Museum Property Handbook
(411 DM Vol une 1)
Appendi x E

APPENDI X E: CHECKLI ST FOR PRESERVATI ON, PROTECTI ON, AND

A

DOCUMENTATI ON OF MUSEUM PROPERTY
THE CHECKLI ST

Use the "Checklist for Preservation, Protection, and
Docunent ati on of Museum Property"” to inspect and eval uate
storage and exhi bit spaces and adm ni strative offices that
house nuseum property. It is designed as a nmanagenent tool
to hel p bureaus eval uate how successfully they are
preserving, protecting, and docunenting the nmuseum property
in their custody. The Checklist contains three parts:

Part | Bureau Checklist for Preservation, Protection,
and Docunentation of Miuseum Property
Part 11 Unit Checklist for Preservation and Protection of
Museum Property
Part 111 Unit Checklist for Docunentation of Miuseum
Property

I NSTRUCTI ONS

Check “yes” or “no” after each requirenent. A “no” response
i ndicates a deficiency at one or nore facilities. Use the
"Conment" spaces to briefly describe the |ocation of the
deficiency. For exanple, paintings nay be on display in 6
adm nistrative offices. List only spaces where the specific
deficiency occurs. A unit nmay store nuseum property in two
facilities or two spaces within a facility. |If a key control
deficiency is identified in only one space, use this conment
section to describe the |Iocation of the deficiency (Exanple:
Bui | ding #2, Room #5 - issuance of keys not controlled by
receipt).

| f additional space is required, describe deficiencies under
"addi tional conments” on page 16. Key additional information
to checklist nunber (e.g., E. 4 [Continued]).

Part | can be conplete by the bureau to provide infornmation
on Bureauw de policies and procedures.

Part |1 can be conpleted at the unit | evel as a self-
assessnment on the status of preservation and protection of
the nuseum property in their custody. Basic requirenents to
nmeet preservation and protection standards are |isted under
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t he headi ngs:

st orage

exhibits

adm ni strative offices
envi r onnent

security

fire protection
housekeepi ng

pl anni ng

staffing

HEHEHFHHFEHHFEHRHH

Use the checklist to inspect and evaluate the conditions in
adm ni strative offices, storage spaces, and exhibit spaces.

Part 11l can also be conpleted at the unit level as a self-
assessnent of the status of docunentation and accountability
for nmuseum property in their custody.

NOTE: Unit = a bureau organi zational entity (e.g.,
admnistrative unit, office, park, center, |aboratory, site,
repository, refuge, or accountability area).
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PART | - BUREAU CHECKLI ST FOR PRESERVATI ON, PROTECTI ON, AND
DOCUMENTATI ON OF MUSEUM PROPERTY

A, AUTHORI ZATI ON

1. There is legislation that covers the
acqui sition, protection, preservation and

use of nuseum col | ections by the bureau. YES  NO_
2. The bureau has a formally adopted,

written coll ections nmanagenen poilcy. | f YES  NO_

yes, when was this policy _

adopt ed: | ast " revised:

B. GENERAL PLANNI NG DOCUMENTS

1. There are general and resource nmanagenent
pl anni ng docunents or processes tha
pertain to or nmention planning
Interpretation, and research of nuseum
property. YES NO

If yes, identify the types of docunents:

2. There are bureau coll ection managenent
pl anni ng docunents, processes, and
procedures solely pertalnlng to the

y.

managenent of museum proper YES _ NO

3. There are unit-specific collection
managenent and p_annlng docunents and
procedures pertaining to the nmanagenent
of nmuseum property. YES _ NO

C. TRAIN NG

1. The bureau provides access to training
courses_ in museum preservation
protection, and docunentati on. YES NO

I f yes, describe courses, giving the npst
recent date offered, and indicate who
takes the training:

2. The bureau periodically issues
i nformati on on nmuseum preservation,
protection, and docunentation training
opportunities offered by other
gover nmental or non-gover nnment al
agenci es. YES _ NO
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PART Il - UNIT CHECKLI ST FOR PRESERVATI ON AND PROTECTI ON OF

Q »
=0
—0
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MUSEUM PROPERTY

ADM NI STRATI VE OFFI CES

k the appropriate response to the
owi ng questi on:

artwork or other nuseum property (e.g.,
[

ture) on disP!ay I n_one or nore
Istrative offices of the unit?

conplete this section of the

S
| ssuing keys to office spaces housi
museum property is strictly control
the use of a signed hand receipt.

ng
| e
Coment :

Cpen

wri

i ng and cl osi ng procedures are
ten, approved, and practiced.

Coment :

If time allows in a pending disaster

( .?., storm flood, or fire), there are
I nstructions that provide guidance for

t he safe and secure evacuati on of
artwork.

f
e
n
h

Coment :

Snmoking is prohibited in offices housing
museum property

Coment :

ase Dat e: E: 5
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5. Levels of relative humdity and
tenperature are nonitored and recorded.

YES _ NO___
Comrent :
6. The placenent of artwork is away from
heat1 ng and air-conditioning vents. YES  NO
Comrent :
7. The visible spectrumof light is
nmonitored for illum nance level and
duration, is controlled, and neets the
requirenents outlined in the interim
st andar ds. YES  NO_
Comrent :
8. The placenent of artwork is such that
outside |ight does not directly fall on
obj ect (s). YES  NO
Comrent :
9 Utraviolet radiation is controlled by a
filtering material that has UV absorbing
properties. YES _ NO__
Comrent
10. Handling and dusting of museum property
is perforned only by staff who have
recei ved appropriate training. YES __ NO___
Comment :
11. Artwork is properIK framed and is
securely hung on the wall. YES  NO
E: 6 Rel ease Date
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Comrent :
12. Three-dinensional materials are displayed
In areas that mnimze accidental damage. YES  NO_

Coment :

13. Through a Conservation Survey (collection
condi tion survey%, conservators have
provided the unit a condition assessnent
of artwork and ot her nuseum property and
gui dance on setting priorities tor care

and conservation treatnent. YES  NO_
Comrent :

B. STORAGE

Check the appropriate response to the

foll owi ng question: Is nuseun]Prpperty

stored in a facility located within the unit? YES  NO_

If yes, conplete this section of the

checkl i st.

Dedi cat ed Pur pose:

1. The nmuseum storage area is used solely
for storage of nuseum property. YES _ NO

2. The curatorial office, research, and work
areas are separated fromthe nmuseum
st orage space. YES _ NO

3. Flammable liquids and materials,
curatorial forns and supplies, and
audi ovi sual equi pnent and ot her )
interpretive materials are stored in an
apPrpprlate safety cabi net | ocated
outsi de the storage space. YES _ NO

Comment :

Physi cal Space:

4. The space is outside the 100-year
f I oodpl ai n. YES _ NO
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10.

Comment :

The space is in an area that wll not
flood if Elpes break, drains back up,
roof s | eak.

Coment :

The space is apPro riately insulated t
hel p. mai ntai n stabl e environnent al
condi tions.

Coment :

space has wi ndows, they are bl ocked

——— —

sul at ed.

Coment :

Space has as few doors as possible to
enhance security and environnment al
control, but has enough to neet

requi renents for enpl oyee safety.

Coment :

Space is as free of water, steam drai
and fuel pipes as is practical.

Coment :

Space is free of water, gas, or electr
neters, electrical panels, and utility
val ves that require nonitoring and

servicing by non-curatorial personnel.

Coment :

E: 8
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or
YES __ NO

0
YES  NO_
YES  NO__
YES _ NO__
n,
YES _ NO__
iC
YES _ NO

Rel ease Dat e
New



11.

12.

13.

Met hods and Techni ques:
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Space is sufficient for the novenent of

staff, equipnent,

wi t hout hi ndrances (e.g.,
| nadequat el y sized doors;

wi ndi ng,

Coment :

and objects in and out

| ow cei lings;
or narrow,

or steep stairways).

Space is | arge enough to accomodate the
current nuseum property and any

antici pated grow h.

Coment :

Space is organized in a way that allows

for

easy access to nuseum property and

use of proper storage equi pnent.

Comment :

14.

15.

16.

17.

Sufficient equi pnent ities
and aPproprlateness of cabinets
S, eci alized racks)
pe

Si zes, é
shel vi ng uni

w t hout crowdi ng.

Comment :

and spel
used to store and contain nmuseum pro

(e.qg.

, quantiti

1S
rty

Storage cabinets are in good condition

(e.g.,

have snoot

are free of

rust,

|y operating doors

have gaskets

and have

Intact to ﬁrovide good sealin? action,

wor ki ng keyed or conbi nation

mechani sns.

ock

St orage cabinet drawers are | oaded within
the manufacturer's recommended wei ght

capacity.

St orage cabi nets are not stacked nore

t han two hi gh.

Comment :
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19.

20.

21.

22.

23.

24.

25.
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Open shelving is free of burrs,
splinters, exposed nails, screws, and
bolts that can damage nuseum materi al s. YES  NO___
Museum property that is stacked is
protected by appropriate containers or
cushioning materials. YES  NO_

Coment :

Stprage cabi nets and shelving units are
rai sed off the floor at |east 2 inches,

I f on casters or appliance rollers, or at
| east 4 inches, if stationary, as a
Precautlpn agai nst potential f1oodi ng and
to facilitate cleaning of floors and

i nspection for pest problens. YES  NO
Comment :

Open shelving is stabilized to prevent it

fromtipping over. YES  NO

Coment :

The unit is in an earthquake-prone area.
If yes, answer item 23. YES_ NO

Restrai ning bars or elastic cords are

attached to edges of shelves to prevent

objects fromfalling off shelves during

an eart hquake. YES _ NO

Coment :

Cl osed cell polyethylene foamis used in

storage cabi net " drawers and on shel vi ng

to cushion objects. (Exception: |If

nat ur al hlstor¥ speci nens are to be used

for analysis of organic chemcals, no

kind of plastic is used in storage

cont ai ners.) YES _ NO

hjects in storage cabinets are placed in
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speci nen trays, padded or otherw se
prevented fromshifting when drawers are
opened and cl osed. YES _ NO

26. Storage containers (e.g., boxes,
envel opes, and herbar!unlfolders? are
made of archival quality material s. YES  NO_

Coment :

27. Wt specinens are stored in a space that
provi des appropriate ventilation., Spaces
and/ or cabi nets housing wet specinens
that have been treated with pesticide and
rocks or mnerals that are radi oactive
are identified by a health/safety sign. YES _ NO

Coment :

28. Wet specinmens are stored in a manner that
prevents cross-contam nation of
preservatives by fum gants. YES NO

Comment :

C. EXHBITS

S nuseun]Prpperty exhibited in a facility
ocated within the unit? |If yes, conpletée
his section of the checklist: YES NO

I

I

t

1. Exhibit plans are reviewed to ensure that
preservati on and protection needs of
museum property are adequately addressed. YES NO

Coment :

2. Exhibit cases are designed and
in a manner that ensures the se
preservati on of nmuseum property
m nimzes heat build up;, contro
relati vehum dity, and dust |eve
prevents access by I nsects). YES _ NO

Coment :

3. Exhibit cases are designed and fabricated

Rel ease Dat e: E: 11
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In a manner that facilitates
mai nt enance(i.e., ease of access for
i nspection, inventory, cleaning, and
rotati on of sensitive naterials). YES NO
Comrent :
4. \Were needed, nounts constructed of
museum qual ity materials are used to
support objects and speci nens. YES  NO_

Coment :

D.  ENVI RONVENT

Tenperature and Relative Hum dity:

1. Levels of relative humdity and
tenperature in storage and exhibit spaces
are nonitored on a daily basis to provide
an accurate and conPIete pi cture of al
changes in both of these environnental
factors during each year. YES _ NO

2. A record of daily observations, noting
occurrences such” as unusual exterior
climatic conditions, a |eaky roof,
re-calibration of eqU|Pnent,_or an ]
unusual visitation pattern, is naintained
to help explain any variations in
relative humdity and tenperature
r eadi ngs. YES _ NO

3. Records of rel
tenperature re
observations a

ive humdity and
ings and of "daily
p

at
ad ) )
re permanently retained in
es
at

the unit's fil YES  NO___
4. Records of relative humdity and

tenperature readi ngs and of "daily

observations are revi ewed and anal yzed

nonthly to determne relative humdity

and tenperature highs, |ows, neans, and

t he frequency and extent of fluctuations. YES  NO_

Comrent :
Li ght:
5. The visible spectrumof light is

E: 12 Rel ease Date
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nmonitored for illum nance | evel and
duration, is controlled, and neets the
requi renents defined in the interim

st andar ds.

E. SECURITY

Key Control:

1. Keys to storage spaces and exhi bit cases
are issued only to those enpl oyees having
direct responsibility for nmuseum
property.

2. Issuinﬂ_of keys to nuseum st orage spaces
and exhibit cases is strictly controlled
by the use of signed hand receipts.

Coment :

Access Control

3.

Witten, approved procedures for
control iing access to the property by
non-curatorial staff, outside
researchers, and visitors are

i npl enent ed.

Al researchers, visitors, and
non-curatorial staff who enter the
storage area are escorted at all tines by
unit staff.

A visitor/researcher sign-in log is used

to record nanes and addresses o

visitors, the date of visit, the tine

?Htered_?nd departed, and t he reason for
e visit.

Coment :

Openi ng and cl osi ng procedures for museum
spaces housi ng nuseum property are
written, approved, and practiced.

Coment :
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NUseuntproPerty I n exhibit spaces is

I ven additional protection at tinmes of
I gh risk, such as during tines of

viSitor crowding or of special event

activities.

Coment :

The speci al needs of nuseum property are
|Pcorporated into the unit's emergency
pl an

Coment :

Entrances to spaces hou5|ng museum
property are e8U|ppe th metal or

sol 1 d-core wood doors that have dead bolt
| ocks.

Comrent :

| ntrusi on al arm systens apProprlate to
the ri sks involved and to the nature of

t he museum property are operable in
spaces housi ng nuseum property.

Comrent

Installed intrusion alarm systens are

i nspected and mai ntai ned on a regul ar
schedule to ensure that they are fully
operational. (If unit has nho intrusion
a arnts%stens, print "N A" indicating not
applicable after the “NO' response.)
Comrent

Smal |, highly sensitive, and val uabl e

nuseum naterials, and natural history
type speci mens housed in nuseum stora e
spaces are kept in cabinets with keye
conmbi nati on | ocks.

Coment :

E: 14

YES _ NO___
YES __ NO___
YES __ NO___
YES _ NO___
YES _ NO___
YES __ NO
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13. Irreplaceable, particularly sensitive,
and val uabl e museum property used in
exhibits is protected in cases or by
ot her neans that provide protection from
theft or vandalismw thout making access
| npractical .

Coment :

FI RE PROTECTI ON

Fire detection and supEresS|on systemns
appropriate to the risks involved, to
nature of the nuseum property, and to
structure housing the nmuseum property
oper abl e.

t he
t he
are

2. Fire detection and suppression systens
are inspected and mai ntai ned on a regul ar
schedul e to ensure that they are fully
operational. (If the unit has no fire
detection  or suppression s%stens, print
"N A" indicating not applicable after
"NO' response.)

Coment :

3. An appropriate nunber and type of fire
extingui shers are installed according to
the anticipated types of fires, e
nat ure of the nuseum property, and the
size of the protected area.

4. Fire extinguishers are inspected annual
to ensure that they are operational. (
the unit has no fire extinguishers, pri

"N A" indicating not applicable after
"NO' response.)

f

I
I
n

5. Staff are trained in the use of fire
exti ngui shers.

Coment :

6. Miuseum property on top of shelving or
storage cabi nets does not obstruci the
di scharge heads for fire suppression
sys}ens and is not closer than 18" to the
ceiling.

Rel ease Dat e: E: 15
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Comment :

Structures and spaces housi ng nuseum
property (e.g., walls, floors, ceilings,
doors, and MAndOMB% are nade _
fire-resistant to the extent possible,
given the nature of the structure.

Comment :

Fl anmabl e |iquids and materials are
housed out si de nuseum st or age SEaces and,
regardl ess of where stored, suc
materials are housed in approved

fl ammabl e storage cabinets wi th proper
ventil ation.

Coment :

ar e

The speci al needs of nuseum propert
fire plan.

i ncorporated into the unit's

Coment :

HOUSEKEEPI NG

Housekeepi ng in nuseun1propert% spaces is
pehfgrped according to an established
schedul e.

Coment :

Unit-specific general rules and
procedures are witten to provide
gui dance on handl i ng and housekeepi ng.

Coment :

Snmoki ng, drinking, and eating in nuseum
storage and exhi bit spaces are prohibited
in witing.

Comment :

E: 16

YES NO
YES  NO
YES NO
YES NO
YES NO
YES  NO
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4. Relative humdity and tenperature
noni toring equi piment is calibrated
quarterly. YES  NO_
Comrent :
5. If a hygrothernograph is used to nonitor
relative humdity and tenperature, it is
regularly nmaintained (e.g., linkage is
cleaned and ink is replenished). (If a
hygrothernngraph IS not used, print "NA"
I ndi cating not applicable after "NO
response.? YES  NO_
Comrent :
PLANNI NG

1. The unit has an approved plan for
managi ng and.preserV|n?.nuseun1property.
yes, indicate the fitle and approval
dat e” under comment.) YES NO

Coment :

2. Through a conservation survey (collection
condi tion survey), conservators have
provi ded the unit an assessnment of the
condition of nmuseum property on exhibit
and in storage, and gui dance on setting

priorities for conservation treatnent.

YES __ NO___
Commrent :
| . STAFFI NG
1. Unit staff have been assigned curatori al
responsibilities to ensure the
preservati on and protection of nuseum
property.
YES __ NO___
Comment :
Rel ease Date: E: 17
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Unit staff have received training in the
preservation and protection of nuseum
property.
YES_ NO
Comrent :

E: 18 Rel ease Dat e
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PART Il - UNIT CHECKLI ST FOR DOCUMENTATI ON OF MJUSEUM PROPERTY

A, GENERAL PLANNI NG DOCUMENTS

1. The unit has general and resource
nanagenenttﬁlannlng docunents or
a

processes at pertain to or nention
pl anni ng, interpretation of, and research
on nmuseum property. YES  NO_

If yes, identify the docunents:

B. COLLECTI ON MANAGEMENT DOCUMENTS AND
PROCEDURES

1. The unit has bureau-specific witten
procedures governing the accessioning,
cat al ogi ng, and di sposal of its nuseum
property. YES NO

2. The unit has unit-specific witten
procedures governing the acquisition and
managenent of its nmuseum property. YES _ NO

I f yes, indicate whether the procedures
provide for the foll ow ng:

a. Accessioning (property term= YES _ NO__
ACQUISItIOﬂ?

b. Catal oglng (property term= YES  NO
| denti fication)

c. Lending YES  NO_
-Incomng | oan YES  — NO
- Qut goi ng | oan YES  — NO

d. Physical I nventory YES  — NO

e. Reconciling | osses YES — NO

f. Deaccessioning (property term=
Di sposal )

g. Risk managenent, such as reducing YES  NO
risks to col |l ections, and insurance

h Access to col lections and col | ections YES  NO_

. i nformation

i. Oher, describe: YES NO

3. These unit- speC|f|c procedures are in
confornance W th ureau ﬁo icy and are
officially a prove Y t he unlt manager,
if witten at the unit level, or Bureau
Head, if mrltten at the bureau |evel. YES _ NO

Rel ease Dat e: E: 19
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I c procedures cited in 1 &

Iy reviewed by bureau
egion, or unit staff. |If

n and by whom
title)

unit) YES NO

Col | ecti on managenent re5ﬂonsibility S
assigned to a person on the unit staff. YES

NO_
ty for collection mnagenent
In the unit's work plan. YES _ NO_

The unit-sp
2 are perio
headquart er
yes, how of

ecif
di ca
S, r
te

Responsi bi | i
is refl ected

Responsibility for collection nanagenent
Is reflected in staff position
descri ptions. YES _ NO

SCOPE OF COLLECTI ON STATEMENT

The unit has an approved Scope of
Col l ection Statenent or equival ent
docunent. |If yes, conplete #2-6:

2. The Scope of Collection Statenment
states the Purpose of the nuseum
property collection. YES NO

3. The Scope of Collection Statenent
descri bes the types of nuseum
pererty that are appropriate to the
unit's Stated purpose. YES _ NO

4. The Scope of Collection Statenent
identifies all apProprlate o
| egi sl ati on, regulations, policies,
and conventions relevant to nmuseum
property. YES _ NO

5. The Scope of Collection_ Statenent
i dentifies Departnment, Bureau, and
unit specific policies and procedures
rel evant to the accessioning and use
of nmuseum property. YES _ NO

6. The unit holds only nuseun1proPerty
that is covered by the Scope o
Col | ection Statenent. YES NO

DOCUMENTATI ON STORAGE AND PRESERVATI ON

Col | ection docunentation records (e.g.,

accession, catal og, and deaccessi on

records) are kept for all nuseum

property. YES _ NO

Col | ection docunentation records (e.g.,
field notes, accession, and catal og

E: 20 Rel ease Dat e
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records? are housed in association with
the collections. |If no, indicate where
housed: YES  NO
3. Field generated records (i.e., those
field at the

docunent s Penerated in the e
time of collecting nmuseum property such
as archeol ogical or scientific =~
cpllectlons? are housed in association
with the collections. If no, describe
wher e housed:
YES NO

4. Docunentation exists for the unit's
collections in only one nuseum property
system |f no, describe the additional
systens in use: YES _ NO

5. Only archival quality materials fe.g“
aci d-free paper) are used for collection
docunent ation, " Indicate percentage of
total collection docunentation using
archival quality materi al % YES NO

6. The collection records are housed in a
roomwith witten access procedures. YES NO

7. There are archivally-sound photocopies,
stored off-site, of all one-of-a-kind
col l ection records (accession and
catal og) stored off-site. YES NO

8. Miseum property managenent records (e.g.
accession and catal og records) are
identified on the bureau records
di sposition schedul e as being retained by
t he Bur eau. YES NO

9. Al paper accession and catal og
collection records are kept in a
| ockabl e, insulated safe, file, or vault
that will maintain an interior
tenperature of |ess than 350 degrees F
duri ng one-hour exposure to tenperatures
of at |east 1700 degrees F, or an
equivalent. |If an equivalent is in use,
descri be: YES NO

10. If the container noted above is housed on
a level of a building above ground |evel,
the container is also rated to w thstand
a drop of 30 feet. YES _ NO

11. Magnetic nedia (floppy disks, tapes),

Rel ease Dat e: E: 21
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backup collection data files, video
tapes, and slides are stored in a
| ockabl e, insulated safe, file, or vault
that will maintain an interior
tenperature of not nore than 125 degrees
F, or in avault with equival ent or YES  NO___

better protection.

12. A disaster recoverY P!an Is in place for
col | ecti on docunentation records. YES _ NO

ACCESS TO RECORDS

1. Witten procedures are inplenented to
control access to the museum property
records by non-curatorial staff, and
vi sitors/researchers. YES _ NO

2. Avisitor sign-in log is used to record
nanes and addresses of visitors, date of
visit, time and the purpose of the visit. YES _ NO

3. A statenent of CQP%ri ht restrictions is
made avail able w the visitor sign-in
| og. YES _ NO

4. Provision has been made to restrict
access to data protected by the
Ar cheol ogi cal Resources Protection Act
(ARPA) and by other pertinent |aws and
regul ati ons. YES NO

ACCESSI ONI NG ( Acqui sition)

There are established procedures to

accept nuseun1Property into the

collection. |If yes, describe procedures

and identify the directive: YES_ NO

2. A staff nenber is formally authorized to
accept nuseun1Property.|n o the
collection. It yes, give title: YES_ NO

3. Al nuseum property is accessioned or
formal |y accepted into the collection.
I f yes, descri be procedures: YES_ NO

Accessi on Book:

4. A bound accession book (or receiving | og)
made of archivally-sound paper (rag
paPer) is used to regi ster and accession
all incom ng nuseum property. YES _ NO
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If yes, conplete #5-7. Does the _
accessi on book provide for the foll ow ng:

5. Consecutive entries and pages. YES _ NO

6. Record of sources of accession and
how acqui r ed. YES _ NO

7. Recording multiple objects/specinens
in a single accession transaction
when appropri at e. YES _ NO

8. A copy (e.g., Bhotopopy or mcrofilm of
t he accession book is stored away from
the unit |ocation. YES _ NO

Accessi on Receiving Report:

9. An Accessioning Receiving Report or
equi val ent docunent is conpleted for each
accessi on. YES _ NO

Accessi on Fol der and Contents:

10. An accession folder or an equivalent is
used to file accession docunents. YES _ NO

11. Al accession files contain proof of
legal title or authorization for
possession (e.g., deed of gift, and an
of ficial government transfer of property
form for each accession. no,

i ndi cate the percentage of total

?CCGSSIOHS for which there is proof of

itle or authorization: YES _ NO

12. Correspondence on the accession is filed

in the appropriate folder. YES  NO_
13. Each accession has an Accessi on Receiving

Report or equival ent docunent. YES  NO_
14. Each nmultiple-itemaccession has an

i nventory of itens. YES  NO_

Accession and Rel ated Forns in Use:

The unit uses the followng forns to docunent
nmuseum property:

15. Requisition _ o YES NO

16. Receiving Report or Accession Receiving YES —~ NO
Report or equivalent form

17. Transfer of Property YES NO

18. Recei pt for Propert YES —— NO

19. Inventory of Property YES ~— NO_
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20. Case Incident Report YES  NO
21. Report of Survey YES —— NO
- List other forns in use:
Attach a sanpl e of each accession and rel ated
formcurrently in use or under devel opnent
(in draft).
G CATALOGA NG (Il dentification)
Cat al og cards-paper copy:
1. Catalog cards are generated for nuseum
Pro erty. |If yes, conplete the YES  NO___
ol I ow ng:
2 Cata!oP cards are conpleted in
multiple copies. If yes, indicate how
many and how they are fil ed: YES  NO___
3. Up-to-date duplicates of catalog
cards are maintained off-site. YES  NO___
Attach a sanple of each type of catal og card
currently in use or under devel opnent
(draft). YES  NO_
Cat al og dat a:
4. Discipline-specific data are recorded
e.P.,_data specific to archeol ogi cal ,
i ol ogi cal or geol ogical collections). YES  NO___
Physi cal description is recorded. YES  NO
(bj ect and/ or specinen condition data are
recor ded. YES _ NO___
Storage | ocation data are recorded. YES _~ NO___
8. If yes to 7, storage |location data is
updat ed when objects are rel ocat ed. YES _ NO___
9. ApPraisaI val ues are recorded for
ol lections with market val ue, such as
Pa|nt|ngs and Native Anerican materials.
f yes, 'indicate what Percentage of the
objects with market val ue have been
appr ai sed: YES  NO___
% inlast 5years; _ %in
Iast 10 years; =~ % 1 n Tast 25
years

Cat al og fol ders:
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10. A catalog folder is used to file
additional materials on a specific
ob{ect/spe0|nen when needed. If yes, the
fol der contains the foll ow ng: YES  NO
11. Research data YES  NO
12. Field-generated records YES —— NO
13. O her (describe): YES —— NO
14. Object condition reports are conpl eted by
curatorial staff, f yes, indicate the
percentaﬁe of objects for which condition
reports have been conpl et ed: YES  NO

15. bj ect conservation and/or treatnent
reports are conpl eted by professional
conservators. YES _ NO

H | DENTI FI CATI ON OF MUSEUM PROPERTY AND
RECORDS

1. Museum property is marked with correct
i dentifyi ng catal og nunbers. YES NO

2. Nunbering (identification) of nuseum
property is done with reversibl e nmarking
materials (i.e., the nunber can_ be
renoved wi t hout damagi ng the object).
Pl ease descri be procedure: YES NO

3 . Associated docunents filed in Accession

or Catal og folders carry accession and/ or

catal og nunbers in pencil. YES NO
. I NVENTORY RECORDS

1. Collection inventories are conducted

annual | y. YES __ NO___
2. A baseline 100% i nventory has been done.

If yes, date |ast done: YES___ NO__
3. roved random sanpl e inventories are

oM eted. w YES__ NO__

4. There is a category of controlled
property that, because of intrinsic
val ue, nonetary value, or vulnerability,
is tracked nore r|Poroust t han_ ot her
museum property. f yes, descri be: YES NO

5.  Wien nuseum propert
is made. |If yes, |
nunber :

y is nissin?, a record
Ist record form YES NO
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When nuseum property i s danaged, a record
I s made. yes, list record form YES  NO___
nunber :
Reports of survey are conpleted for al
m SSI ng nmuseum property. YES  NO___
Reports of survey are conpleted for al
damaged nuseum property. YES  NO_
LOAN RECORDS

| nconi ng | oans

1

2.

Witten incomng | oan procedures are in

pl ace.

If the unit has incomng |oans that are

currently in effect,
i ncom ng | oans and the total

items in incomng | oans.

Nunmber of current

transacti ons:

Tot al nunber of
i ncom ng | oans:

Qut goi ng | oans

3.

4.

i ncom ng | oan

itens on all

current

list the nunber of
nunber of

Witten outgoing | oan procedures are in

pl ace.

The unit has made outgoing | oans that are
currently in effect.

I f yes,

i ndi cate

t he nunber of outPoing | oan transactions,

and list the tota

out goi ng | oans.

Nunmber of current outgoing | oan

t ransacti ons:
Tot al nunber of
out goi ng | oans:

PHOT OGRAPHS

nunber of

Itens on al

Itens I n

current

The unit has a programto phot ograph,

record purposes,

uni que obj ects and/ or

speci nens I n the collections.

AUTOVATI ON
All

| f

( yes,
i ndi cate the percentage of collections
t hat have been phot ographed:

f or

E: 26

or part of the nmuseum docunentation

YES _ NO__
YES _ NO__
YES _ NO__
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systemis automated. |If yes, indicate
the types of docunentation automated and
t he percentage of collection for which

automated records exist: YES  NO
DOCUMENTATI ON AND % AUTOVATED
Accessi on Records
Catal og Records YES  NO_
Physical Tnventories
Coan Records
| ncom ng
Qut goi ng
Descri be system software:
Descri be system hardwar e:
M  DEACCESSI ONI NG ( Di sposal)
1. The unit deaccessions (disposes of)
museum obj ect s. yes, answer #2-6
2. Witten deaccessioning procedures are
in place. YES  NO
3. A staff nenber reconmends nuseum
property for deaccessioning. YES  NO
4. Witten approval for deaccessioning
is obtained. |If yes, check the YES _ NO_

approval

Unit Head

Regi onal Director

Bureau Head

Unit Commttee

Regi onal Conmittee

BuLeau Commttee
er

authority bel ow (check one):

Descri be:
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5. Deaccessioning authority exists in |aw or
regul ations. If yes, cite the authority: YES  NO_

6. The unit has the authority to
deaccession using the foll ow ng neans
(check all that are appllcable?:

# Transfer to other unit in Bureau YES  NO
# Transfer to other bureau in DA YES — NO
# Transfer to other Federal entity YES —~ NO
# Exchange wi th non- Federa

| nstitution ) ) YES  NO
# Sale to non-Federal Institution YES — NO
# Gft to non-Federal Institution YES —~ NO
# Sale to individuals or entities

ot her than non-Feder al

| nstitutions YES  NO_
# Exchange with individuals or

entities other than non-Federal

| nstitutions YES  NO
# Repatri ation ) YES — NO
# Discard or Destruction YES —— NO_

N.  STAFFI NG

1. Unit staff have been assigned curatorial
responsibilities to ensure the
docunent ati on of nuseum property. YES _ NO

2. Unit staff have received training in the
docunent ati on of nuseum property. YES _ NO

Addi ti onal Comrents (use additional pages if necessary):
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