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Tools for the management of
photographic heritage:

Treatment and management of
information refers to the
standards produced at a National
level by ICCD for cataloguing
photographic heritage (F Sheet,
version 4.0, updated in 2016).

The completeness of the layout
permits to enter every aspect of
the property which we are
cataloguing, aiming to express
the complexity of photographic
objects.
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Colosseum (photo Brogi)
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Donatello, Penitent Magdalene, Opera Duomo 
Museum, Florence (photo Gino Malenotti)
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F.lli Dell’Acqua cotton mill (photo Girolamo Bombelli)
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Cataloguing comes after two
preliminary operations:
reorganization and inventory. It
consists in the composition of a
number of cataloguing sheets
corresponding to a number of
photographs to be enhanced,
which are selected by the agency
or Institute that commissioned the
cataloguing campaign.
So cataloguing requires a previous
process of in-depth identification
of materials and documentary
sources, carried out by the
cataloguer who is in charge of the
campaign. This process is also
advisable for cataloguing
operations at inventory level (I)
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Cataloguing with F sheet

From the first version, F sheet 2.0 (1999)
to version 4.0, almost 20 years of
implementation and experimentation
passed.

• Simple property: property whose
physical-descriptive data and records
are effective for describing the
property itself. Therefore we use a
single sheet to describe it;

• Composite property: work composed
of several elements that contribute
to the definition of the object
(panorama, stereoscopy, assembly
etc.);

• Complex property: property which
can be defined in a unique manner,
physically composed by several parts
having independent definable
characteristics (album, reportage,
service, folder, portfolio and, in
general, the archival or collecting
groups unified by theme)
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Complex/Composite property – general
description: The application of this
cataloguing choice is innovative in the
traditional environment of use of the F
sheet. The compilation of the RV -
CORRELATION paragraph is possible to find
correlations between the different
components of the complex/composite
properties. The last regulations created a
versatile tool that cataloguers can use in
different ways, as well as at different levels
of deepening and description of the
properties. So depending on the object we
are cataloguing, we’ll choose the option to
take.

Group: cataloguing unit defined in a unique manner
but composed by several parts, each one with
independent characteristics. It is defined either
according to the physical and formal structure and/or
according to the organization of the figurative object
(for example album, reportage, services, folders,
portfolio, panoramas, photomontage, etc.).
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F Sheet 4.0: advantages
When we talk about such large
collections like the ICCD ones,
cataloguing every single photo-type
with an F sheet would be a utopia. The
new regulations allow cataloguing
complex objects (groups of images,
series, folders, reportages, services)
treating them as groups. Group
cataloguing proved to be the optimal
solution to enhance groups of images
gathered according to common
elements within the groups. It has the
aim of gathering as much information
as possible and keeping a «general
overview» (a unique catalogue
number for several photographic
properties).
Purpose of cataloguing:
deconstructing the information into
homogeneous information sets: the
paragraphs (codes, author, subject
etc.), are structured in fields and
subfields, with the purpose of offering
standardized access keys to the
properties within the databases.
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General Catalogue Number

Paragraphs with absolute 
obligation

Formal Review
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Data entry screen
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First paragraph of the sheet: the *CD-
CODES
Absolute obligation: within the
paragraph there are certain fields of
the sheet out of the 50 mandatory
fields that require to be filled. SIGEC
system offers the ‘formal review’
function to verify, while working, that
all the obligations have been compiled.

*OG-CULTURAL PROPERTY
AMB-FIELDS OF PROTECTION: the
photograph belongs to the Historical
Artistic field.

Closed Vocabulary: 
• archaeological
• Architecture and landscape
• ethnoanthropological
• Historical artistic

CTG-CATEGORY: allows to indicate the
macro-category which the represented
object belongs to. For the Colosseum:
Documentation of Archaeological
Heritage.

da vocabolario
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OG-CULTURAL PROPERTY
CTG-CATEGORY

• Magdalene:
DOCUMENTATION OF
ARTISTIC HERITAGE
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OG-CULTURAL PROPERTY
CTG-CATEGORY

• F.lli Dell’Acqua cotton
mill:

INDUSTRIAL PHOTOGRAPHY
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*OGT-PROPERTY DEFINITION:
informative set that leads to the
typological identification of the
property. In this case photographic
properties that we decided to treat as
a group. The compilation varies
according to the catalographic
treatment we want to apply.

OGTD-Definition: positive

OGTT-Typology (specific for
complex/composite objects): folder

OGTV-Structural and context
configuration: group

The historical critic complexity of the
MPI Photographic Fund suggests to
use cataloguing criteria which are
helpful to enhance the the description
of its groups.
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Colosseum, phototypes: images
gathered according to common
elements, which can be found within
the same group; the main element in
common is the subject represented.

QNT-QUANTITY: 5 (always to be filled
when the number is not 1)

*OGCT-CATALOGRAPHIC TREATMENT:
complex/composite property– general
description

OGTV: characteristics of the property we
are cataloguing:

• is it a single element within a
complex property?

• is it a unit composed by several parts,
each with independent
characteristics, that can be defined
as a group?

• Is it a unit characterized by uniform
and/or sequential characteristics, like
editorial series?
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RV-CORRELATIONS: we only consider
horizontal correlations (RSE-CORRELATIONS
WITH OTHER PROPERTIES of which exist
cataloguing sheets).
RSER-Type of correlation: it is contained in
RSET-Type of sheet: FF
RSEC-Unique identifier of the sheet:
1201254167 – 0 (unique code of the sheet of
MPI Fund- Ministry of Education –
Photographic Archive of the General
Directorate of Antiquities and Fine Arts).
*LC-GEOGRAPHICAL-ADMINISTRATIVE
LOCATIONING: PVC-location and LDC- specific
position
*LDCT-Typology physical container: hospice
LDCQ-Qualification physical container:
apostolic hospice
LDCN-Denomination (current): Conservatorio
delle Zitelle - conservatory
LDCF-Use physical container: office
LDCC-Complex of belonging: Apostolic Hospice
of S. Michele a Ripa Grande
*LDCU-Address: via di S. Michele, 18
LDCM-Denomination: juridical container: ICCD
LDCS-Specifications: GFN Photographic
Archive
LDCD-Chronological reference: 1975
OTHER/S GEOGRAPHICAL-ADMINISTRATIVE
LOCATION: to be filled when we know of
previous location/s.
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The photographs we are analyzing
have had previous locations, which
correspond to several changes of
position of the photographic Fund they
are in (MPI Fund). In “LA” all the
OTHER LOCATIONS known are
described. Specifying the entry and exit
chronology regarding the physical
places where, at different times, the
Fund has been deposited and
preserved .
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*UB-PATRIMONIAL
DATA/INVENTORY/ESTEEM/COLLECTIO
NS: administrative information about
the patrimonial situation of the property
and possible belonging to a specific
historical collection. It offers the
possibility to give information on the
photograph/s within the Archive system
.
*UBF-PROPERTY LOCATION
(*)UBFP-Fund: MPI
(*)UBFS-Archival series: Rome (RM) –
Colosseum
UBFC-Positioning: C room – photographs
glued on cardboard
INVN-Inventory code: inventory number
given by the preserving Institution INVD-
Chronological reference: 2010 ante
*AU-CULTURAL DEFINITION
AUT-AUTHOR/RESPONSIBILITY : author
of the creative content of the image,
author of the shot.
The field is repeatable: while
cataloguing complex/composite
properties it is frequent to have more
than one author. We are required to
indicate the author even if unknown.
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For the treatment and management
of information regarding
Photographic authors, the
regulations produced by ICCD have
been updated in may 2020 (Authority
File, AUT – Controlled archive of
names: people and institutions,
version 4.0). A significant aspect of
the new layout concerns the possibility
to indicate possible variations of the
name (pseudonym, given names,
conventional denominations) in a
specific field (AUV) and/or possible
references to other authorships
related to the one we are analysing.

Variations of the name (person/institution)
(repeatable field): meaning the name, one or more,
that are different from the title (AUTN-Chose name
of a person or Institution); we need to display the
most significant alternative names.
The references to other authors are useful to create
cross references (for example between a
photographer and the studio he worked for and vice
versa). It is recommended to precisely type the
correct name of the author of relevance, especially if
in the database it already exists a formalized and
codified authority file sheet attributed to it. For
example. AUTN: Moscioni, Romualdo, heirs; AUV(1):
Moscioni, heris [variation]; AUV(2): Moscioni,
Romualdo [reference] etc.
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AUTHORITY FILE

The two icons highlighted in red allow to
connect/disconnect the F sheet to one or
more authority files which belong to the
specific author’s database contained within
SigecWeb.
The sheet that I’m showing is the full version
of the authority file of Giacomo Brogi. Since
an AUT related to the author (of C level)
already exists in the database, I can connect
it to my F sheet.
The upper box shows the screen of the sheet
I am working on Sigec. When I connect the
AUT, several fields (highlighted in yellow) are
automatically filled out with data taken from
the authority file that, in this case, will be
brief. The AUT field is repeatable. When
there is more than one author within the
same group, the field AUTW-Reference to
the section is very useful. We are required to
always fill out the author paragraph, even
when the author is anonymous. In this case
the subfied AUTM will be completed with the
acronym «NR» (unknown).
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Sample of Gino Malenotti’s
photographs of Magdalene by
Donatello:

F sheet (group) on photographs of
Penitent Magdalene by Donatello,
realized by photographer GINO
MALENOTTI, specialized worker at
Brogi’s studio.

There are 2 Authority files to connect
(they would still have been 2 files if we
were cataloguing a single photograph
as a simple property (rare event)

AUT(1): Brogi, in the role (*AUTR) of
main photographer (company);

AUT(2): Malenotti, in the role (*AUTR)
of operator

AUTI-Indication of name and address:
we have to copy in this subfield the
author’s name exactly as it appears on
the property/ies
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*SG-SUBJECT: displays all the useful
data for the identification and
description of the subject/s
represented on the property/es.
*SGTI-IDENTIFICATION: identification
of the subject/s through rows
composed of connected terms.

SGTI(1): Lazio – Rome – Colosseum
<Flavian Amphitheater>

SGTI(2): Archaeology – 1st century. –
Classical architecture– Amphitheater

SGTI(3): Colosseum – View – Interior –
Arena

SGTI(4): Colosseum – View – Exterior –
Arcades

New soggettario (subject indexing). Manual of the
italian system of indexing by subject. Prototype of
Thesaurus, edited by Florence National Library (2012).
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The Magdalene

SGTI(1): Florence – Museums – Opera
Duomo Museum – Penitent Magdalene
– 1453-1455

SGTI(2): Sculpture – Wooden
sculpture– Christian Iconography –
Saints - <Mary Magdalene>

SGTI(3): Sculptors – Italy – 15th
century – Donatello <Bardi, Donato>

F.lli Dell’Acqua Cotton mill

SGTI(1): Abbiategrasso – Factories –
F.lli Dell’Acqua Cotton mill – Weaving
plant– External

SGTI(2): Turate – Factories – F.lli
Dell’Acqua Cotton mill– Spinning
plant– Interior – 1937

SGTI(3): Clusone – Factories – F.lli
Dell’Acqua Cotton mill – Interior –
1933 post
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*SGL-TITLE: title assignment is
mandatory. Context obligation can
alternate between:

*(5)SGLT- Proper title: to be copied in
the same way as it appears in the
image (or on some of its support).

*(5)SGLA-Attributed title: If there are
no titles on the document/s or on the
complementary materials, cataloguers
will have to fill out this subfield with an
attributed title, deducing it – if possible
– from archival, bibliographic or
iconographic sources, or creating it
according to the content of the image.

*SGLS-TITLE SPECIFICATIONS: here we
report the source of the information on
the title (for example typewritten on
supporting cardboard, attributed by
cataloguer. etc.)
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*DT-CHRONOLOGY: chronological period of
reference
*DTZ-GENERIC CHRONOLOGY: it always
refers to the object of cataloguing, not to
the date of the shot, which has an assigned
field:
LRD-DATE OF SHOT: 1874-1878
DTS-SPECIFIC CHRONOLOGY: indicates the
specific dating in years.

When dating is not explicit, elements which
can help us establish a chronological frame
are: stamp/s, assigned negative numbers,
inscriptions, photographic techniques,
conservation problems, etc.

Colosseum
*DTZG-Chronological range/ period: XIX

DTZS-Chronological range/period
Specifications: last quarter
DTS- SPECIFIC CHRONOLOGY: around 1874-
1900 (broader dating due to the presence of
a gelatin within the group composed of
albumines)
*DTM-JUSTIFICATION/ SOURCE: v.
vocabulary (Appendix III):
DTM(1): technical – formal analysis
DTM(2): records/documents
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PD-PRODUCTION AND PROMOTION:
data about production/promotion
procedures related to the photographic
properties. Other roles and
responsibilities that determined the
publication, edition, reprint, circulation
and distribution etc. of the property/ies.
Also in this case the system requires the
connection to an authority file.

The Magdalene

PDF-RESPONSIBILITY’ (1): Jeno Làny
(who commissioned the photographic
campaign about Donatello);

PDF-RESPONSIBILITY’ (2): Janson, H.W.
Author of the monograph about
Donatello, where Malenotti’s
photographs were published

STT-CONDITION OF THE PIECE: good

*MT-TECHNICAL DATA: execution
technique, support material, color, size,
formats, watermark, etc.
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*CO-PRESERVATION AND
INTERVENTIONS: information regarding
the state of preservation of the property
and possible indications on preservation
modalities. Data can concern the totality
of the property or just a part of it (STCP).
Cataloguer is encouraged to make
propositions on conservation
interventions (planning dimension of the
sheet> DES/ NSC free text fields).

Colosseum:
*STCC-State of preservation (1): mediocre
STCS-Specifications: foxing (on some
albumines)
STCC-State of preservation (2): good

STD- PRESERVATION MODALITIES: stored
in a chest of drawers, not conditioned
room

DA-ANALYTICAL DATA: detailed
description of some specific elements
present on the property: inscriptions,
coat of arms, emblems, marks, stamps
etc.
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ISE-INSCRIPTIONS/ EMBLEMS/ COAT OF
ARMS/ STAMPS: the field will contain the
totality of inscriptions present on the
image, on its primary and secondary
supports (repeatable field)

Colosseum:
ISER-Reference to the section:
MPI6122627 (inventory of the property
which contains the inscription, the
emblem, the stamp etc.)
(*)ISEP-Location: on primary support:
front: left side
(*)ISED-Definition: inscription
ISER-Specifications: of the author
(*)ISEZ-Description: typewritten in capital
letters: G. BROGI – FIRENZE
NSC- HISTORICAL CRITIC INFORMATION: The
photographs being considered, presumably referring to
the same photographic campaign of the Colosseum
(given the consequential and homogeneous order of
the negative numbers appearing on the back of the
photographs) carried out by photographer Giacomo
Brogi was documented on the photographer’s
catalogue (1878 s.v. bibl.). It testifies a specific
moment of the preservation history of the monument,
close to the excavations of 1874-1875 (termine post
quem) that brought to light the internal part of the
arena. This is evident in the phototypes which
reproduce the interior of the Colosseum, shot from
west to east. The termine ante quem is given by the
presence of the photographs in the photographer’s
catalogue, published in the year 1878.
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*TU-JURIDICAL CONDITION AND
MEASURES OF PROTECTION:

*CDGG-General indication: property of
the State

CDGS-Specific indication: Ministry of
Culture

ACQT-Type of acquisition: assigned

ACQN-Name: Ministry of Education

ACQD-Chronological reference: 1973

ACQL-Place of acquisition: Lazio/ RM/
Rome

*BPT-Measures of protection– summary:
no
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*DO-DOCUMENTATION: in this
paragraph the metadata relative to
the accessory documents are linked
(images, documents, sources,
bibliographic references). We need
them to investigate on the property
and they are useful for its study and
cataloguing .

*FTA-PHOTOGRAPHIC
DOCUMENTATION: the F sheet cannot
exclude this metadata. For the
validation of the sheet it is necessary
to attach at least one photograph of
the property in digital format.
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Bibliography
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BIB-BIBLIOGRAPHY: the bibliographic
metadata are linked to the F sheet from
the Authority file BIB-Bibliography
database present in SigecWeb (it is
possible to implement the system with
new sheets)
(*)BIBX-Genre: closed vocabulary

*AD-DATA ACCESS
*ADSP-Access profile: 1
*ADSM-Justification: sheet containing
free access data

*CM- DATA CERTIFICATION AND
MANAGEMENT
CMPD-Year of editing: 2021
*CMPN-Responsible for research and
editing: Moi, Marta
RSR- Responsible for scientific review:
Berardi, Elena
*FUR-Official Responsible : Berardi, Elena


