“Word 7”  NZAA Site Record & Site Description Forms,  20 December 1997PRIVATE 

Instructions
1.
The form is set up in “Word 7” Table Mode. Each box visible on screen comprises one or more cells of the table.

2.
Tab settings have been added to some cells to provide left-hand justification for data entered (e.g. the map information box). Use the “End” key to make sure you are at the last tab stop before typing.


Additional tab stops may be added if you wish, using “ctrl-tab”.

3.
When inserting numbers or figures in boxes marked by  “.”  or  “|”,  use insert/typeover mode, in order to avoid inserting an extra space into the box (or else delete the extra space).

4.
Cells of the table will expand downwards if you type in too much data, making your page too big. Do not type past the capacity of each box as it has been set, and check the page preview before you print, to make sure the form is on one page only.  (You can always cut and paste additional text to the Site Description Form attached.)

5.
The form is set up for data to be entered in Courier 12 pt. Again, use the “End” key to make sure you are into this font.

Please refer problems and improvements to:

John Coster

P O Box 46271

AUCKLAND 1030

Email: Coster@xtra.co.nz

Edited: 

6 August 1994
Table position full, ie taking up full width of page allowed by margins

28 April 1997
Font changed to Univers/Courier & minor adjustments.

20 December 1997 converted from Wordperfect to Word 7.

18 March 2001 Instructions augmented.
	PRIVATE 
NEW ZEALAND ARCHAEOLOGICAL ASSOCIATION
SITE RECORD FORM (NZMS260)
NZMS 260 map number


NZMS 260 map name


NZMS 260 map edition

	NZAA METRIC SITE NUMBER 

DATE VISITED



SITE TYPE




SITE NAME:
MAORI




OTHER


	Grid Reference

Easting . . | | | | . .
Northing . . | | | | . .

	1.
Aids to relocation of site (attach a sketch map) 



	2.
State of site and possible future damage 



	3.
Description of site (Supply full details, history, local environment, references, sketches, etc. If extra sheets are attached, include a summary here) 



	4.
Owner




Address






	Tenant/Manager


Address



	5.
Nature of information (hearsay, brief or extended visit, etc.)
	

	
Photographs (reference numbers 


and where they are held)
	

	
Aerial photographs (reference numbers and clarity of site)
	

	6.
Reported by



Address







	Filekeeper


Date


	7.
Key words


	8. New Zealand Register of Archaeological Sites (for office use)
   NZHPT Site Field Code


	 Latitude S

  |  |  |  Type of site

  |  |  |  Local environment today

  |  |  |  Land classification  
	 Longitude E

  |  |  |   Present condition & future

              danger of destruction

  |  |  |   Security code

  |  |  |   Local body


	PRIVATE 
NEW ZEALAND ARCHAEOLOGICAL ASSOCIATION
SITE DESCRIPTION
NZMS 260 map number


NZMS 260 map name


NZMS 260 map edition

	NZAA METRIC SITE NUMBER 

DATE VISITED



SITE TYPE




SITE NAME:
MAORI




OTHER


	


