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Introduction 
 
 
The aim of this handbook is to establish, in written format, a basic excavational protocol for 

archaeological work undertaken within the Bosnian Valley of the Pyramids. This protocol 

was established midway through the 2007 excavation season, and the intention is to 

implement it in all coming seasons on areas upon which the Archaeological Park: Bosnian 

Pyramid of the Sun Foundation operates.  

 

This booklet attempts to outline the basics of excavational procedures, and the recording 

system which will support this work, in such a way as to allow off-site analysis and 

interpretation as much as possible, and make the methodology employed in excavations 

comprehensible both to employees of the foundation and the general public. 

 

In its current format (First Edition), this booklet establishes a basic methodology for the 

following areas of archaeological work: 

 

•  Staff and Responsibilities 

•  Stratigraphy and Preservation 

•  Photography 

•  Recording of Levels 

•  Sampling and Sample Storage  

•  Archaeological Planning 

•  Storing and Labelling Finds and Samples 

•  Appendix of Recording Sheets and Equipment List 

 

Later editions may encompass a broader range of procedures, and also improve upon the 

protocol outlined in this manual. The appendix of this manual describes some of the 

equipment necessary for excavation and recording, and contains copies of the sheets created 

so far to aid in the recording of features, sections, samples, artefacts and suchlike.  
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Currently, this edition exists in two languages- English, as the international working 

language, and Bosnian, as the local working language. At a later date, this manual may be 

translated into more languages if deemed necessary. 

 

Andrew Lawler,  

Permanent Archaeologist and Excavation Coordinator 
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Staff and responsibilities 

 
The excavational staff employed by The Archaeological Park: Bosnian Pyramid of the 

Sun Foundation work in a variety of roles, and therefore all have different 

responsibilities. Below is a basic outline of the duties of persons employed within 

different roles, and an overview of the hierarchical structure of the archaeological team. 

 

For every site where excavations are undertaken, there should be in charge a 

FOREMAN. This person is to be elected by the Foundation. They are responsible for the 

safekeeping of the basic archaeological kit (detailed in the appendix) supplied by the 

Foundation, and co-ordinating work within their specified area, in agreement with the 

Project Co-ordinator and Permanent Archaeologist. The excavations foreman is also 

responsible for notifying the Permanent Archaeologist when artefacts, structures, or other 

materials of archaeological potential are found which require in-situ recording or 

specialist attention.  

 

The unattached archaeological team consists of the Permanent Archaeologist, 

Archaeological Assistants, Archaeological Photographer, and Volunteer Staff. As a team, 

they are responsible for the recording and specialist excavation of all sites under the 

jurisdiction of the Foundation. Beyond their combined role, the Permanent Archaeologist, 

Archaeological Assistants and Archaeological Photographer all have specific individual 

roles as defined below. 

 

The ARCHAEOLOGICAL PHOTOGRAPHER is responsible for the photographing 

of archaeological features, according to the conventions outlined in the relevant chapter 

of this handbook. As well as this, the photographer may be required to assist the 

Permanent Archaeologist and Archaeological Assistant in the recording and measurement 

of excavation areas and trenches. The Archaeological Photographer is also responsible 

for the maintenance and safekeeping of his/her camera. 
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The ARCHAEOLOGICAL ASSISTANTS are required to undertake tasks delegated to 

them by the Permanent Archaeologist. These tasks generally include aiding in the 

recording of excavations, and the storage and off-site recording, photographing and 

cataloguing of artefacts. The Archaeological Assistants are also required to illustrate all 

artefacts that they themselves deem necessary, and to digitally manipulate copies of all 

photographs using the computer if directed to do so by the Permanent Archaeologist. If 

supplied with a basic archaeological kit by the Foundation, they are responsible for its 

safekeeping and maintenance, as well as that of any other equipment given directly to 

them by the Foundation. 

 

The PERMANENT ARCHEOLOGIST should be responsible for a wide range of tasks, 

as well as the general supervision of those carried out by the Archaeological 

Photographer and Archaeological Assistants. His/her tasks can be divided into three basic 

categories: 

•      Computer-Based Administration 

•      Off-Site Recording and Maintenance 

•      On-Site Fieldwork and Delegation 

Computer Administration 

The Permanent Archaeologist’s responsibilities within this category involve maintaining 

a dialogue with the Foundation, and improvement of paperwork directly associated with 

the excavations that he or she oversees. All formal communication between the 

Foundation and the Permanent Archaeologist should be carried out via e-mail, to allow 

either party to keep a record. The Permanent Archaeologist is responsible for requesting 

equipment (or sufficient funding for it) from the Foundation. Also, they are responsible 

for requesting and suggesting the employment of specialist staff on short-term contracts. 

Examples of this can include cremation specialists, pumping technicians and GPS 

operators, along with their relevant equipment. The Permanent Archaeologist may also 

suggest to the Foundation any specific off-site analysis and specialist studies that they 

believe would benefit the work of the project. 
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The improvement of archaeological protocol, recording sheets and the arrangement of 

necessary translations complete the scope of the work undertaken by the Permanent 

Archaeologist in regards to computer-based administration. 

 

Off-Site Maintenance and Recording 

This work is generally focussed around the storehouse, which is currently located within 

the basement complex of the Motel Piramida Sunca, Visoko. The storehouse is to be kept 

locked at all times, and the Permanent Archaeologist is responsible for the safekeeping of 

1 of the 2 copies of the key in existence. Within the storehouse, the Permanent 

Archaeologist is responsible for the maintenance of all equipment and data. Here, he/she 

must also keep a complete record of all excavations, which they are responsible for 

keeping updated. Also, the Permanent Archaeologist is responsible for the storage of 

samples, including regulation of the refrigerator’s temperature (see relevant chapter), and 

the preparation of sub-samples for relevant specialist analysis as required. 

 

On-Site Fieldwork and Delegation 

The Permanent Archaeologist is ultimately responsible for the regulation and co-

ordination of excavations, as well as the recording of them. Alongside the Foreman and 

Project Co-ordinator, the Permanent Archaeologist is to decide upon the location of new 

sondas that are to be opened. Excavational duties of the Permanent Archaeologist include 

excavation of features which require the attention of experienced staff, and the taking of 

samples. The Permanent Archaeologist is also responsible for training the Archaeological 

Assistants in excavational techniques, recording conventions, and general archaeological 

methodologies. The Permanent Archaeologist also has the right to refuse to undertake 

excavations in locations which he/she deems unsafe, and may also decline to record 

excavations which have been carried out without regard for the standard archaeological 

protocol. The Permanent Archaeologist is not responsible for organising volunteer 

activities, but may delegate tasks within a framework previously arranged by the 

Foundation, and agreed to by the Volunteer. 

 

 



 7

 

Stratigraphy and preservation 

 
One of the main ways an archaeologist achieves an understanding of the processes and 

activities that occurred upon a site in the past is through the study of soil stratigraphy. 

Stratigraphic layers can provide insights into past environmental conditions, types of 

human activity, and can contain datable evidence. Therefore, during the process of 

excavation it is important that all efforts are made to fully preserve stratigraphic layers, 

by adopting an excavational procedure focusing in part upon the recording of vertical 

profiles. These vertical profiles are easy to interpret through both on-site study and 

photographs. 

 

Generally, the stratigraphy of a soil is as follows: 

 

Topsoil- this is the 'living' soil, which has been recently deposited, and is constantly 

affected by both plant and animal movement. In fertile areas, such as the Bosnian Valley 

of the Pyramids, this soil is generally dark in colour, and due to aeration by natural 

processes it is often fertile and contains large amounts of living plant material and 

microfauna. 

 

Subsoil- this layer of soil lies directly below the topsoil, and contains all archaeological 

evidence. The depth of the subsoil can vary greatly, dependant on a vast amount of 

factors including past and present environmental, climatic conditions and human 

activities. Within a localised area, the subsoil can be unevenly deposited, and also intrude 

into the 'natural' below. Subsoil has generally formed over time, and can sometimes be 

discernable as several separate layers, individually identifiable through colour texture, 

and inclusions. 

When human activity has affected the soil stratigraphy, the infill sediment of 

archaeological features is known as the 'fill'. The diagram below illustrates this. 
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Natural- The ‘natural’ is composed of sediments within which there is no evidence of 

human activity. The type of sediment of which the natural is comprised may vary greatly 

in colour, texture and mineralogical composition. It must be noted that in certain 

circumstances the natural can overlie older archaeological deposits. However, this 

normally only occurs in areas with fluctuating environmental conditions, such as river 

beds and flood plains. 
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Photography 

 
For academic analysis, interpretation and publication, it is important that a standardised 

recording method is consistently applied. The methodology used by the Archaeological 

Park: Bosnian Pyramid of the Sun Foundation is outlined below. Photography is divided 

into two basic categories- artefact and excavation. All photography carried out by and on 

behalf of the Foundation is in digital format. This is to facilitate the checking of 

photographs within the field, as well as allowing the easy storage and manipulation and 

highlighting of photographs for presentation and publication.  

 

Excavations 

All photographs taken should include scales, positioned along relevant axes, and 

straightened using a line level (described in equipment appendix), and an arrow, clearly 

indicating the approximate direction of North. The scales should be red and white 

coloured, and graduated to a sensible scale (10cm for dimensions over 50cm, and 1cm or 

5cm for dimensions under 50cm). They should always be positioned towards the left 

hand side of the feature or section being photographed, and the North directional arrow 

should be placed to the left of the horizontal axis. The photograph below attempts to 

illustrate this: 
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As well as the inclusion of the axis scales and North pointer, the photographer should 

always attempt to take the photograph at an angle of 90 degrees from the surface which is 

being recorded. This can be achieved in most instances when recording vertical sections 

and exposed horizontal surfaces. Photographs taken from an oblique angle may be more 

aesthetically pleasing, but they are difficult for an archaeologist to interpret. On 

occasion, it may be necessary to capture three dimensional directions within an image. In 

such instances, oblique photographs should be taken, but it is important to include scales 

for each axis, and the photographer should capture several images, all from slightly 

different angles, but all focusing on the meeting point of the three scales as the centre of 

the photograph.  

When photographs are uploaded onto the computer, their numbers are to be recorded onto 

the relevant sample and section sheets, if applicable. Photographs should also be 

organised in relation to archaeological location on the computer, and checked regularly, 

to avoid loss or confusion. 

 

 



 11

Artefacts 

Once they have been excavated and recorded, artefacts can be photographed, if 

necessary, for inclusion in publications. In such an instance, the artefact should be placed 

on either plain white or gridded (1mm or 10mm) paper, in a well-lit area, with 

appropriate scales along 2 axes, and photographed from above. It is important to ensure 

that no shadows of the photographer or camera apparatus are evident within the picture. 

Also, the background paper should be consistent for all artefacts within a particular 

publication.  
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Level Recording 
 

Levels of all recorded sections are to be taken, in order to establish the variation in height 

from their associated base-mark. The elevation of the base-marks themselves should be 

established from measurements and recordings made by GEODAT, and published on 

topographic maps of the archaeological locations within the Bosnian Valley of the 

Pyramids. Measurements should be performed by the Permanent Archaeologist and 

Archaeological Assistant using the Level Kit (consisting of a YSSC Level Head, Tripod, 

and Range Staff), according to the instructions accompanying it. All levels are recorded 

on the Level Record Sheet (see appendix), a copy of which is to be kept in the storehouse 

at all times. A separate record sheet should be kept for each general location. 

 

The below diagram details how levels are obtained using the Level Kit: 
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Sampling and Sample Storage 

 
 
These should be extracted by the archaeologist responsible for the location in question. 

Samples should be stored correctly, in sealed bags, using the labelling system already in 

place. This system is outlined below. Each responsible archaeologist should be supplied 

with an amount of sample bags of various sizes. When taking large (over 2 litres) 

samples, they can be double-bagged for extra strength. When more than one bag of a 

sample is taken, the bag number should also be recorded both on the bag itself, and on the 

relevant sample sheet (e.g. 1/4, 2/4, 3/4, 4/4). 

 

Samples from Section 

When a sample is taken from a section, the section photographs (see photographic 

protocol) associated should be noted on the sample recording sheet. A copy of this 

photograph should be digitally manipulated at a later date by the Archaeological 

Assistant to highlight the stratigraphic layer from which the sample(s) was taken.  

 

Unstratified Samples 

It is sometimes the case that samples have to be taken from either an unstratified section 

(layer of disturbed soil or topsoil), or from an area where a regulated methodological 

protocol was not implemented. In such cases, this must be mentioned on the sample 

recording sheet, and instead of relying on cross-referencing section records for 

information, the location of the material sampled should be described in as much 

objective detail as possible. 

 

Labelling and Recording 

When a sample has been taken, it is important to label and record it correctly. Each 

sample should be logged in the sample register (see appendix), and a sample record sheet 

should also be filled out. Sample bags must be labelled with a PERMANENT MARKER. 

The information written on the bag must include; area of excavations, trench number, 

sector, section number, approximate depth, date the sample was taken, and the sample 
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number, which is written inside a DIAMOND shape. Further details are covered in the 

section regarding Finds & Sample Bags. 

 

The sample register contains basic information on every sample taken. This must be 

retained in the storehouse with all other recording paperwork at all times, and not taken 

out on site. The sample record sheet gives information on the location from which the 

sample was taken, and allows it to be cross-referenced with section/profile sheets and 

photographs. A copy of this sheet is contained within the appendix. 

 

Sample Storage 

After labelling samples, they are to be stored in the refrigerator at 4°c. This refrigerator is 

in the storehouse, and its temperature should be checked every 2-3 days by the Permanent 

Archaeologist. A copy of the sample register is to be taped to the door of the refrigerator, 

and updated every time a sample is added or removed for analysis. 
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Planning of Excavated Areas 

 
A part of the post excavational recording process includes the creation of accurate plans, 

following a systematic methodology. All key features of an excavation are measured 

from a given base mark, the name of which generally corresponds to that of the sonda 

and, if applicable, sector. Points are measured to the nearest 0.1m in northerly and 

westerly directions, using two 30m tapes and a compass and set-square. 

These measurements are recorded on the relevant sheets, and plotted at a later date on 

square paper, in general at a scale of 1:100. In the case of more complex sondas and 

sectors, with multiple profiles, contexts, samples and finds, a larger scale plan may be 

created if deemed appropriate. 

After all points are plotted, the plan is created using a standardised illustrating method, as 

the example plan below depicts: 

 
 

As well as the standardised illustrative method, there is also a protocol as to where labels 

are placed, so as to avoid confusion during interpretation. This is particularly important in 

the case of sediment profiles, which are denoted by a single solid line. The profile 
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number must always be written in front of the profile- i.e. labelling the side which was 

viewed and photographed. However, samples taken from within a sediment profile must 

be indicated behind the profile line, approximately in line with the part of the profile from 

which they were taken. All details contained within a plan can be cross-referenced with 

record sheets completed on-site. 
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Finds and Sample Bags 
 

All finds and samples retained by the Foundation should be stored within re-sealable 

polyethylene bags, of the appropriate size, with a white labelling panel present on one 

side. These have several advantages. Firstly, the plastic from which they are made is 

relatively inert, and will not react with the vast majority of artefacts or sediment samples. 

Secondly, the seal on the bag prevents artefacts falling out and being misplaced or 

confused. In the case of samples, the seal greatly reduces the risk of contamination and 

deterioration. Finally, the white labelling panel on the front of the bag allows logging of 

basic information, which can easily be cross-referenced with paper records. There is a 

standard method of logging this information for both finds and samples. This is outlined 

below. All information must be written in permanent marker. 

 

The examples below illustrate this: 

 

 
Metal Artefacts- Metal artefacts can suffer rapid deterioration once excavated, and can 

often be brittle. Therefore, they are stored in a slightly different manner to other artefacts. 

They should be kept in an airtight plastic box, protected by acid-free paper. Also, a small 

amount (5-10g) of silica gel or other suitable desiccant should be added, to aid in the 

slow drying of the artefact, and prevent further deterioration through corrosion. This box 

should be labelled in a similar way to the finds bag detailed above, but this time on a 

sticky label, in black biro pen. 
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Appendix 1: Grid Excavation Sheet 

 

Location /Lokacija: _________________________ 

Date/Datum : _____________ 

Sonda/Sonda : _____________ 

Sector (if applicable)/Sektor: _______________ 

Grid #/ Broj Pravougaonik: _________________ 
Dimensions/ Pravougaonik: __________________ 

 
 
Photographs/ Fotografia: __________________ 
Finds/ Artefakta: ____________ 
Samples/ Uzorka: _______________ 
Sections/ Profil: ____________________ 
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Appendix 2: Profile Recording Sheet 
 
 
Location /Lokacija: _________________________ 

Date/Datum : _____________ 

Sonda/Sonda : _____________ 

Sector (if applicable)/Sektor: _______________ 

Section #/Profil: ______________ 

Profile Facing/Smjer profila: _____ 
 
 
Photographs/Fotografije 
 
 
Photographed (Y/N)/Fotografija(D/N): ______ 
 
Photograph Numbers/Broj fotografije: __________ 
 
 
 
 
 
Measurements/Mjere 
 
Base Mark/Glavna tačka= ________ 
 
 
Point 1/Tačka 1= _________ m N/m Sj         ________m W/m Z 
 
Point 2/Tačka 2= _________ m N/m Sj         ________m W/m Z 
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Appendix 3: 
 
 
SAMPLE RECORDING SHEET 
 
 
Location/Lokacija:_____________________________________ 
 
 
Date/ Datum: __________________________________________ 
 
 
Sonda/ Sonda: __________________________________________ 
 
 
Sector (if applicable)/ Sektor: _____________________________ 
 
 
Sample Number/ Broj Uzorka: ____________________________ 
  
 
Assoctiated Base Mark/ Glavna Tačka:____________ 
 
Stratigraphic Layer/ Stratografski Sloij:____________ 
 
Photographs/ Fotogrofije: _________________________ 
 
Reason for Sample/Razlog Uzorka: 
 
 
 
 
Suggestions for Storage and Analysis/ 
Prijedlozi za mijsto skladista i analize: 
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Appendix 4: Sample Register 
Sample No Location Date Recorded By 
broj uzorka 
uzetog Lokacija datum ko je zapisao 

1    
2    
3    
4    
5    
6    
7    
8    
9    

10    
11    
12    
13    
14    
15    
16    
17    
18    
19    
20    
21    
22    
23    
24    
25    
26    
27    
28    
29    
30    
31    
32    
33    
34    
35    
36    
37    
38    
39    
40    
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Appendix 5: Level Register   Location  
     Sheet #  
       

Level # Date Sonda Sector Profile 
Base-
Mark Variation in Height (M +/-) 

1       
2       
3       
4       
5       
6       
7       
8       
9       

10       
11       
12       
13       
14       
15       
16       
17       
18       
19       
20       
21       
22       
23       
24       
25       
26       
27       
28       
29       
30       
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Appendix 6: Equipment List 
 

Basic Archaeological Kit (One per site) 

 

• Pencils- 2 X 4H & 2 X HB- 4H pencils are standardly used for illustration and plotting. HB pencils are used 

to make rough notes which can be erased at a later point if innapropriate to the particular recording sheet. 

• 2 X black biro pens- For completing notes on recording sheets. 

• Supply of Waterproof Paper Labels and nails- to indicate the location and/or stratigraphic layer from which 

an artefact or sample was recovered. The waterproof labels can be embedded into the sediments with the nails. 

• Polyethylene sealable finds/sample bags in a variety of sizes- standardly used in most excavations in Europe. 

• Permanent Markers (Black) X 2- For writing on labels and polyethylene bags 

• Line level- to check all string lines used in level recording, and photographic scales are horizontal. 

• 6 inch nails (minimum 10)- For hoding guide strings when plotting sonda locations. 

• String- for plotting sonda areas and soil profiles 

• Photographic scales- both 1cm and 10cm 

• 2 X 30m tapes- To enable the accurate plotting (along with compass) of all sonda points and profile 

locations from a fixed base point. 

• 1.5m Tape measure- For measuring profile heights and stratigraphic layers, as well as artefact and sample 

locations in a three-diensional context. 

• Compass 

• Notebook- for brief notes that are not relevant to the recording sheets 

• Plentiful supply of all recording sheets 

• Tool Box- for storage of the equipment detailed above 

• File for completed sheets 

 

Specialist Equipment (to be kept with Permanent Archaeologist) 

 

• Level, tripod, and height staff- for measuring levels ( see p. 12) 

• Digital camera and case 

• Square (graph) paper- for planning of sondas 


