Museum Property Management Site Assessments Methodology


Introduction

The Office of Acquisition and Property Management (PAM) is responsible for museum policy development and oversight. To better carry out the oversight responsibility, bureau

representatives on the Interior Museum Property Committee suggested that PAM conduct site assessments.  Accordingly in July PAM sent a memo to the bureaus announcing the site assessment project.  The objectives of the site assessments are to review museum property management procedures and to assess DOI-operated facilities housing museum property.  This document provides information about the planned Museum Property Management Site Assessments.  

Scope

Only DOI-operated sites will be assessed.  Non-DOI repositories, universities, state museums, or private museums, will not be assessed.  The site assessments will be based on DOI policy as published in Departmental Manual (DM) 411.  PAM plans to conduct at least 2 site assessments per year.

Responsibility

· The Assistant Secretary – Policy, Management and Budget oversees how the Department’s museum property is managed.

· The Director of PAM provides Departmental oversight of bureaus and offices in managing museum property.

· Bureau and Office directors must carry out departmental policies and procedures outlined in 411 DM.

· The Interior Museum Program (IMP), a program within PAM will:

· provide a staff member to lead the assessment.

· select a bureau museum program staff member to assist in the site assessment.

· notify the bureau and site of the intended site assessment.

· conduct the site assessment.

· prepare and issue draft and final reports. 

Schedule

IMP will:

· select a bureau museum program staff member to assist with the site assessments at least 2 weeks prior to the site visit occurring.  

· notify bureau staff of the sites that will be visited at least 1 week prior to the scheduled site assessment.

· coordinate the timing of the visit with site staff to ensure that:

· appropriate subject matter experts are available to answer questions.

· documentation can be assembled in advance.

· facilities housing museum property are accessible during the visit.

· provide the bureau and site staff the following at least 1 week prior to the review team’s arrival.

· Site assessment checklist 

· A list of document that will be reviewed

· provide a copy of the completed checklist within 1 week of completion of the site assessment to site staff.

· issue a draft report no later than 5 weeks following the site assessment.

· issue a final report no later than 9 weeks following the site assessment.

· provide a yearly briefing to the Interior Property Management Committee regarding the site assessments.

Procedures

· A site assessment checklist that will be the used on each site assessment.

· A member of the IMP staff and a selected bureau museum program staff member will:

· conduct an entrance interview with the site staff.

· go through the checklist with assistance from with site staff.

· conduct an exit interview with the site staff.

· IMP will provide the site staff a copy of the completed checklist within 1 week of completion of the site assessment.

· IMP will issue a draft report for site staff to review no later than 5 weeks after the site assessment, and allow site staff 2 weeks after receiving the report to provide comments to IMP.

· IMP will issue a final report to site staff, bureau/office staff, and the Director of PAM no later than 2 weeks after receiving comments on the report from site staff.
