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A

| NTRODUCTI ON

The first step in programm ng for nuseum property is
pl anning. Refer to Chapter 2 for guidance on planning for
museum property nanagenent .

1

Preparing the Progranm ng Docunent

The progranm ng docunent is the result of good planning.
The specific format and content will vary for each
bureau. It is the key to obtaining funds for a project.
It should provide the manager with a succinct, clear
definition of project needs. Answer the foll ow ng
guesti ons:

I What is the project?

Way is the project required?

I How much will the project cost?
I How wi Il the noney be spent?

Renenber: the persons who will review these docunents
will not be famliar with the problen(s). A well-witten
docunent has a better chance of being approved. 1In
preparing progranmm ng docunents, keep in mnd the tine
needed to actually receive the funds. [If a programm ng
docunent prepared in Fiscal Year 1993 receives approval,
the funding will be allocated in Fiscal Year 1995.

Budgeti ng for an Onhgoi ng Miuseum Property Program

Data on the work el enents of a nuseum property programis
essential for devel oping a budget. Docunent the ongoing
wor kl oad and costs that are needed to properly manage and
care for the nuseum property collection. Refer to
Chapter 7, "Housekeeping: Preventive Conservation."
Briefly, steps in this process include:

a. identify all the nuseum property nmanagenent work
activities;

b. descri be each work activity;

c. outline the procedures needed to conpl ete each
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activity;

d. maintain a daily record of the hours spent on each
wor k activity; and,

e. keep a record of the costs of supplies and naterials
used in each work activity.

At the end of each year, the data will help to identify
what activities cannot be performed within the base
funding for curatorial staff and supplies.

B. SOURCES OF CURATORI AL FUNDI NG

Fundi ng for the nmuseum property nmanagenent program can cone
from several sources. These sources include:

1

Bur eau Fundi ng
Unit Operations
O her Fundi ng Sources

Bur eau Fundi ng

Each bureau nmay identify specific funding sources for the
care and managenent of nuseum property. In addition
museum property needs may be funded from noni es al |l ocated
for general resource managenent projects. Match funding
sources to specific nuseum property nmanagenent projects.
Renmenber that to conpete on an equitable | evel with other
priorities, project justification statenents should be
wel | -witten.

Unit Operations

The bureau's museum property program shoul d have an
adequate fundi ng base. The size and nature of a nuseum
property collection hel ps to establish needed base
funding. The anmobunt of base funding should be enough to
keep the program operating at an acceptable |evel wthout
having to rely heavily on special project funds.
Operating funds should be directed at maintaining an
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ongoi ng program of accounting and docunenti ng new

acqui sitions and of preventive conservation for objects
in storage and on exhibit. This funding covers the
museum property nmanagenent program on an annual basi s:
the cost of nuseum property staff, clerical support;
supplies, materials, and references specific to nmuseum
property; and travel to training courses and professional
nmeeti ngs.

3. Oher Fundi ng Sources

Sonme bureaus have devel oped a "G ft Book" as fund raising
strategy for particular needs. The nuseum property
program can benefit fromthis strategy. List such itens
as hygrot her nographs, portable humdifiers and
dehum di fiers, nuseum speci nen cabi nets, and acquisition
of needed objects. Cooperating associations and ot her
organi zations directly associated with a nuseum property
collection may apply for funding for special projects
from governnent fundi ng agenci es, such as the Nati onal
Endownent for the Arts (NEA), the National Endownent for
the Humanities (NEH) and ot her foundations and
individuals. Refer to Appendix B for a |list of the nanes
and addresses of these organizations and foundati ons.

STAFFI NG FOR MJUSEUM PROPERTY CCOLLECTI ONS MANAGEMENT

Whet her curatorial staff is titled nuseum curator or
techni ci an, property managenent specialist, or a person in
anot her classification with collateral museum property
duties, their duties relevant to nmuseum property shoul d be
described in position descriptions and critical elenents of
per f or mance st andar ds.

1. Posi ti on Descriptions

Posi tion descriptions for these individuals should
i nclude at |east sonme of the follow ng el enents:

I size and/or conplexity of the nmuseum property
col l ection
I involvenent with | ong-range planning for expansion,
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i nprovenent, use, and security of the collection
responsi bility for devel opi ng operating policy
scientific, artistic, and historic significance of the
museum property coll ection

requi renents for know edge, initiative, imagination,
and i ndependent professional judgenent

nature and extent of supervisory controls

degree of supervisory responsibility

scope of research projects

frequency of use of the collection by scholars and the
resul tant exchange of objects, ideas, and information
I conplexity of identification and authentication of
museum obj ects and degree to which such work is
dependent upon avail abl e precedents

degree of involvenent in exhibit planning and design
extent of public service and educational assignnents

The O fice of Personnel Managenent (OPM C assification
Standards identify two occupation series for those
charged with the performance of professional and
technical duties related to the nanagenent of nuseum
property. The Miuseum Curator Series (GS-1015) is the
prof essional series for positions, the primary duties of
which are to adm ni ster, supervise, and perform

prof essional work related to research, museum property
managenent, exhibits, and education. Positions in the
Museum Speci al i st and Technician Series (GS-1016) have
duties that include technical and specialized work in
connection with the managenent of nuseum property. OPM
Cl assification Standards for the nmuseum curator series

i ndi cate the m ni num acceptabl e grade for a person
wor ki ng i ndependently in a small, nmedium and |arge sized
museum property col |l ection.

Regi strars specialize in the devel opnent and

i npl enentation of policies and procedures for museum
property recordkeeping. This position requires know edge
of museum cl assification and records managenent systens.
(Regi strars may be classified as GS-1001, 1015, or 1016.)

Archivists (GS-1420) specialize in the selection,
preservation, and use of docunents and records determ ned
to have permanent or ongoi ng val ue.
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The O fice of Personnel Managenent's Personnel
Qualifications Standards Handbook (X-118) contain the
basic qualifications for nuseum curators, specialists,
and techni ci ans.

Pr of essi onal Devel opnment

Training applicable to nuseum property managenent is
avai l able from many non-Federal institutions, including
| ocal nmuseuns, schools, Anerican Association of Miseuns
and the American Association for State and Local History.
In addition, courses sponsored by individual bureaus may
be open to enpl oyees of other bureaus. Curatorial staff
may find it beneficial to maintain nmenbership in
appropriate state, regional, and national nmuseum

associ ations and societies. Refer to Appendix B of this
part of the Handbook and, when possible, send a
representative to the annual neetings of these

pr of essi onal organi zati ons.

O her Sources for Staffing

O her sources of staffing include volunteers fromthe
community and student interns. Volunteers can provide
assi stance wth catal ogi ng, photographing, arranging and
organi zi ng the nuseum property storage space. Curatori al
staff need to provide volunteers with sufficient training
and cl ose supervision. It also is possible to contract
for staffing to acconplish projects such as catal ogi ng
obj ect s.
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