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After your Stetten Lecture, the archivist will give you a copy of the DVD that will have been made. The still photos will be sent to the office. When they arrive, they will be on CD ROM and printed proof sheets. You should then follow this procedure:

1. Select from the proof sheets the photos that you want printed for yourself personally, the Scientific Director of your institute (if that person co-chairs the lecture; if someone else co-chairs, for that person), your scientific mentor, and anyone else who will want copies. Tally the numbers of each print needed as you go. For example, pick the best of the full group shots, the best of the smaller group shots, the best individual shots, and the most interesting candid shots from the reception. Order a copy of each photo for each key person in it, plus one for the archive.

2. Copy the digital versions of these photos to your hard drive. Rename the files to something descriptive (include date and lecture title at minimum—e.g., “11-08-05 Zoon at Slater malaria lecture.jpg” You can use numbers if you have several of one person (e.g., Zoon1, Zoon2, so you won’t duplicate names). These filenames may be printed on the back of your photos when they are printed and will help to document them.

3. Upload the selected photos to an online photo service like snapfish.com or shutterfly.com. Create a new account for “NIH History” and select an appropriate password. Go as far as possible in the ordering process before you have to provide a credit card number. At that point, email the AO for the Office of NIH History with the with the information about the website, login ID and password, and submit a requisition worksheet for the cost of printing and mailing the prints. Have the prints mailed to your attention at the Office of NIH History, but billed to the credit card address, which the AO will provide. This is where the process gets tricky. Sometimes the AO has been able to complete the transaction quickly; other times there have been problems logging on. Work with the AO to make this transaction happen.

4. When the photos arrive, work with our Program Assistant to affix an informative label to the back of each photo. For example: Leo Slater, Ph.D., “A History of Malaria Research at NIAID,” 8 November 2005, Lipsett Auditorium, Building 10, NIH, Bethesda, MD.

5. Draft thank-you letters, for the signature of the Office of NIH History, to the Scientific Director of your sponsoring institute and your Scientific Mentor. Say something like this: “Thanks so much for participating in Dr. Leo Slater’s Stetten Fellow lecture on November 8, and thanks to NIAID for supporting his research this year. Enclosed are a few photos of the event. I hope you enjoy them. Sincerely yours, etc.”

6. Bring the photos to go into each letter to the Director and email the draft thank you notes to the Director, who will edit, print, sign and mail the letters with the photos.

7. Write your own thank-you notes to other relevant people, enclosing photos; hand out additional photos to colleagues. 

8. Make yourself a copy of the CD ROM with all the photos. Consult with the archivist about how to label the original CD ROM and give it to the archivist for adding to the office collection.
