DOI Museum Policy Site Assessment Checklist


Site Name:_____________________________

Site’s Bureau or Office affiliation:_________________________

Date of Visit:_____________
Conducted by (Names & Titles)

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

Brief overview of the collection including general material description, approximate number of objects, brief collection history, and other pertinent overview information:

Planning and Staffing
1. __________ Is there an up-to-date Scope of Collection Statement outlining the parameters of collecting activities and defining the purpose of the collect?

Date of last review:_______________

2. __________ Is there an up-to-date Collection Management Plan that includes:

a) __________         Problems that the site is having?
b) __________         Corrective Actions to take in priority order?
c) __________         Identify who is responsible for taking the actions?
d) __________         Estimated costs for appropriate programming and budgeting?
Date of last review: _______________

3. __________ Is there an Emergency Management Plan that identifies vulnerabilities and provides a detailed way to respond to them?

Date of last review: _______________

4. __________ If needed, has a Conservation Survey been done?

5. __________ Has an accountable officer been assigned?
Name & Title: ______________________________________

6. __________ Have unit level staff been given primary responsibility for carrying out museum property plans?
a) __________         Does the staff have appropriate training and/or background?

b) __________         Is the staff at the appropriate grade level?
Comments (including training needs): 

Facility Condition

7. __________ Has the DOI Checklist been completed for the site within the last 5 years?

8. __________ Does the site’s checklist reflect the current condition of the facility (if checklist has been completed, team will review the checklist)?

Date of last review: _______________

*Note, if no checklist has been completed, the short “Checklist for Preservation, Protection, and Documentation of Museum Property" will be used to assess the condition of the facility.
Comments (including major needs identified in the checklist): 

Documentation – Accessioning
9. __________ Are objects that are acquired in the same manner, from one source, at one time being recorded as single accession transaction?
10. __________ Are restrictions on the future use of acquisitions being avoided?

11. __________ Is complete transfer of ownership and/or custody documentation signed by authorized parties, if applicable?

12. __________ Is copyright being transferred where appropriate?

13. __________ Are the following used and composed of acid-free materials?

a) __________         A bound Accession Book?

b) __________         An Accession Form?

c) __________         An Accession Receiving Report or Equivalent?

d) __________         An Accession Folder?

14. __________ Are the following accession data being recorded:
a) __________         Accession Number?

b) __________         Source of Accession, either individual or an institution’s responsible official?

c) __________         Address of the source of the accession?

d) __________         Telephone number of the source of the accession?

e) __________         Date received?

f) __________         Date of accession?

g) __________         Type of accession?

h) __________         Description?

i) __________         Project name, if applicable?

j) __________         Catalog Numbers within the accession?

k) __________         Item Total?
Documentation - Cataloging

15. __________ Are objects cataloged in the appropriate discipline?

16. __________ Is an unique catalog numbers assigned to an object or a group of objects?

17. __________ Are the following cataloging data being recorded:

a) __________         Accession Number?

b) __________         Catalog Number?

c) __________         Discipline classification type?

d) __________         Object name?

e) __________         Unit acronym and/or identifier?

f) __________         Controlled property?

g) __________         Type of accession?

h) __________         Item count?

i) __________         Current location?

j) __________         Description?

k) __________         Date Cataloged?

l) __________         (Archeology only) Site of original collection and/or provenience?

m) __________         (Natural History only) Type Specimen?

n) __________         (Natural History only) Collecting Locality?

o) __________         (Natural History only) Collector?

p) __________         (Natural History only) Collector’s number?

q) __________         (Natural History only) Collection date?

r) __________         (Natural History only) Preservation and/or preparation?

Comments on accessioning and cataloging: 

Documentation – Inventory
18. __________ Is a 100% inventory done annually on controlled museum property?

19. __________ Is either a random sample or 100% inventory done annually on cataloged museum property?

20. __________ Is either a random sample or 100% inventory done annually on accessioned but not yet cataloged museum property?

21. __________ If significant loss occurred was a 100% inventory done?

22. __________ Is a 100% inventory or a certification done when the designation of accountability changes?

23. __________ Are the following data being verified during the inventory:

a) __________         Item Count?

b) __________         Location of the object?

c) __________         Accuracy of the record?

d) __________         Accuracy of the object number?

e) __________         Condition of the object?

24. __________ Are objects found during the inventory, but not previously listed in museum records being accessioned and cataloged?

25. __________ If museum property is found to be missing during an inventory is:
a) __________         A Process Reports of Survey (DI-103) done?

b) __________         The museum property deaccessioned done when the Board of Survey action completed?

26. __________ Are certified inventories provided to your bureau property management officer?

Comments on inventory: 

Documentation - Loans

27. __________ Is each loan assigned a unique number?

28. __________ For each loan, is a loan agreement or similar instrument used?

29. __________ Are loans tracked in a system?

30. __________ Do loan agreements or similar instruments contain the following:

a) __________         Shipping, handling and insurance conditions?
b) __________          Itemized list of museum property?
c) __________         Authorized signature of the borrower and lender?
31. __________ Are loan agreements stored in acid-free folders?

32. __________ Are loans made for official purposes only?

33. __________ Are borrowers prevented from using the property for commercial purposes or private pecuniary gain, except where specifically authorized by law or your designated authority?

34. __________ Are objects lent to entities that are qualified to handle museum property?
35. __________ Are loans to individuals avoided?

36. __________ Does the loan document the following:

a) __________         Loan Number?

b) __________         Loan Type?
c) __________         Duration?
d) __________         Purpose?

e) __________         Borrower information?
f) __________         Lender information?
g) __________         Transaction dates?

h) __________         Objects in loan?
i) __________         Credit line from lender?
j) __________         Insurance?

k) __________         Packing and shipping information?
l) __________         Loan return status?
37. __________ Are temporary custody receipts used only for short term custody?

38. __________ Are temporary custody receipts signed by the lender and the borrower?

Comments on loans: 

Documentation - Deaccessions

39. __________ Are bureau employees prohibited from acquiring deaccessioned museum property?

40. __________ Are employees prohibited from appearing to benefit personally in any way from a deaccession action and subsequent disposition?

41. __________ Are real or apparent conflicts of interested avoided?

42. __________ Are appropriate property rules followed during a deaccession?

43. __________ Are all objects cataloged before deaccessioning?
44. __________ Is the following maintained at each unit for each deaccession using acid free material:

a) __________         Deaccession form?

b) __________         Deaccession folder?
c) __________         Bound deaccession book?

45. __________ Has the designated authority reviewed, approved and signed all deaccession actions?

46. __________ Are all proceeds collected from deaccession actions used to acquire museum property (answer NA if this is not allowed by the bureau)?

47. __________ Does the deaccession documentation contain the following:

a) __________         Unique Deaccession Number?

b) __________         List of catalog numbers and object names?
c) __________         Item count of the objects?
d) __________         Designated authority name?

e) __________         Date of deaccession approved?
f) __________         Disposition?
g) __________         Date disposition approved?

h) __________         Date deaccessioned?
Comments on deaccessioning:

Other outstanding issues:
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