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Snippets - Guidelines

We have introduced a category on the Indian Culture portal (www.indianculture.qov.in) called
'Snippets'. As the name suggests these would be short write- ups on a wide range of topics.
Topics will range around History, Heritage and Culture. The aim is to add as much interesting
content and exciting anecdotes as possible in this brief write-up, tempting the reader to look for
more.

Gategories
The topics can be based on the following categories:
1. Indian History - Short stories from Indian history. These can be based on historical events
and incidents.
2. Historical Personalities - Personalities from Indian history. Episodes from their life, their

struggle and anecdotes that can make the write-up exciting. Eg: Abakka Chowta of
Mangalore.

3.

Tangible Heritage - This can include heritage sites, preferably the sites that are not as
popular as the rest.

4.

Intangible Heritage - This can include Indian cuisine, Indian Textile; Designs and motifs,
Performing arts and festivals.

Topic Selection
Once, the category underwhich you want to work has been finalised you can further go on to look

for a topic. You can opt for different categories for different snippets (need not stick to one
category).
The Preliminary search for an appropriate topic can be:
1. A topic that has caught your interest and you think would appeal to thepublic.

2.

Browse through our rare book, e-book and video collection. This will also help you get a
general idea of what our portal has and how the resources can be used to yourbenefit.

3.

A basic web search for interestingtopics

Once the topic has been decided, it has to be sent to the research team member of the lndian
Culture team who has been assigned to work with you. Once the topic has been finalised, you
can start with your research.

*Note: lt would be ideal if you can send 5 topics
as options. Out of these, the topics that get
approved can be further processed.

https://i nd

ia

ncultu re.oov.in/

Research

1.

Browse through our collection of rare books, e-books, manuscripts, archival documents,
paintings and images for all the information related to the topic. lt would be ideal if the
snippet is based on some digital content available on ourportal'

2.

Look for books and articles on other platforms such as State Archives, State Gazettes,
www.archive.orq , google books, google scholar, Jstor etc. Jot down points that will help
make the snippet interesting.

3"

Even though we would be focusing on anecdotes and legends that will interest the general

audience, we must not compromise on the authentici$ of the same. Facts have to be
cross checked before mentioning them in thewrite-up.

The write-up
1. The snippet must not exceed 500 words. lt has to be within the word limit or else the
snippet will not be considered for furtherprocessing.

2.

The write-up must start with a brief introduction. This section of the snippet can be focused

on general information such as state, history, dynasty depending on your topic. The
introduction must be such that it leads to the body of the write-up. The introduction could
be around 100 words long.

3.

This is followed by the body of the write-up. This will include all the interesting anecdotes,
facts, legends associated with your topic. The main objective is to focus on anecdotes,
legends and facts that are not popularly known. Hence, making the snippet amusing and
fascinating, leaving the reader wanting to knowmore.

4.

The concluding section can either be an interesting fact that has not been mentioned in
the write-up before or a fascinating twist to the story at theend.

5.

Allthree sections of the snippet; introduction, body and conclusion must be well balanced.

6.

At the end of the write-up, provide links to all sources that have been used. lf they are
books from our portal, provide links of those particularbooks.

7.

You can also add images to the text, rnaking it more attractive. The images must be placed
in a way that they conespond to thetext.
For the images, you can browse through the various sections of our portal. lf you don't

find a relevant image, you can use copyright free images available on wikimedia
commons.

B. Once, your snippet

is ready, it has to be mailed to the email lD snipoets.nvli@omail.com

httos://indianculture.qov.in/
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along with

a

plagiarism report. You can use plagiarism checkers such

as

httos://www.dupl ichecker.com/.

9.

After making the suggested edits (if any), the final draft of the snippet has to be uploaded
onto a folder named 'SNIPPETS'which will be shared withyou.

10. Create a copy of your snippet (final draft). This one, withoutimages.

Uploading Snippet onto the folder
1. A common folder named 'snippets'will

be shared with you all. Within that folder, you will
have to create a new folder and name it <topicname>.

2.

Within your respective folders, there must be the followingdocuments:
1. <Topic Name>- Final Draft (with images)
2. <Topic Name> - Final Draft for translation (withoutimages)
3. lmages and Captions - A dgcur,ngnt with fll the images that have been used in the
snippet and their respective captions
4. Upload allthe impges that have been used in the snippet in a seperate folder and
name it'images'.

Time limit and Payment

1.

For each final snippet of 500 words (which includes uploading all the documents onto
the 'Snippets' folder) you will be paid Rs 500.

2.

You are expected to submit the final snippet with text and images in 5 days time. This
time includes uploading allthe documents onto the'snippets'folder. Delay in
submission will result payment QglaVs and penalties.

3.

The paymgnt will be made on a monthly basis against an invoice to be submitted by you.
The amount will depend on the number of snippets you havesubmitted.

httbs://indianculture.qov. in/

What is the'STORIES'category on the lndian Gulture Portal?
It is a collection of interesting stories in an easy-to-read format on varied topics of lndian history,

culture and heritage.
The key feature of this section is that the written content is supported by either original
documents from the state govemment resources (Archives, Gazettes etc), or rare-books,
gazettes, e-books and other resources from the Indian Culture Portal.

Step 1: Go to any story within the category. Eg: Koh-i-Noor
(https ://ind iancultu re. gov. n/stories/koh-Lnoor)
i
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Step 2: Read through the story and you will come across purple highlighted texts. Eqch of these
highlighted words have a document attached supporting the content of the story. Hover over
these texts anp the hover text appears which describes the content of the document.
Eg: Lord Dalhousie - The hover text reads 'Minute by Govemor General Lord Dalhousie'.
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Step 3: Click on the highlighted text (here, Lord Dalhousie) and you would see the original
document appear in a PDF format on the upper right hand side comer of the screen.
You can also click 'Full View PDF' to view the PDF in full screen.

The procedure to prepare a story for the Indian Gulture Portal.

Step 1. Brainstorming over topics. The researcher/writer needs to pitch 34 topics of their
choice to the department management who will short-list and discuss the same with Prof.
Pradeep Varma. The ideas would be discussed to establish their relevance and scope. The
researcher/writer would be allotted a suitable topic post this discussion.

Step 2. The researcher/writer goes through the documents at the Archives (National Archives
or any State Archives) and the Gazettes for any relevant information on the topic that is
finalised.

Note: All relevant information related to the documents needs to be maintained:

1.

Title of document

2. Name of Department (as given in the originaldocument)
3. Name of Author
4" File Number
5. Document Date
6. Type of Document (Correspondence, Report, Minutes, Press Message etc).
Step 2A. The researcher/writer goes throggh the various categories on our portal
(www.indianculture.oov.in) - rare books, e-books, gazettes, ASI image collection or videos - for
any relevant books or information related to the finalised topic.
Step 28. Other departments and sites that can be useful for the same are:

1. S#t#'mniv;s

2. State Gazettes
3. Archive.org
4. Jstcr
5. ASI official site for books and other resources.
Step 3. Researcher/writer has to maintain a list of all the available material relevant
to the story being written.
Note: Allfactual information mentioned in the story needs to be backed up with relevant
documents or pages from rare books, etooks, gazettes etc.
Step 4. A basic structure of the story is sent to Prof Ppdeep Varma by the coordinator of the

department. The structure is discussed in detail and after recommended changes, it is
finalised.

Step 5. At this stage, work on the story needs to corhrhence. Relevant phrases/words in the
story that conoborate with the documents found in thei archives, on the portal or other digital
platforms need to be highlighted. These phrases/words will work as hyperlinked words that
redirect the user to the relevant document or a page of the document.

A sample of the word document with the highlighted texts/words:
I
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The first draft of the story is reviewed by Prof. Pradeep Varma and edits may need to be made.

I

I

for
Step 6. Keeping in mind the suggested changes, the story is redone and submitted again
review. Edits maY be made again.
Step Z. Once the story has taken shape, it needs to be run through a plagiarism checking
software (preferably, duplichecker). The final story along with the plagiarism check report
needs to be sent to Prof Pradeep Vaq1ne for fi"n3f approvgl'
Useful site6 to check for plagiarism:

1.

httos://www.duplichecker.com/

2.

3.

lf not
Step g. Once the story is flnatised, images related to the story need to be sourcedavailable on the Indian CultUre portal(www.indianculture.gov.in), copyright-free imagesfrom
the intemet can be used.
Note 1 : Copyrightfree images can be accessed on Wikimedia Commons'
Note 2: While submitting the final write-up, the researcher/writer must insert the
images along with the tJxt at thq exact ptaqes where they seem appropriate' The
sami format will be replicated on the pgrtal.
A sample of the write-up with images:

Ths KolFFtdoo/ diermrd wes mined at e hcation
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Step 9: Once the images are finalised, the researcher/writer will prepare captions for
all images. Captions for each image detailing the year, author (photographer) and
source etc need to be written.
Note: The format for image and captions has been attached in the mail. Please
refer to the same"

Step 10. Each highlighted word in the finalwrite-up has to be supported by a document or
gazette, either sourced from the Archives (refer 10A), the Indian Culture Portal (refer 108) or
any other digital platform (refer 10C).
10.A lf the document supporting the text is from relevant government sources:

o

Create scanned copies of the documents/pages of the document.

l;

Allthe relevant pages will have to be converted into PDFs. lf necessary, two pages from
two different documents can be combined to form one PDF.
The PDF file name needs to be changed to the name of hypedinked word/words in the
story. One must make sure that in doing so there are no Spaces or the use of '." One
instead of spaces be-tween two or more words.
can use

-

Eg: lf the hyperlinked text is Lord Dalhousie - The PDF file name must also be Lord Dalhousie,
as given in the sample below.
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Once the PDFs are ready, the metadata for the same needs to be filled in.

Note: Pfease fill the metadata sheet 'sfories Metadata in Dublln Core - Archival
Documenb'attached in the mail. A sample entry has been done In the excel sheet.

10.B lf the document supporting the text is from the Indian Gulture Portal:

o
o
o

Provide us with the URL to the sources refened - rare books/e-books/gazettes
Provide us with the page numbers of the relevant pages
Fill the excel sheet'Pages fo be extracted' attached in the mail and send it to the
email lD: stories.nvli@gmail.com with the subject 'Pages to be extracted.'

The excel sheet has a sample of the format in which it needs to be filled. Please refer to the
same,
Once we receive the mail, we will revert with the extracted pages of the booUdocument.

Note: Ghange the name of PDF to the name of the hyperlinked word in the story.
The PDF file name needs to be changed to the name of hyperlinked word/words in the story.
One must make sure that in doing so there are no spaces or the use of '.'. One can use '_
instead of spaces between two or more words"

lf the document is from our portal, metadata need not be prepared.

10.C lf the document supporting the text is froih any other digital platform eg:
archive.org

o
o
o
e

Please make sure that the book/document is downloadable.
Send us the downloaded version of the bpok or send us the URL of the same.
Provide us with the page numbers of the relevant pages.
Filf the excel sheet 'Pages to be extracted'attached in the mail and send it to the email
lD: stories.nvli@gmail.com with the subject 'Pages to be extracted.'

The excel sheet has a sample of the format in which it needs to be filled. Please refer to the
same.
Once we receive the mail, we will revert with the extracted pages of the booUdocument.

Note: Ghange the name of PDF to the name of the hyperlinked word in the story.
The PDF file name needs to be changed to the name of hyperlinked word/words in the story.
One must make sure that in doing so there are no spaces or the use of '.'. One can use

-

instead of spaces between two or more words.
Once the PDFs are ready, the metadata for the same needs to be filled in.

Note: Fiff the metadata sheet'Sfories Metadata in Dublin Core - Digital Platforms'
attached in the mail. A sample entry has been done in the excel sheet.
The department coordinator will make sure that at the end of this task, each highlightqd text has
a supporting document in the form of a PDF.

Step 11: Hover texts for each hyperlinked word in the story need to be created. Hover texts are
short descriptions which briefly describe the content of the document attached. These hover
texts can be filled in the metadata sheets given above.

Sample of hover text on the highlighted texts/phrases:
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The coordinator of the department will go through the final work for any errors - PDFs
correctly named, the finalwrite-up with images and captions, and the metadata and the
hover texts correctly entered.

Step 11: Send us the following documents in the final mailto stories.nvli@qmail.com

1. The finalwrit*up with images
2. Allthe PDF files conectly named
3. The updated document of images and captions.
4. The updated metadata sheet for archival documents

and/or updated metadata sheet for

digital platforms.
ln case of any issues, we will revert to the mail.

Step 12: Approval after the story design. The link to the final story will be shared with the
coordinator of the department. The PDFs, images, captions, hover text and the main content of
the story has to be checked in detail. In case of any changes, send us a mail with all the
corrections.
The final design will be reviewed by Prof. Pradeep Varma. After approval, the story will be
finally uploaded on the portal.
The decision to accept or reject any story will rest with lndian Culture Portal

Time limit and Payment

1.

For each final accepted story 2000 words you will be paid Rs2000.

2"

You are expected to submit the final story with text and images in 15 days time,
including research, writing and the entire process described above. Delay in
submission will result payment delays and penalties.

3.

The payment will be made on a monthly basis against an invoice to be submitted by
you. The amount will depend on the number of stories you havesubmitted in that
month.

The link to some of the stories on our portal are given below:
1

.

2.
J.

https://www.indianculture.qov.in/stories/bahadur-shah-zafar
httos://www.indianculture.qov.in/stories/koh-i-noor

