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A. PLANNI NG FOR MUSEUM PROPERTY MANAGEMENT

1. | nt roducti on

The preservation, protection, docunentation, and
managenent of nmuseum property requires a thoughtful
program desi gned to provide appropriate, long-termcare
for museum objects. Programm ng that ensures the
efficient use of funds and available staff tine is based
on sound planning. This Chapter el aborates on planning
requi renents identified in the Departnental Manual (411
DM 2.1) and in applicable aws and regul ations listed in
Appendi x A

Each bureau nust ensure that planning standards are
devel oped to neet and nai ntain Departnental nmuseum
property managenent standards. As part of this planning
process, the Departnent has devel oped certain mandatory
pl ans, reports, and procedures, and additional optional
pl ans and procedures, that ensure and facilitate
appropri ate nmuseum property managenent. For these
mandat ory and optional plans, reports, and procedures,
Section B of this Chapter provides definitions, and
Section C provides an easy-to-reference checkli st.
Miseum property managenent i S an ongoi ng process, not a
one-tinme effort.

The final step in the planning process is to ensure that
the actions and costs identified as necessary to sustain
museum property managenent are included in bureau and
unit programm ng docunents. Such docunents shoul d be
inserted into the bureau's programm ng and budgetary
processes. Refer to Chapter 14, "Progranm ng, Fundi ng,
and Staffing" for additional guidance.

B. DESCRI PTI ON OF MUSEUM PROPERTY PLANS, REPORTS AND PROCEDURES

1. Mandat ory Pl ans and Reports at the Unit Level!?

The Departnment of the Interior Departnmental Manual defines
"unit" as a bureau organizational entity (e.g., admnistrative
unit, office, park, center, |aboratory, repository, site, refuge,
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a. Scope of Collection Statenent (SOCS)

The SOCS is a brief docunment that clearly defines
t he scope of the nuseum property hol di ngs at
present and for the future. A SOCS is usually
witten at the unit |evel; however, a bureau may
choose to wite one SOCS for several units,
providing informati on on each individual unit
within the general text. For guidance on witing
a SCCS, refer to Chapter 3.

b. Collection Managenent Pl an (CWVP)

This plan assesses a unit's nuseum property
managenent program identifying problens, and
maki ng recomendations for inprovenent. The plan
focuses on such managenent concerns as the Scope
of Collection Statenment, nuseum records,

envi ronnmental conditions in spaces housi ng nmuseum
property, conservation treatnent needs, security
and fire protection, staffing, and funding. The
CWP includes the foll ow ng four conponents:

1) State problens you are having

Wite a problem statenent addressing a
specific deficiency, or a group of related
deficiencies. Discuss the problemor need at
a level of detail comensurate with its
conplexity and seriousness. Clearly identify
and briefly describe the affected nuseum

property.

2) Describe the corrective actions you wll take
and list themin priority order

List and fully describe each conponent of the
proposed activity or project. Indicate the
relationship of the proposed action to
mandat es and obj ectives. Consider

or accountability area).
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alternative nethods for acconplishing a
project; for exanple, l|arge projects may be
phased over several years. Set an action
conpl etion date for each conponent. Any
expl anation that is necessary to justify the
proposed action or to further its
acconpl i shnment may be provi ded.

Organi ze the recommended actions into two
groups according to the resources needed to

acconplish them Certain actions -- those
t hat can be acconplished with existing staff
and funding -- may begin imediately. O her

actions call for major investnents of tine
and noney (e.g., contracting for backl og

cat al ogi ng), and require additional

resources. Wthin each group, set priorities
based on such criteria as the physical
condition of the nuseum property and
seriousness or imediacy of risk to nmuseum
obj ect s.

3) ldentify who is responsible

Determ ne who will be responsible for the
corrective actions based on duration of the
wor k, staffing and technical skills needed
and whether the action will require aid from
outside the unit or bureau.

4) Estimate costs for appropriate progranm ng
and budgeting docunents

Provide a cost estimate of the proposed
action. It is usually helpful to provide an
estimate for each conponent of the action, by
fiscal year. The cost estimate includes or
triggers bureau-specific progranmm ng and
budgeti ng docunents that should be inserted
in the bureau's progranm ng process. Set a
conpl etion date for subm ssion of programm ng
docunents.
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Emer gency Managenent Plan for Miuseum Property

An Energency Managenent Plan for Miseum Property
provi des gui dance in preparing for energencies
and disasters and identifies potential response
options. Such plans give special attention to
protecting nmuseum property while al so giving
priority to human safety. Refer to Chapter 12
for gui dance on energency pl anni ng.

Conservation Survey (A Planning Tool)

A Conservation Survey provides information on the
condition of nuseum property and the environment
of spaces housi ng nmuseum property to assist a
bureau in determ ning conservation treatnent
needs and records baseline data for future
assessnment of deterioration. A conservation
survey is conducted as needed. Although the
initial survey that establishes baseline data
shoul d be conducted by a conservator, subsequent
surveys may be conducted by curatorial staff who
are appropriately trained to conplete this task.
Refer to Chapter 4 for information on obtaining a
Conservati on Survey.

Miuseum Property Managenent Survey

The Museum Property Managenent Survey is a too
to help you asses the status of efforts to nanage
museum It docunents the types and nunbers of
museum obj ects held by a bureau, their |ocations,
and their general status. It also assesses the
status of their docunentation and accountability.
Each unit in the Departnent conpleted a Miseum
Property Survey in Decenber 1991. This survey
provi ded baseline data agai nst which changes in

t he nuseum property collection may be neasur ed.
The bureau can determ ne how often this survey
will be required, but the interval between
reports nust not exceed five years. They nust
record at a mninum the follow ng information
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1) The status of collection managenent
docunents at your unit.

(Insert chart from411 DM p. 3142)

2) The types (disciplines i.e., archeol ogy,
art, ethnographic, history, docunents,
bot any, zool ogy, pal eontol ogy, geol ogy, and
envi ronment al sanpl es) and nunbers of nuseum
objects held by the unit. You may quantify
docunent collections in linear feet instead
of object counts using the formula 1,600
items equals one linear foot.

3) The types and nunbers of your nuseum
property that is managed in their
institutions. Do not include facilities
hol di ng your museum property as short term
| oans.

4) List the nanes and | ocations of all non-

bureau facilities that manage nuseum
property for your unit.

2. Mandat ory Reports at the Bureau Level

a. Bureau Plan for managi ng museum col | ecti ons
1) Address nuseum property needs

At the bureau | evel you nust address the
needs of all bureau nuseum property.

2) Define priorities

ldentify priorities that, if applicable,

i nclude, but are not limted to, nanagi ng
museum property housed in federal facilities;
museum property that has high informtional
(e.g., scientific or cultural) or nonetary
value is highly vul nerable to the
environnent; is sensitive subject matter; or
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is mandated by Federal | aw and/or bureau-
specific authorities.

3) ldentify strategy that is bureauw de

| dentify bureauwi de strategies and policies
for managi ng museum property.

b. Bureau Museum Property Managenment Sunmary

A Bureau Museum Property Managenent Sunmary nust
be submitted to the Director, Ofice of

Acqui sition and Property Managenent by January 30
of each year. In it, you nust report a bureauw de
summary of your bureau’ s nuseum nmanagenent
activities during the preceding fiscal year. The
report nust be in the follow ng outline:

1) Summary of Acconplishnents

Summari ze maj or highlights in inplenmenting
your bureau plan for managi ng nuseum
col l ecti ons.

2) Resources

Sunmmari ze the resources (funds and FTE)

al | ocated or expended for managi ng your
bureau’ s nuseum property during the reporting
peri od.

3) Issues

Li st and describe issues that inpact your
ability to inplenment your bureau plan for
managi ng nuseum col | ections. Descri be
actions you are taking to address these

I Ssues.

4) Revisions to Bureau Pl an

Sumrari ze any revisions to your bureau plan
for managi ng nuseum property.
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5) Coals

Identify the goals of your bureau plan for
managi ng nmuseum property.

6) History

Provide a brief history of the bureau’s
museum col | ecti on.

7) Oversi ght
Descri be the structure of nuseum [ property
oversight within your bureau. Identify
i ndi viduals currently representing your you

on the Departnent’s nuseum property
conmmi tt ees.

8) Collection Size

Summari ze the size of your bureau’ s
col l ection by discipline and | ocati on.

Ontional Plans and Reports

The follow ng plans are optional. Detailed guidance,
such as provided by these optional plans, for
correcting site-specific deficiencies is especially
useful at sites that hold | arge nmuseum property

col | ecti ons.

a. Security and Fire Protection Survey

A security and fire protection survey of spaces
housi ng nmuseum property may be conducted as part
of a total or partial security survey, or as an
i ndependent study of only the facilities and/or
spaces housing nuseum property. It exam nes
operating procedures and physi cal neasures for
museum property coll ections security and makes
recommendati ons for correcting any deficiencies
noted. Refer to Chapter 11 for gui dance on
security and fire protection surveys.
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b. Collection Storage Pl an

A detailed, site-specific plan for storage areas
may be useful in devel oping new, or renovating
exi sting, storage areas. Refer to Chapter 9 and
Appendi x G for information regarding the storage
of nmuseum property.

c. The Checklist Report for Preservation,
Protection, and Docunentation of Miseum Property

The Checklist for Preservation, Protection, and
Docunent ati on of Museum Property is a
conprehensi ve sel f-assessnent by which units with
museum property can identify deficiencies based
on conparison of current conditions with
standards established in the Departnental Manual
(411 DM 2.1). This Checklist may be used as a
tool to provide baseline data against which

i nprovenents in the managenment of nuseum
property, including correction of deficiencies,
may be neasured and docunmented. Part | focuses on
preservation and protection concerns

(e.g., storage, environnent, security, and fire
protection), and Part |l addresses docunentation
i ssues (e.g., accessioning, cataloging, and
inventorying). A copy of the checklist is in
Appendi x E.

Annual I nventory Certifications

Physical inventory is required by 410 DM 114-60. 100 (bb).
Certification in witing nust be submtted to the bureau
t hat physical inventories have been conpl eted and
reconciled. 1In addition, 411 DMrequires, as applicable,
certification that the follow ng inventories have been
conduct ed:

# 100%inventory of all controlled nuseum property,
unl ess a bureau-desi gnated authority has approve an
exception and an alternate plan for units hol di ng
| arge anounts of controll ed nuseum property.
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# A random sanple inventory of all other catal oged
museum property, unless the collection has fewer than
250 cat al oged obj ects and/ or specinens, in which case
a 100% i nventory is required; and,

# 100% i nventory, by accession nunber (that is, by
nunber of containers rather than by individual
obj ects), of all accessioned but as yet uncatal oged
museum property, unless the collection has 250 or
nor e uncat al oged accessions, in which case a random
sanpl e may be used.

Refer to the Miuseum Property Handbook, Volune |1,
Chapter 4 for detail ed gui dance on conducting the annual
I nventory.

5. Mandatory Procedures

The Departnental Mnual identifies the follow ng

mandat ory procedures:

a. Preservation and Protection Procedures
The Departnent requires that each unit provide the
followng witten unit-specific procedures for spaces
housi ng nmuseum property:
1) Key and conbination control
2) Opening and cl osing
3) Access
Procedures 1-3 are crucial elenents of a nuseum
property security program Refer to the Miseum
Property Handbook, Volunme I, Chapter 11 and
Appendi x | for detail ed guidance on these procedures.

b. Docunentation Procedures
The Departnent requires that each unit's nuseum
property managenent docunentation systeminclude the
foll ow ng procedures:
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6.

Opt i

1) Accessioning

2) Catal ogi ng

3) Incom ng and outgoing | oan recordation
4) Deaccessioning, as appropriate

Procedures 1-4 are critical to providing
docunent ati on of nmuseum property. Itens one, three,
and four are |egal transactions. Refer to the Miseum
Property Handbook, Volunme II, Chapters 2, 3, 5, and 6
for detail ed guidance on these procedures.

| nt egrat ed Pest Managenent Procedures

The I ntegrated Pest Managenent Program (IPM is a
gover nnment w de program desi gned to reduce the use of
pesticides. The two-fold goal of the |IPMprogramin
museum property nmanagenent is to protect nmuseum
property from pests, and to reduce the use of
pesticides in nmuseum property collections. Refer to
Chapter 6 for guidance on establishing an | PM program
i n spaces housi ng museum property, or for nodifying
existing IPMto ensure that nuseum property concerns
are addressed.

onal Procedures

Housekeepi ng Pl an

A housekeepi ng plan specifies, in witing,
appropriate procedures, materials, and equi pnent for
the preventive conservation of nmuseum property. This
plan is especially useful when collections of nuseum
property are in exhibits, displayed in historic
houses, stored in large conpl exes, or stored in nore
t han one | ocati on.
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C. CHECKLI ST OF DOCUMENTS RELATED TO MUSEUM PROPERTY MANAGEMENT

This section provides a checklist of plans and procedures
related to nuseum property nmanagenment. Mandatory
Departnmental docunents are indicated by an asterisk (*).

1. Plans
G* Bureau Museum Property Vol unme | Chapter 2
Managenment Sumrary
G* Scope of Coll ection Vol une | Chapter 3
St at ement
G* Col | ecti on Managenent Vol une | Chapter 2
Pl an
G* Emer gency Managenent Plan Vol une | Chapter 12
for Museum Property
G* Conservation Survey (as Vol unme | Chapter 10
needed)
G Security and Fire Vol une | Chapter 11
Protection Survey
G Col l ection Storage Pl an Vol une | Chapter 9
2. Reports
G* Museum Property Vol unme | Chapter 2
Managenent Survey
G* Annual | nventory Volume |1 Chapter 4
G Checkl i st Report for Vol une | Chapter 2

Docunent ati on,
Preservati on and
Protecti on of Museum
Property
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3. Procedures

G*

G*

-
-
-
-

G*
G*

Key and Conbi nati on
Control Procedures for
Spaces Housi ng Museum
Property

Openi ng and C osi ng
Procedures for Spaces
Housi ng Museum Property

Access Procedures
Accessi oni ng
Cat al ogi ng

I ncom ng and Qut goi ng
Loans

Deaccessi oni ng

| nt egr at ed Pest
Managenment Procedures

Housekeepi ng Pl an

2:12

Vol une

Vol une

Vol une
Vol une
Vol une

Vol une

Vol une

Vol une

Vol une

Chapter 11
Chapter 11
Chapter 9
Chapter 2
Chapter 3
Chapter 5
Chapter 6
Chapter 6
Chapter 7
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