GSAXcess® Photograph Taking Guidelines

Requirements:

· Type:  Only digital or scanned photographs are acceptable.
· Format: Only the .jpg, Joint Photographic Experts Group (JPEG), file extension is acceptable. 
· Size: Submit any size photograph; however, the large (full view) picture is displayed in GSAXcess® in a rectangular format at 600 X 400 pixels. Therefore, for the best image, reporting activities should submit rectangular pictures. Additionally, up to 11 thumbnails showing different views of the item will be displayed on the same screen in a square format at 70 X 70 pixels. Clicking on any thumbnail will resize the picture to 600 x 400.  When clicking on the large picture, it will resize the photo to the size in which it was submitted by the reporting activity. Pictures that are resized by GSAXcess® may show some distortion especially if going from a square or vertical to a rectangular photo that is horizontal.
· Quantity:  No more than 12 photographs can be submitted per Item Control Number (ICN). The ICN is a 15- position field, beginning with a six-position Activity Address Code (AAC), followed by a four-position Julian Date, a four-position Serial Number, and a one-position suffix or space. This ICN is assigned by the reporting activity and used to identify the item(s) being reported as federal excess personal property. Go to GSAXcess® Photograph Naming Conventions to setup photograph filenames.
Before Taking the Photograph:
· Check lighting.  Ensure the lighting is sufficient to bring out the detail and show the true colors of the item(s). Avoid shadows and do not take photographs of vehicles inside a garage. When using a flash, avoid reflections on glass or mirrors.
· Show detail. Let the item fill the entire frame. If the brand name, manufacturer, or any other data are visible, include them in the photo. Take more than one picture to show different views, that is, the entire object versus sectional shots. It is important to remove tags from vehicles before taking photos. Don’t show duct tape or other wrapping material that may be used to hold multiples of the same item together. 
· Avoid clutter. Anything in the background that distracts from the item being excessed, either remove or isolate. A plain colored fabric backdrop can be used to accomplish this. However, do not use all white because the contrast will be too great. Ensure that pictures of people are not included. When taking a photo of an item that contains a mirror, ensure that no one’s image is in the mirror. 
· No offensive or derogatory information. Ensure that nothing is included in the photographs that may be construed as offensive or derogatory in nature.

After taking the photograph, it is important to balance the contrast and brightness, rotate the photo to the correct position, and crop unnecessary background items.

