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THE EXPLORATION TYWI! – BUILDING RECORDING FORM  

 
Information to assist with filling in the form  

 
Why do we need to use the form? 

 
“Archaeology is not only about finding things, but about telling others about what 

has been found. To help do this, archaeologists write information on recording 
forms.  

 

Using a form: 
• helps to jog your memory, prompting you to note down enough information to 

make a meaningful record 
• ensures that your data is recorded in a consistent manner 

• helps with cross-referencing to other information you collect (such as 
photographs, finds or drawings) 

• helps when transferring data to a computer database. *  
 

The aim of the form is to provide a consistent means of recording that can be 

used by anyone assisting with the EXPLORATION TYWI! project. 
 

All sites should be identified with a unique site name, and this used again for any 
further episodes of recording at the site.  This should ensure that sites are not 

recorded twice or two sites get confused.  
 

The data recorded on the form will be used to provide information to the Regional 
Historic Environment Record (HER).  Dyfed Archaeological Trust maintains the 

HER for Carmarthenshire, Ceredigion and Pembrokeshire.  Using the form means 

that the information you collect can be easily checked and allow new records to 
be generated or existing records to be updated.  This data will be publicly 

accessible so that it can continue to be built upon.   
 

The forms will be photocopied or scanned, so please use black pen to complete 
them. 

 
Once the form is completed, send a copy to the Exploration Tywi! coordinators. 

 

HOW TO FILL IN THE EXPLORATION TYWI! BUILDING RECORDING FORM 
 

BUILDING NAME: 
This information will be used to distinguish the site from others. 

 
PRN: 

The PRN number is the Primary Record Number that will be assigned to the site 
by the regional Historic Environment Record.  Where new sites are being 

recorded, this will be filled in following the submission of the site record to the 

Exploration Tywi! project coordinators and input onto the HER.  
 

National Grid Reference (NGR):  The National Grid Reference refers to the 
Ordnance Survey grid which is used for standard mapping across the UK.  The 

grid reference can be identified by locating the site on an OS map and reading the 
easting along the bottom of the map, followed by the northing which goes up the 

side.  Many people will have used grid references before, but we can offer further 
help and assistance to anyone who has not, or is not confident in how this is 

done.  

                                                           
* Taken from the SHOREWATCH project 
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The eventual grid reference is ideally recorded as an eight-figure reference, for 

example SN 70732782 (the NGR for the Llangadog toll cottage) and the eight 
figure grid reference is taken by using the Eastings running from left to right and 

the Northings running from top to bottom. 
 

The Ordnance Survey states:  When giving a National Grid reference for 
any point, always read the distance eastwards (Eastings) before the 

distance northwards (Northings).  Eastings and Northings must always 
be recorded in the same number of figures, even if some are zero. 
 
BUILDING ADDRESS 
If possible give the address.  If the building falls within the grounds of another 

building, then it may be possible to assign an address.  If it is not possible then 
give some locational details eg. Located on the west side of the road junction on 

the Sawdde common, it is also then important to ensure a grid reference is given.   
 

DATE OF RECORDING / RECORDED BY 

Please record who has completed the Building Recording Form, and on what date 
the survey was undertaken. Then we can come back to you if we don’t 

understand something! 
 
 
BUILDING DESCRIPTION 

This section records the basic characteristics of the building, its function, external 

coverings, what its primary construction materials are and basic attributes of the 
roof / openings etc. 

 
 
ILLUSTRATIONS 
The reverse side of the recording sheet is left blank for you to make a basic 

sketch of the building frontage, which should be annotated as extensively as 

possible to highlight architectural details or features of interest.  Please also feel 
free to add a description to record construction / whether the stone is quarried or 

river stone / the brick or stone coursing, details to the render etc.  If possible 
draw a simple plan of the building to roughly show the main openings and layout. 

   
ANY COMMENTS 

This section is free for you to record anything else which you think is relevant or 
interesting, this can include oral history or local tradition about events connected 

to the building or your interpretation of the building’s earlier history. 
 

PHOTOGRAPHIC RECORD NO: 

If possible take a photograph of the building and any details and please record 
the photographic record no. so that the photograph can be cross referenced with 

the record form. 
 

 
 

 
Our contact details: 

Exploration Tywi!   

Dyfed Archaeological Trust, The Shire Hall, Carmarthen Street,  
Llandeilo, Carmarthenshire SA19 6AF 

 
 
 


