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INTRODUCTION 

The Canadian Inventory of Historic Building is a 
computerized program designed to record the architectural 
heritage of the country. 

Originally planned to provide information on a 
comparative basis for the Historic Sites and Monuments Board 
of Canada, it now also serves as a source of basic 
information on Canadian architecture for planners, 
researchers, historians, and all others interested in 
architectural heritage. 

It is an on-going, multi-phase program, encompassing 
the recording of details of building exteriors in 
predetermined areas, the recording of interiors of selected 
buildings and historical research. 

The computerized recording technique involves the 
completion of a specially designed form supplemented by 
photographs, for each building. This Training Manual is 
intended as a descriptive guide to the completion of the 
form and a detailed index is included to locate the terms 
illustrated. 

While designed primarily to explain the Canadian 
Inventory of Historic Building recording technique, the 
Training Manual is also a useful guide for general use in 
the identification and description of architectural details 
and terminology. 



RECORDING SECTION 

The Canadian Inventory of Historic Building uses two forms 
for recording purposes. The SELECTION FORM consists of a 
coloured first page followed by nine white pages that 
illustrate the architectural and historical categories and 
selections. The RECORDING FORM is a single coloured sheet 
that provides space for the recording of information and 
selections within categories. 

Since not all buildings have formal street addresses, 
the Canadian Inventory of Historic Building has separated 
its recording into two types: urban and rural. 

Urban Recording relates to buildings with formal street 
addresses. The building number and street name are 
used to identify the building in the system. 

Rural Recording relates to buildings with no formal street 
addresses. These buildings are located on topographic 
maps which are used to identify the buildings in the 
system. (See MAPPING SECTION p. 8) 

RECORDING - GENERAL GUIDELINES 

To simplify the office work involved in processing each 
form, adhere to the following guidelines: 

1) The selection form is used as a guide while the 
recording form is used for the recording of information 
and selections within the categories; only the 
recording form should be marked. 

2) All field recording must be kept above the perforated 
line; the space below is reserved for photographs and 
office use only. 

3) The information required for the completion of the 
categories described in Recording Information (p. 1) 
must be printed in full. 

4) At all times use black or blue coloured ink markers. 
The information provided for Province, Town, County, 
District, Township, Building Number, Street, Map 
Number, Building Number on Map, Concession Number, Lot 
Number, and Dominion Land Survey must be printed in 
large capital letters using a magic marker. The 
remainder of the form is completed using a fine felt 
tip or ink pen. 

5) Sketches or descriptions should clearly illustrate 
information supplied or selections made; these should 
be recorded in the space provided for 'Observations'. 

6) The information required to complete Building Name, 
Present Owner, Tenant and Original Owner must be 
obtained prior to the recording and photographing of a 
building. 

7) The instructions listed in the Recording Section 
(p. 1), Photography Section (p. 6), and Mapping 
Section (p. 8) must be followed. 

RECORDING INFORMATION 

The following instructions define the categories and explain 
the proper method used to complete the recording form. 
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GEOCODE 

A unique number assigned to each and every building recorded 
by the Canadian Inventory of Historic Building. 

NOTE: The geocode boxes are for OFFICE USE ONLY -
DO NOT FILL IN 

PROVINCE - TERRITORY 

The name associated with one of the twelve political 
divisions of Canada: 

Newfoundland Manitoba 
Nova Scotia Saskatchewan 
Prince Edward Island Alberta 
New Brunswick British Columbia 
Quebec Yukon 
Ontario Northwest Territories 

TOTAL NO. OF PHOTOS TAKEN 

The number of frames required to photograph the structure 
being recorded. 

FILM ROLL NO. 

A unique number assigned to each and every roll of film used 
by the recorder-photographer . 

TEAM NO. 

A unique number assigned to a recording team for identifi­
cation purposes . 

NOTE: The above categories are described in more 
detail in the Photography Section (p. 6) 

TOWN 

The name associated with: 

1) A cluster of houses recognized as a distinct place, a 
settlement with a place name; 

or 

2) A population and business centre so recognized 
geographically and politically; 

or 

3) A compactly settled area of any size given definite 
boundaries and powers by law - a small municipality; 

or 

4 ) A large densely populated urban area - a city or 
borough. 

The selection of the correct name for the category 
'TOWN' is divided into two sets of instructions - urban 
recording and rural recording: 

1) A building with a formal street address (full street 
name and number) is considered as urban for recording 
purposes; record the full name of the town in which the 
building is located. 
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2) A building without a formal street address that can 
only be located by using a map is considered rural for 
recording purposes; record the full name of the nearest 
town in the same county, district or regional munici­
pality. 

COUNTY 

The name associated with a territorial division or 
incorporated community with legally defined boundaries. 

DISTRICT 

The name associated with a territorial division or 
incorporated community with legally defined boundaries. 

TOWNSHIP 

The name assigned to a smaller division of a county or 
d istrict. 

STREET 

The name associated with an urban public thoroughfare. The 
street name may include the following: 

Street 
Road 
Avenue 
Parkway 

Crescent 
Drive 
Circle 
Lane 

Boulevard 
Court 
Alley 

Record the full street name and include all north, 
south, east and west designations or combinations. 

EXAMPLES - Main Street West 
Sixth Street South East 

BUILDING NO. 

The number posted on or associated with an urban building. 
A building is any construction designed to stand more or 
less permanently. The Canadian Inventory of Historic 
Building records all types of building, including monuments, 
bridges, dams, locks and tunnels. Record the number posted 
on or associated with an urban building using these rules: 

1) All alpha and fractional notations must be included. 

EXAMPLE - 6A or 6i 

2) A building with an unknown number must be given an 
estimated number relative to numbers posted on or 
associated with nearby buildings. An estimated number 
is placed within quotation marks. 

EXAMPLE - '6' 

3) The building location should not be described in words. 

EXAMPLE - on the corner of X and Y streets next to 
the Z building. 

4) A building with more than one number posted on or 
associated with it must have all the numbers entered on 
the form. 

EXAMPLE - 246, 248, 250, 252 or 
246-252 
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MAP NO. 

A unique number assigned to a map for identification 
purposes. The Canadian Inventory of Historic Building 
usually uses topographic maps at the 1:50,000 scale for 
rural recording. (See MAPPING SECTION p. 8) 

BUILDING NO. ON MAP 

A unique number assigned by the recorder-photographer to 
each and every building located on a map. (See MAPPING 
SECTION p. 8). 

NOTE: Urban recording - answer only BUILDING NO. and 
STREET 
Rural recording - answer only MAP NO. and 
BUILDING NO. ON MAP 

CONCESSION NO. 

A number assigned to a large parcel of land by an official 
survey team. 

LOT NO. 

A number a s s i g n e d t o a s m a l l e r p a r c e l o f l a n d w i t h i n a 
c o n c e s s i o n by an o f f i c i a l s u r v e y t e a m . 

NOTE: CONCESSION a n d LOT NUMBER c o u l d be o b t a i n e d 
a t t h e l o c a l Land R e g i s t r y O f f i c e . 

DOMINION LAND SURVEY 

A c o d e u s e d i n t h e p r a i r i e r e g i o n d e v i s e d t o e n a b l e a n y o n e 
t o l o c a t e a n y q u a r t e r - s e c t i o n w i t h p r e c i s i o n . 

EXAMPLE - The N . E . c o r n e r o f S e c t i o n 1 4 , T o w n s h i p 2 6 , 
R a n g e 2 3 , w e s t o f t h e F o u r t h M e r i d i a n . The 
b u i l d i n g y o u a r e l o o k i n g f o r would be f o u n d 
i n t h e n o r t h - e a s t q u a r t e r o f t h e f o u r t e e n t h 
s e c t i o n , t w e n t y - s i x t h t o w n s h i p i n r a n g e 
n u m b e r t w e n t y - t h r e e , w e s t o f t h e F o u r t h 
M e r i d i a n . 

The DLS c o d e i s a l w a y s a s s i g n e d i n t h e f o l l o w i n g o r d e r : 
S e c t i o n - T o w n s h i p - R a n g e - M e r i d i a n . 

EXAMPLE - NE 14 - 26 - 23 - W4 

PRESENT OWNER 

An i n d i v i d u a l o r o r g a n i z a t i o n who h a s l e g a l o r r i g h t f u l 
t i t l e t o a b u i l d i n g a t t h e t i m e o f i t s r e c o r d i n g w h e t h e r t h e 
o w n e r i s t h e o c c u p a n t o r n o t . 

TENANT 

An individual or organization who rents or leases from a 
landlord, or occupies on a temporary basis a building at 
the time of its recording. 

ORIGINAL OWNER OR TENANT 

The first individual or organization to have owned or leased 
the building. 

BUILDING NAME(S) 

The name or names associated with or posted on a building. A 
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structure occupied by Mr. X is only recorded as X house if 
it is a locally recognized name. All known building names 
should be recorded. 

ADDRESS OF OWNER 

The complete mailing address of the owner. 

RECORDER - PHOTOGRAPHER 

The person(s) responsible for the complete recording and 
photographing of the building. 
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PHOTOGRAPHY SECTION 

The Canadian Inventory of Historic Building is a visual as 
well as a computer information bank. The visual recording 
of a building requires a set of quality prints to accompany 
each completed recording form. 

PHOTOGRAPHY - GENERAL GUIDELINES 

To maintain a consistency of quality, quantity, and content 
required by the Canadian Inventory of Historic Building, 
adhere to the following guidelines: 

1) At all times use 35mm black and white film. Medium 
speed film (ASA 35 to ASA 200) is suitable for most 
lighting conditions, however, faster speed film (ASA 
400 to ASA 500) is more suitable when lighting is poor -
rainy days or early evenings. Always carry a generous 
supply of film. 

2) The camera settings must be checked before beginning 
every set of photographs; be sure the lens is clean and 
the lens cap is off. 

3) The camera must be held steady. Brace one arm against 
your side, or brace an eye-level camera against your 
cheek to assist in holding it steady. Press the 
shutter release gently to avoid jerking the camera. If 
the shooting speed is below 1/30 second or if it is a 
hand held time exposure, take a deep breath, hold it 
and then shoot the picture. 

4) The camera must be held level and horizontal. Move back 
until the complete building is included in the frame. It 
is better to have a fair amount of foreground than to 
distort the building by tilting the camera at a closer 
range. 

5) When working in a populated or busy area, watch for 
passing vehicles and pedestrians and avoid including them 
in a picture. When an area is heavily treed find a 
revealing angle to show as much of the general shape as 
possible. Close-ups will record details. 

6) When photographing ensure there is enough light to pro­
duce a good quality set of prints. 

7) The number of photographs taken of each building will be 
determined by the type and setting of the building; 
generally six shots will be required and must include: 

- identification picture - a photo of the top 
section of the recording form after the 
building location has been completed 

- facade - including roof 

- close-up of the typical window 

- close-up of the main entrance 

- angle shot showing eaves and verges 

- any other important details. 
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8) Each roll of film used is assigned a unique number by the 
recorder-photographer for identification purposes: 

- place the identification number belonging to the 
roll of film used to photograph the building in 
the space 'Film Roll No.' 

- record the number of photos taken of the building 
in the space 'Total No. of Photos Taken' 

PROCESSING AND PRINTING 

To simplify the office work involved in matching photos to 
recording forms and to maintain the quality of photographic 
processing and printing required by the Canadian Inventory of 
Historic Building, adhere to the following guidelines: 

1) Black and white contact prints are required - these are 
sufficient for the initial record. 

2) Contact prints must be developed and printed using the 
'develop-stop-fix-wash' method. A number of 'new' and 
quick methods are on the market, but the prints and 
negatives resulting from these methods do not meet the 
longevity requirements of the Canadian Inventory of 
Historic Building. 

3) All developed negatives must be placed in the paper-
cellophane negative sheets supplied - they are also 
available from most photographic stores. Put only one 
roll of film in each sheet and mark the sheet's spine 
with the film roll number and the team code number. 
Cut the contact sheet and attach the proper photographs 
to the corresponding recording form using two-sided tape. 
Place the photographs in the section labelled 'Attach 
Photos Below' found below the perforated line on the 
front of the recording form. 
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MAPPING SECTION 

This section deals with the location of buildings with no 
formal street addresses. These buildings are referred to as 
RURAL BUILDINGS. Rural buildings must be numerically plotted 
on a map to pinpoint their exact geographic location. All 
recording teams require the materials listed below and must 
follow the instructions outlined to ensure the clarity of the 
recorded building's geographic location. 

MATERIALS 

Standard topographic maps at the scale of 1:50,000 (1.27 
inches = 1 mile) contain most cultural and physical features 
of the area being surveyed (buildings, roads, contours, grid 
lines, etc.) . All maps have legends printed on the side or 
back. All maps have unique codes assigned by the Canada Map 
Office. These codes are found in the upper and lower right 
hand corners. For Canadian Inventory of Historic Building 
purposes, this is referred to as the Map No.. See Sample Map 
21 L/5 (p. 9). 

In addition to standard topographic maps field teams 
require red and black fine tip pens and duplicate maps of 
areas previously recorded by the Canadian Inventory of 
Historic Building. This allows the recorder-photographer to 
determine which buildings have been recorded in order to avoid 
duplication. 

INSTRUCTIONS FOR MAPPING BUILDINGS 

Study the field map associated with the area to be surveyed. 
Try to become familiar with the area including towns, roads, 
contours, benchmarks and any other points of interest. 

Every rural building recorded must have its location pin­
pointed on the field map. The sample map illustrates how the 
mapping is to be completed. In this example, the first 
building recorded is the church in INVERNESS (a church appears 
on the map as a square with a cross - check the legend on the 
maps for other notations) . A small line is drawn on the map, 
pointing to the building being recorded. A number is placed 
at the other end of the line, in this case number one (1) . 
This number is also placed on the recording form for this 
building. As the team moves away from the town of INVERNESS, 
buildings are recorded and indicated on the map in the same 
way. The numbers on each map always begin at number one (1) 
and continue consecutively until all the rural recording for 
the map is complete. Each building recorded must have only 
one number associated with it and one corresponding recording 
form. 

NOTE: Each map used must be numbered using the above 
guidelines, always beginning at number one. 

Buildings located in towns or villages not having proper 
street names and addresses or in areas on the map too concen­
trated to be clearly plotted must be located on an enlarged 
map. The enlarged map (a hand drawn sketch) is drawn on the 
back of the field map and must illustrate, in detail, all 
building locations. It must also show all streets, roads, 
other points of interest within the boundaries of the enlarged 
area and an arrow depicting true north. 

All numbers and indicating marks are placed on the map 
using red pens. The only exception occurs when buildings are 
not shown on a field map. In this case plot their proper 

8 



location using a black pen. Placing the appropriate symbol in 
the proper location is sufficient (refer to the map's legend 
for correct notation). This procedure may be used to show any 
building not appearing on the map whether it is to be recorded 
or not. 

All roads travelled by the recording team and having no 
buildings suitable for recording must be marked with a red 
line and arrow. This indicates that the team has been through 
the area and ensures the Inventory there were no buildings 
suitable for recording. 

The above method ensures that all rural buildings 
recorded will be located on the appropriate field map. 
However, if there is any doubt concerning the field map 
location of a building do not hesitate to use either the 
Universal Transverse Mercator System or the Dominion Land 
Survey System for the prairie region. Both systems' grid 
lines and coordinates are printed on all 1:50,000 scale maps. 

C 197 0. Her Majesty the Queen in 
Right of Canada. Reproduced from 
Sheet 21L/5 of the National 
Topographic System with permission of 
the Department of Energy, Mines and 
Resources, Ottawa. 
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