 7ot L
N i e o >
25| Sl Frue, o unde orcard s e
1 e in P =

26| Vegetables for human consmpdon lexcludng R
| Potatoss), Flowars and Crops 66| Other Sows ket for bresding

37 ANl Gther Crops rot specfed skewhere on thi €7 Barren Sows for aening

reurn o grown on puches ol tan §are |

1 beng wed or servin ¥
2| Bare Falow @ Boars b i e E
| S o o4 S
29| Chover. Sainoin: and Temporary Grasesfor ! aut ormen [22 N
| " Mowing dhis séason 70| Mg {25 e
e e e e e [ oo e P e e e
raxing inot for Mowing th sesson | Sl Lisder 3 pencs
e e L TOTAL PiGS
e T
32| PormanentGrasfor Grasig oo owing |37, | vk £ peod
his sex3on). but excluding rough grazings 4 7 Fowls under 6 months old _

T TOTAL OF ABOVE TEMS, | to 32
(Totl scresgeof Crops nd Grss, exclding Rough | 77/ 3/, 75| POULTRY | Ducks of il sges s

e o e | o v Binge ol |
“‘Efz,‘i,’&.:“:;‘;':::L“::‘;.‘:,t“,:‘:'\::«:‘?m‘;":ml:“ » A
T Nose—]| 8 | GOATS OF ALL AGES [
™, w»;gbﬂrs = (in figures) Number
WORKERS N T v o T 4 HORSES on holding on 4 June gy
gy e g v o R
ol o T L R -
= || rea
Al e
s S i T

Males, under 21 years old
PARTTIM Lo il 85| Light Horses under | yeur o8
41| WORKERS | Women and Gi

| |s6| Heavy Horses under 1 year o

S TOTAL WoRKERS 7 | Stealions being wsed for service In 1941
5| All Other Horses (not entersd sbove)

Form No. C47/S5.Y.

st oot o |9 TOTAL HORSES
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FARM SURVEY.

» TEl .
S NLEN R e | Code No. .t/ zae//s 9/9
1. Is occupier tenant - X
owner ] County_./
2, If tenapt, name and address of owner i— District O
IS ¥ Parish. A .85

& r L

3. Ts farmer full time farmer
part time farmer
spare time farmer
hobby farmer
other type

Other occupation, if any

4. Does farmer occupy other land ?

| Name of Holding | County Parish

Name of holding -

Name of farmer

Address of farmer......

No. and edition of 6-inch O.S. Sheet mntaining

farmstead

1
\
-
|

. Has farmer grazing rights over land no
occupied by him ?
If 5o, nature of such rights—

B

1. Proportion (%) of ‘_Hﬁv'y Light

| area on which soil is |

B. CONDITIONS OF FARM.

Peaty

2. Ts farm conveniently laid out? Yes

Moderately
No

3. Proportion (%) of farm which is| Good | Fair

naturally

Situation in regard to road

Situation in regard to railway

Condition of farmhouse

Condition of buildings ...

w)

kB

C. WATER AND ELECTRICITY

Water supply :—

1. To farmhouse

2. To farm buxldxngs
3. To fields

4. Is there a seasonal shortage of water?

Electricity supply
. Public light
Public power
Private light
Private power

I it used for household purposta ?
Is it used for farm purposes ?

Bad

D. MANAGEMENT.
s farmer classified as A, Bor C 7 ..
Reasons for B or C i—
old age
lack of capital
personal failings
If personal failings, details :—

] rooks & wood pigeons

[Yes|
rabbits & moles ':44 other birds

rats and mice insect pests ...

15. Is there heavy infestation with weeds ?
If 50, kinds of weeds i—

7. Condition of farm roads 5 6

8. Condition of fences

9. Condition of ditches [ T

10. General conditionoffield drainage | E e Leod

: = — | 3. Condition of arable land
11. Condition of cottages | Sy
x| #- Condition of pasture
12. Number of cottages within farm area "3 |'5. Use of fertilisers on : | Adequate | To2ome [ Notat
Number of cottages elsewhere b et Al

| 13. Number of cottages let on service tenancy ... | 1 ey

14. Is there infestation with :— [Yes|No | 2 F$

16. Are there derelict fields ?

If so, acreage I

I Yes | No

Field information recorded by

Date of recording -
This primary record completed by
i

Form No. B496/E.L.

(41357) 21639/804KA 520 pade 842 HT.C. T48/1
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E. GENERAL COMMENTS.

F. GRASS FIELDS PLOUGHED UP.

Field Ordnance Under WAECs
Survey Number | Parish Crops Sown n

and edition |

For 1940 harvest

|
|
[

For 1941 harvest
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MINISTRY OF AGRICULTURE AND FISHERIES

LABOUR ON 4th JUNE (Supplementary Questions).

Number

Of the REGULAR workers recurned on page | (Questions 73—76)

bow many arei—
1 e T [fcher, mother, son, daughte, brother, siser of | [ |
10 FAMILY WORKERS | occupier or Hhis wife, but not other relations Liemate

Of che CASUAL workers recurned on page | (Questions 77—79) 2

how many arei—
it EMPLOYED ON THE HOLDING THROUGHOUT THE [rte
12|  YEAR BUT FOR ONLY PART OF THEIR TIME s

MOTIVE POWER ON HOLDING ON 4th JUNE.
FIXED OR FORTABLE ENGINES Number | Horse Power
(Excluding Motor Tractors) in figures of each

133 | Water Whees or Turbines i presen cie

134 Water Whees not in we, bu exsly reparbie

135 | Seeam Engines

136 Gas Engines

137 | Ol or petr

Engines

138 | Elecric Motors

139 | Others (stce kinds)

TRACTORS

140 | Wheel Tractors for

141 | Whesl Tracorsfor staiomry work only

142 | Track ying Tractors

5 chat have been discarded or worn out should

NOTE—Subjec € the special Queston N, 134 engines or cra
nox'be incuded,

RENT

ANNUAL RENT PAYABLE FOR THE HOLDING TO WHICH THIS RETURN RELATES.

143 | State the scuual renc payable during the currenc yea (ie. the contrace rent less any abatements but including 37y
e ayie on improvements)

144 | T he holding s owned by you v the e cimte you can f the sl renal vl

145 | 1 the holding s parcy owned and parly renied by you, staei—
| Rercsge of and which 754 own snd its esamated.rercal valve I
Pt S

e s Tt ot e S e
o e o et o oo
LENGTH OF OCCUPATION OF HOLDING.
A g Years 2
17| o an s 5 Yo b ocape o s kg which i e rlost 3
o Pare 1. acres, years
148 1 you have occupied parsofth hekin for difires paiods,gve lngeh of ccation or each 4 Par 2 yens
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