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Chapter 5 Loans

A.  THE LOAN TRANSACTI ON - | NTRODUCTI ON

The bureau may enter into two types of |oans, incom ng and

out goi ng. I ncom ng and outgoing | oan transactions nust be

recorded in a bound archival book or system of tracking.

Each loan is given a unique incom ng or outgoing |oan nunber.

A | oan agreenent signed by both authorized parties is

mandatory for each | oan transaction. The unit's designated

authority and the responsible official of the borrow ng or

| ending party are required to sign all |oan agreenents. Loan

docunents are filed in acid-free | oan fol ders.

The optional Miuseum Property Committee reviews and recomends

all potential |oans to the bureau's designated authority who

approves all loans. Departnental standards for incom ng and
outgoing loans are outlined in 411 DM 2. 3G

1. Loan book or loan tracking system The |oan book or | oan
tracki ng system contai ns sel ected nandatory data t hat
facilitate tracking of incom ng and outgoing |oan
transacti ons.

2. Loan agreement: A witten contract, cooperative
agreenent, nenorandum of agreenent, or simlar
instrunment, will establish rights and responsibilities of
each party to the loan. The agreenent includes
condi tions of physical care, shipping and handl i ng,

i nsurance coverage, initiation and termnation dates, a
detailed Iist of museum property within the transaction,

t he purpose for the | oan, and both parties' addresses and
contact nanes. The | oan agreenent contains additional
mandat ory dat a.

3. Loan folder: Each incom ng and outgoing | oan folder
hol ds all docunents associated with the incomng or the
out goi ng | oan transacti on.

4. (Qoject and/or specinmen condition report (optional). An
obj ect and/or condition report for each object and/or
speci nen may be conpleted by the borrowing unit on
recei pt and before the return of nmuseum property on | oan,
and by the lending unit before packing and on return of
obj ect and/or speci nens.
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B. | NCOM NG LOANS

Incom ng | oans are tenporary assignnents of nmuseum property
that is in the custody of the unit on either a short-term or
| ong-term basis. Such loans are to further the bureau's
goal s of research, preservation, interpretation, or other
public service. |Incomng |oans cover objects and/or

speci nens for which a unit has responsibility and cust ody,
but not ownership.

Whenever the bureau unit records an incom ng |oan, either
short-termor long-term an entry is made in the incom ng

| oan book or |oan tracking system Each incomng loan is
assigned a uni que nunber. An incom ng |oan agreenment (see
Figures 5.1 and 5.2) is generated and nust be signed by both
aut hori zed parties. Conditions of shipping, handling, and

i nsurance nust be addressed in the | oan agreenent, and an
itemzed |ist of nmuseum property nust be included. An
incomng |oan folder (see Figure 5.3) is generated and fil ed.
Loan fol ders containing all pertinent docunents

(e.g., incomng |oan agreenment, certificate of insurance,
and/ or correspondence) are housed in an insul ated | ocking
cabi net .

C. MANDATORY DATA FOR TRACKI NG | NCOM NG LOANS

1. List of Mandatory Data for I ncom ng Loan Agreenents

a. The follow ng data categories are mandatory for | oan
agreenents or simlar instrunents. Optional data may
be found in Appendi x O

I I ncom ng | oan nunber
I Incom ng | oan type

Short-termincom ng | oan, or
Long-term i ncom ng | oan

Pur pose of Loan
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Exhi bi t

St udy

Conservati on

Exhi bit Preparation
Cur ation

St or age
O her

I Lender
Lender nane (individual), or
Lender nane (institution)
Lender address
Box or street
Cty
State
Zip
Country if other than the United States
Tel ephone nunber
Responsi bl e of fici al

I Receiving unit
Recei ving unit nanme
Recei ving unit address
Box or street
Cty
State
Zip
Tel ephone nunber
Responsi bl e of fici al

I Transactions dates
Date of incom ng | oan agreenent
Term nation date of incom ng | oan agreenent
Initiation date of incom ng |oan
Return date of incomng |oan

I (bjects and/or specinens in |oan
Cat al og nunber(s) (Ilender's)
NOTE: As an alternative to using the lender's
cat al og nunber, an incom ng | oan nunber may be
assigned to each item
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| tem count

(bj ect or speci men nane
Description

Condi tion

Val ue

I Credit line for | ender

I | nsurance
Wai ved
To be carried by | ender
To be carried by receiving unit
Certificate of insurance
Wai ver of subrogation

I Packi ng and shi ppi ng
I Incomng loan return status (partial or conplete)

b. The followi ng data categories are mandatory for each
transaction in the incom ng | oan book or incom ng
| oan tracking system

I I ncom ng | oan nunber

I Incom ng | oan type

Lendi ng unit nanme

Recei ving unit nanme

Pur pose of | oan

Total nunber of objects and/or specinmens in |oan

Brief description of objects and/or specinens on
| oan

Initiation date of incom ng |oan

Term nation date of incom ng | oan

I Incomng loan return status (partial or conplete)

2. | nconmi ng Loan Data Definitions

Credit Line for Lender

Record the credit line exactly as it is to appear in
exhi bit graphics, publications, or other nedia identified
in the | oan agreenent.
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Dat e of Incom ng Loan Agreenent
The date on which the agreenment was signed.
| ncom ng Loan Nunber

The incom ng | oan nunber is the unique nunber given to
the transaction for accountability and tracki ng purposes.
The | oan transacti on nmay be nunbered sequentially by year
and incomng |loan transaction [e.g., 1992.5. breaks down
into: 1992 (year).5 (transaction nunber)]. The object
and/ or specimen may be tracked individually by the year,
transacti on nunber and nunmber within the transaction
(e.g., 1992.5.2). Bureaus or units may want to add a
transaction type indicator such as IL for incomng |oan
before the nunber (e.g., IL 1992.5).

| ncom ng Loan Return Status (Partial or Conplete)

A partial return of the incom ng | oan shoul d be indicated
with the date and the catal og nunber(s) of objects and/or
specinmens returned listed. |If the entire loan is
returned, indicate the conplete return of all nmuseum
property to the unit.

| ncom ng Loan Type

The type indicates the agreed upon duration and purpose
of the loan, either short-termincomng |oan or |ong-term
incom ng | oan transacti on.

Initiation Date of Incom ng Loan

Date on which the agreenent went into effect.

| nsur ance

| ndi cate i nsurance coverage: to be waived, to be carried
by lender with a certificate of insurance required either
nam ng the borrow ng bureau as an additional insured or

attaching a wai ver of subrogation, or to be carried by
receiving unit.
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Lender Address

I nclude the box or street, city, state, zip, country if
other than the United States, and tel ephone nunber for
contact purposes.

Lender Nane

| ncl ude the nane of the individual, institution, or unit
| endi ng the museum property.

Obj ects and/ or Specinens in Loan

Enter or attach a listing of objects and/or specinens in
the |l oan, giving for each the | ender's catal og nunber,
itemcount [or other quantification (e.g., weight or
linear feet)], object and/or specinen nane, description,
condition, and insurance value, if appropriate. NOTE
As an alternative to using the |lender's catal og nunber,
an i ncom ng | oan object or specinen nunber nay be
assigned. For exanple, the object or specinen may be
tracked individually by the year, transaction nunber and
nunber within the transaction (e.g., IL 1992.5.2).

Packi ng and Shi ppi ng

Provide information on the shipper and packer, i ncluding
addresses and speci al packi ng and shi ppi ng arrangenents.

Pur pose of Loan

I ndi cate the purpose of the loan (i.e., exhibit, study,
conservation, exhibit preparation, curation, storage, or
ot her).

Recei ving Unit Address

I nclude the box or street, city, state, zip, and
t el ephone nunber for contact purposes.
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Recei ving Unit Nane

Enter the nane of the individual, institution, or unit
recei vi ng nuseum property.

Responsible Oficial (Borrowi ng Institution)

Enter the nane of the responsible individual or agent of
the borrow ng institution.

Responsible Oficial (Lending Unit)

I ncl ude the name of the responsible individual or agent
of the lending institution.

Return Date of Incom ng Loan

Enter the date the incomng | oan was returned to the
| ender.

Term nation Date of |ncom ng Loan

Enter the termination date of the incomng | oan or enter
"indefinite".

PROCEDURES FOR SHORT- TERM AND LONG TERM | NCOM NG LOANS

The bureau may enter into two types of incom ng |oan
agreenents, short-termand | ong-term

1

Short-Term | nconm ng Loan

A short-termincomng loan refers to a | oan nmade by an

i ndividual, institution, or bureau unit to a bureau unit
for the purposes of exhibition, research, conservation,
or for exhibit or scientific preparation. GCenerally,

obj ects and/or specinmens |left for consideration as
potential donations are not treated as | oans; instead, a
tenporary custody recei pt or receipt for property (or
equi val ent) shoul d be conpl et ed.
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Al'l short-term|oans should have a specific term nation
date. Short-termincom ng | oans are made for a period
not to exceed three years, and nay be renewed. All
renewal s should be done in witing.

a. Inventory

Al'l short-termincomng loans are treated |ike
controll ed property and subject to 100% i nventory,
wi th the exception of incomng |oans to archeol ogy,
conservation, and exhibit preparation centers.
Incom ng loans to repositories are treated |ike non-
controlled property and are subject to annual random
sanpl e inventory procedures, unless otherw se
considered controlled property (e.g., because of

val ue or vulnerability) and, therefore, inventoried
on a 100% basis annually. Procedures used to
inventory incomng |loans are outlined in Chapter 4.
Short termloans initiated within the sanme year may
be verified with a copy of the | oan agreenent or
witten notification.

b. Procedures For Short-Term I ncom ng Loans

1) The receiving (borrowing) unit records the short
termincomng loan in the incom ng | oan book or
| oan tracking system All mandatory data on the
| oan agreenent nust be conpleted, and the
agreenent nust be signed by both authorized
parties.

2) The responsible lending official signs the
agreenent after it has been signed by the
responsi bl e borrowi ng official.

3) Insurance conpanies are notified, if appropriate.

4)  Shi ppi ng conpanies are notified, if appropriate.

5) On receipt of nmuseum property, the borrow ng unit
unpacks and i nspects the objects and/or

specinmens. |If the |l ending unit has included
obj ect and/or specinen condition reports the
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6)

7)

8)

9)

10)
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borrowi ng unit checks to see if any physical
change has occurred. Any changes are noted, or
"no change" is noted, and the forns are dated and
signed by the observer. |If the |ender has not
sent an object or specinen condition report one
may be conpleted by the borrowi ng unit.

I ncom ng | oan objects and/ or specinens are tagged
wi th bureau | oan nunbers. Miseum property nay
not be permanently marked with bureau | oan
nunbers w thout the witten perm ssion of the

| ender. Incom ng | oan docunents carry both the
bureau | oan nunber as well as the |l ender's
catal og nunbers. Copies of the |lender's records,
associ ated cat al og nunbers, and ot her docunents
shoul d be cross-referenced and placed in an

i ncom ng | oan fol der

Before the term nation of the incomng | oan, both
parties should confirmreturn shipping dates and
t he borrower should arrange return shipping.

On return of the incomng |oan the condition of

t he objects and/or specinens is checked, and any
changes noted on the lender's condition report.

If the Il ender did not send condition reports with
the incom ng | oan, the borrower should note any
changes on the condition reports the borrower
conpleted on the arrival of the nuseum property.
"No change' should al so be noted; the condition
report should be dated and signed by the
observer.

hj ects and/ or speci mens should be packed in the
same manner in which they arrived. |If the nuseum
property arrived poorly packed, the unit may want
to repack according to procedures outlined in the
Museum Property Handbook Volune |, Chapter 8,
after consulting with the | ender.

The | ender should be contacted to verify receipt
of the museum property after return shipnent.
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11) Al docunentation is retained by the borrow ng
unit because it docunents the | oan transacti on.

2. Long-Term |l ncom ng Loan

A long-termincomng | oan generally applies to a | oan
made by a unit (lender) and received by another unit
(borrower) for purposes of |ong-termcuration and/or
storage. In order to avoid excessive costs and liability
to the bureaus, Departnental policy prohibits |ong-term

| oans fromindividuals wi thout approval by the designated
authority and recommendati on by the optional Miseum
Property Collection Conmmttee.

Wil e incomng long-term | oans are di scouraged for

pur poses ot her than curation and storage, there may be
occasions when it is deened necessary to enter into a

| ong-term | oan agreenent for other purposes. In those
rare instances, long-termincom ng | oans may be renewed
inwiting at regular intervals. Witten regional or
area concurrence, as designated by the bureau, is needed
to enter into all incomng long-termloans other than for
t he purposes of curation and storage.

Museum property sent froma unit to a bureau repository
for long-termcuration and storage is considered an
outgoing |l oan by the originating unit and an incon ng

| oan by the receiving (borrowi ng) repository. The unit
manager of the originating (or lending) unit retains
managemnment authority for the objects and/or specinen's
accountability and use, and nust give witten permn ssion
for loan of the object/specinen to another unit or
institution, for destructive analysis, or for
conservation treatnent.

The bureau repository accepting |ong-termloans for
curation and storage will assign an incom ng | oan nunber
to the incomng loan for its own accountability purposes.
If the lending unit has already catal oged the nmuseum
property before transmtting the loan to the repository,
the repository is not required to recatal og the objects
and/ or specinens. The repository may track the object or
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specinen by its original unit catalog nunber. |If the
unit has not yet catal oged the nuseum property, catal og
nunbers are assigned by the repository, generally
according to the lending unit's catal og system

a. Inventory

I ncom ng long-term|oans are inventoried according to

procedures described in Chapter 4. |Incom ng |ong-

termstorage |oans are treated as non-controll ed
property and are subject to random sanpl e procedures
unl ess individual objects or specinens neet the
controlled property criteria and therefore are
inventoried on a 100% basis. Copies of the
appropriate inventory information is sent to the
 endi ng unit.

b. Procedures For Long-Term I ncom ng Loans

1) Unit staff consult with the | ender and arranges,
inwiting, the terns of the loan. If the
incomng loan is for the purpose of curation
and/ or storage at a repository, bureau regional,
area, or headquarters concurrence may be
necessary. The | ending unit maintains copies of
all the | oan docunents.

2) The receiving (borrowng) unit records the | ong-
termincomng loan in the incom ng | oan book or
incom ng | oan tracking system Al nmandatory
data on a | oan agreenent should be conpl eted and
t he agreenent nmust be signed by both authorized
parties. The responsible [ending official signs
the agreenent after it has been signed by the
responsi bl e borrow ng official.

3) Miuseum property in a long-termincomng | oan sho
uld
be
ful
Iy
cat
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4)

5)

al o
ged
pri
or
to
t he
| oa
n
unl ess the purpose of the loan is for curation
and cat al ogi ng.

The foll ow ng docunmentation should be submtted
with the long-termincomng | oan of nuseum

property:

I An inventory of the nuseum property, including
all unit or bureau-w de catal og nunbers, object
or speci nen nane, condition, and, if
appropriate, dollar value. Copies of accession
and catalog data and files should be incl uded.

I All avail abl e docunentation, including
ori gi nal
or archival copies of site survey cards, field
records, notes, journals, aerial photographs
and overl ays, nmachi ne readabl e data
(e.g., tapes and floppy disks), slides,
negati ves, photographic prints, maps, and
| aboratory anal ysis sheets. Keys to all coded
and abbrevi ated proveni ences, field specinen
nunbers, container lists, and ot her object or
speci nen catal og |lists should be included.

I Alist of known conservation probl ens of
nmuseum
property, such as rust, nold, or weak repairs,
and copies of object treatnent reports for any
prior conservation treatnent should be
i ncl uded.

Unl ess otherwi se agreed to in witing, the
lending unit is responsible for the safe
transportati on of nmuseum property to the
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repository. Curatorial staff fromthe |ending
unit shoul d process the incom ng | oan agreenent,
and any additi onal paperwork concerning incom ng
| oans and their transportation, confirm packing
and shi pping arrangenents with the lIending unit,
facilitate the safe novenent and packi ng of

| oans, and prepare and update i ndividual
condition reports as necessary.

On arrival of the nuseum property, the borrow ng
unit unpacks and i nspects the objects and/or

speci mens and inventories, lists, and any
condition reports sent with the nuseum property.
Di screpanci es should be indicated and the | ender
contacted as soon as possible. If the |ending
unit has included condition reports, the
borrow ng unit checks and notes in witing if any
physi cal change has occurred. |If the | ender has
not provided the borrower wth object and/or

speci men condition reports, an optional condition
report may be conpleted by the borrowi ng unit
(see Figure 5.4).

I ncom ng | oan objects and/ or specinmens shoul d be
tagged with bureau | oan nunbers. Miseum property
may not be permanently marked wi th bureau | oan
nunbers w thout the witten perm ssion of the

| ender. Incomng | oan docunents carry both the
bureau | oan nunber as well as the |lender's
cat al og nunbers unl ess the purpose of the loan is
for curation and catal oging. Copies of the

| ender' s records should be cross-referenced and
placed in an incom ng | oan folder.

Museum property shoul d be packed and shi pped by
pr of essi onal packers and shippers. A copy of the
i nventory should be sent under separate cover

wi th an individual box inventory and return
address included in each box. Some unit nmuseum
property may be mailed through the postal system
under certain circunstances (e.g., natural

hi story specinmens). Itens mailed through the
U.S. Postal Service should be sent by certified
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or registered mail with a return receipt
requested. Refer to the Miuseum Property Handbook
Volune |, Chapter 8, Handling, Packing, and

Shi ppi ng.

9) When long-termloans are returned to the
originating unit, a Receipt for Property (Dl-105)
or equivalent form conplete inventory, and
printed catal og cards and associ at ed docunents
acconpany the returned nmuseum property.

NOTE: If long-termincomng | oans are term nated,
short-termincom ng | oan procedures for returning
museum property steps should be foll owed.

E. OUTGO NG LOANS

Qutgoing | oans are tenporary assignnents of bureau nuseum
property, which are in the custody of a bureau repository or
non-bureau repository, either on a short-termor |long-term
basis, to further the bureau's goals of research
preservation, and curation. The unit's nuseum property shal
be lent for official purposes only. Materials may not be
used for comrercial purposes or private pecuniary gain except
where specifically authorized by the bureau. Qutgoing |oans
shall not be nmade to individuals. Miseum property sent out
by a unit to another bureau unit, repository, non-bureau
institution, or service-providing organization for purposes
of exhibition, exhibit preparation, study, conservation,

phot ography, curation, and storage, is considered an outgoi ng
| oan by the lending unit.

Qutgoing | oans are recorded in the outgoing | oan book or | oan
tracki ng system Each loan is given a unique outgoing |oan
transacti on nunber and docunented by an out goi ng | oan
agreenent (see Figures 5.5, 5.6, and 5.7), or a simlar
instrument, and tracked in an outgoing | oan book or an

out goi ng | oan tracking system Al docunentation generated
by the loan is housed in an outgoing | oan fol der (see

Figure 5.8).
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F.  MANDATORY DATA FOR TRACKI NG OQUTGO NG LOANS

1. Li st of Mandatory Data for Qutgoi ng Loan

a. The follow ng mandatory information is recorded on
the | oan agreement or simlar instrunment. Optional
data can be found in Appendix O

I Qutgoing | oan nunber
I Qutgoing |oan type

Short-term outgoing | oan, or
Long-term out goi ng | oan

Pur pose of | oan
Exhi bi t

St udy

Conservati on

Exhi bit preparation
Curation

St or age

O her

Bor r ower
Borrower institution (departnent)
Borrower nane (institution)
Bor rower address
Box or street
Gty
State
Zip
Country if other than the United States
Tel ephone Nunber
Responsi bl e of fici al

Lendi ng unit
Lendi ng unit nanme
Lender unit address
Box or street
Cty
State
Zip
Country if other than the United States
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Tel ephone nunber
Responsi bl e of fici al

Transaction dates

Dat e of outgoing | oan agreenent

Term nation date of outgoing | oan agreenent
Initiation date of outgoing | oan

Return date of outgoing | oan

(bj ects and/ or specinens in | oan
Cat al og nunber

| tem count

bj ect and/ or speci men nane
Descri ption

Condi ti on

Val ue

Credit line fromlending unit

| nsur ance

Wai ved

To be carried by | ender
To be carried by borrower
Certificate of insurance
Wai ver of subrogation

O her

I Packi ng and shi ppi ng
I Qutgoing loan return status (partial or conplete)
b. The followi ng data categories are mandatory for each

transaction in the outgoing | oan book or outgoing
| oan tracking system

Qut goi ng | oan nunber

Qut goi ng | oan type

Lendi ng unit nane

Borrower nane (institution and departnent)

Pur pose of | oan

Total nunber of objects and/or specinmens in |oan
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I Brief description of objects and/or specinens in
| oan

I Initiation date of outgoing | oan

I Term nation date of outgoing | oan agreenent

I Qutgoing loan return status (partial or conplete)

Data Definitions for Qutgoi ng Loans

Borrower Address (lnstitution)

I ndi cate the box or street, city, state, zip, country,
and tel ephone nunber.

Borrower Institution (Departnment)

Enter the departnent or division of the borrow ng
institution (e.g., Departnent of Anthropology), where
appl i cabl e.

Borrower Nanme (I nstitution)

Enter the nane of the institution that borrowed the
material (e.g., University of Arizona).

Credit Line from Lending Unit

Record the credit line exactly as it is to appear in

exhi bit graphics, publications, or other nedia identified
in the | oan agreenent.

Dat e of Qutgoi ng Loan Agreenent

| ndi cate the date the outgoing | oan agreenent was signed.
Initiation Date of the Qutgoing Loan

Record the date on which the agreenment went into effect.

| nsur ance

| ndi cate the type of insurance coverage: to be waived,
to be carried by lender, or to be carried by borrower.
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Indicate if a certificate of insurance or wai ver of
subrogation is issued.

Lendi ng Unit Address

Enter the address of the lending unit or institution:
box or street, city, state, zip, and tel ephone nunber.

Lendi ng Unit Name
The nanme of the lending unit.
bj ects and/ or Specinmens in Loan

Record a listing of each of the objects and/or specinens
in the loan. Include catal og nunbers, item count, object

or speci nmen nane, description, condition, and insurance
val ue.

Qut goi ng Loan Nunber

The out goi ng | oan nunber is the unique nunber given to
the outgoing loan transaction; it may be tracked
sequentially by year and outgoing transaction nunber
[e.g., 1992.5. breaks down into: 1992 (year).5
(transaction nunber)]. Bureaus or units may want to add
a transaction type indicator such as OL for outgoing Loan
(e.g., OL 1992.5).

Qut goi ng Loan Return Status (Partial or Conplete)

I ndi cate the status of the loan (i.e., conplete outgoing
| oan return or partial outgoing |loan return).

Qut goi ng Loan Type

I ndi cate the type of outgoing |oan transaction

(i.e., short-termoutgoing |oan or |ong-term outgoing
| oan).

Packi ng and Shi ppi ng
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Provi de i nformation on shipper, packer, address and
speci al arrangenents.

Pur pose of Loan

| ndi cate the purpose of the loan (i.e., exhibit, study,
conservation, exhibit preparation, curation, storage, or
ot her).

Responsible O ficial (Borrowi ng Institution)

Enter the nane of the responsible individual or agent of
the borrow ng institution.

Responsi ble O ficial (Lending Unit)

Enter the nane of the responsible official of the |ending
unit for contact purposes.

Return Date of Qutgoing Loan

| ndi cate the date objects and/or specinens in the

out goi ng | oan agreenent are to be returned to the unit or
enter "indefinite."

Term nation Date of Qutgoing Loan Agreenent

I ndicate the termnation date entered on the outgoing

| oan agreenent or enter "indefinite."

G PROCEDURES FOR SHORT- TERM AND LONG TERM QUTGO NG LOANS

1. Short-Term Qutgoi ng Loans

Short-term outgoing | oans generally refer to outgoing
| oans made for the purposes of exhibition, exhibit and
scientific preparation, research, conservation, and
phot ography. Qutgoing |oans shall not be nmade to
individuals. Only catal oged nmuseum property shall be
lent to institutions for short-term outgoing | oans.
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If the unit has arranged for a short-term outgoing |oan
to anot her bureau unit or to an institution outside the
bureau or to a service-providing organization, an

out goi ng | oan agreenent is generated by the responsible
lending unit. The bureau's designated authority

(e.g., unit manager) nmust sign the outgoing | oan
agreenent, but other staff nay process the outgoing |oan.
The procedures governi ng out goi ng | oans i ncl udi ng
conditions for shipping and handling and an item zed |i st
must be included in the outgoing | oan agreenent.

Specific conditions to be nmet by the borrower should be
noted on the face of the outgoing | oan agreenment. Short -
term out goi ng | oans val ued at over an anount determ ned
by the bureau, or |oans nmade outside of the United
States, should be approved by an authority designated by
t he bureau.

Loan requests are considered by each unit on a case-by-
case basis. The general criteria for making a short-term
outgoing loan are |listed below. Approval is contingent
on the provision of satisfactory responses to the
foll owi ng questi ons.

I Can the borrower neet the conditions outlined in
t he outgoing | oan agreenent and can these terns be
monitored by unit staff?

I Can the object or specinen withstand the rigors of
travel ?

! |s the object or specinen "one-of-a-kind"?

I Does the | oan enhance or adversely inpact the
museum property progranf?

I Does the | oan provide greater public, scholarly,
and research access to the unit's nuseum property?

I I|s there a specific termdefined for the outgoing
| oan?

I Are the objects and/or speci nens subject to copyright,
patent, trademark, or any other restrictions?
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a. Inventory

Short-term outgoi ng | oans are subject to inventory
procedures by the | ender as outlined in Chapter 4.

| f an object or specinmen is to be inventoried within
the sane year as the loan was initiated, a witten
notification or copy of the | oan agreenent fromthe
borrower nmay be used for verification purposes.

b. Procedures For Short-Term Qutgoi ng Loans

1)

2)

Rel ease Dat e:
New

Prospective borrowers should request |oans in
witing. Prior to approval of the |oan, the
borrowi ng institution should provide satisfactory
witten evidence of its ability to properly
insure, secure, and transport loan itens. All

| oan-rel ated expenses are the responsibility of
the borrowi ng institution unless otherw se
arranged in advance. Unless the bureau waives

t he requirement to have insurance, a non-Federa
borrowi ng institution should obtain its own

i nsurance coverage, and provide the | ending unit
with a certificate of insurance. Refer to
Section H 4 of this Chapter for definitions of

i nsurance ternms. The unit may request a Standard
Facility Report to be conpleted by the borrow ng
institution, and prior approval of al
arrangements includi ng packi ng, shipping, or
display. Refer to Figure 5.9. Copies of the
Standard Facility Report nmay be obtained fromthe
Ameri can Associ ation of Miuseuns, 1225 Eye Street,
NW Suite 200, Washington, DC 20005.

Museum property going out on short-term| oan nust

be catal oged. Al short-term outgoing | oans nust
have a specific term nation date. Qutgoing |oans
are made for a period not to exceed three years.
Witten requests for |oan extensions or the
conpletion of a | oan extension form (see Figure
5.10) are approved by the designated authority
upon bureau recomendati on of curatorial staff,
and by the optional Museum Property Conm tt ee.
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3)

4)

5)

6)

The unit's nmuseum property is lent only for the
pur poses of exhibition, exhibit or scientific
preparation, research, conservation, and

phot ography. Qutgoing |oans are not nmade to

i ndividuals. WMaterial may not be used for
commerci al purposes or private pecuniary gain
except where a service is provided to the bureau
The unit's nmuseum property shall be lent for

of ficial purposes only.

The condition report conpleted by | ending unit
staff may be used to docunent the condition

of short-term outgoing | oan objects and/or
speci mens.

The bureau | ending unit generates an outgoing

| oan agreenent to be approved by the bureau's
designated authority. Conditions governing the

| oan and instructions for the disposition of the
agreenent and copies are listed on the reverse of
t he outgoing | oan agreenent. Additional
conditions to be net by the borrower are noted
and attached to the outgoing | oan agreenent.

Qut goi ng | oans of a single object or specinen, or
a group of objects or specinens, valued over a

| evel designated by the bureau, or nmade outside
of the United States should be approved by the
designated authority.

Curatorial staff should process | oan agreenents,
arrangenments for certificates of insurance, and
any addi tional paperwork concerning outgoi ng

| oans and their transportation; confirm packing
and shi pping arrangenents with the borrow ng
institution and any contractors; and facilitate
t he safe novenent and packing of |oans. Lending
units shoul d pack and | abel containers according
to procedures outlined in the Miseum Property
Handbook Vol une |, Chapter 8, "Handling, Packing,
and Shipping." A list of objects and/or

speci nens, including catal og nunbers, and

out going condition reports of each object or
speci nen should be included to assist the
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receiving institution.

7) Before the termnation date of the |loan, the
l ending unit may notify the borrower of an early
| oan term nation. The bureau may wi thdraw any
portion of the loan at any tine with five (5)
days prior notice to the borrower, or wthout
such notice if the bureau considers that the
security and integrity of the nmuseum property
warrants such action.

8) Requests for |oan extensions may be granted only
if reviewed and reconmended by curatorial staff
and the optional Miseum Property Committee, and
approved by the bureau's designated authority.
Renewal requests should be made in witing. Unit
staff should renew | oans by conpleting the
appropriate categories on the outgoing |oan
agreenment. Instructions on obtaining an
extension to an outgoing | oan may be outlined in
t he outgoi ng | oan agreenent.

9) No subloans or '"third party |loans to other
institutions should be made w thout a prior
witten request by the borrower and approval of
t he designated authority, unless authorized by a
specific clause contained in the outgoing |oan
agr eenent .

10) Taking record phot ographs of outgoi ng nmuseum
property loans is recommended.

Long- Ter m Qut goi ng Loans

Long-term out goi ng | oans are generally nade for purposes
of curation and storage, at a bureau repository or non-
bureau repository or institution. Such arrangenents with
a non-bureau repository are covered by an outgoi ng | oan
agreenent, cooperative agreenent, or simlar instrunent
(see Figure 5.11). Long-term outgoing |oans shoul d be
reviewed regul arly.

Al'l outgoing long termloans should be recorded and
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tracked by the lending unit. The lending unit records
t he outgoing | oan according to procedures outlined in
this Chapter and generates an outgoing | oan agreenent
signed by the bureau's designated authority and the
responsi bl e official for the borrower.

For long-term | oans deposited for purposes of curation,
the repository shoul d catal og uncat al oged objects and/ or
speci nens using the lending unit's catal ogi ng system and
supply the lending unit with hard copi es (paper or mcro-
fiche) of the catal og record and readabl e el ectronic

nmedi a.

a. Ilnventory

Museum property housed at repositories on |ong-term
out goi ng |l oan is accountabl e and subject to annual
inventory procedures by the | ender. Refer to Chapter
4. Non-bureau repositories should make objects

and/ or specinens available for the unit's required
inventory, or verify in witing the presence and
condition of nuseum property listed in the inventory.

b. Procedures For Long-Term Qut goi ng Loans

1) Unit staff consults with the borrower and
arranges, in witing, the terns of the loan. If
the outgoing loan is for the purpose of curation
and/ or storage at a repository, bureau regional,
area, or headquarters concurrence nmay be
necessary. The | ending unit maintains copies of
all the | oan docunents.

2) Museum property in a |long-term outgoing |oan
shoul d be catal oged prior to the | oan unless the
purpose of the loan is for curation and storage
and includes catal ogi ng.

3) At the request of the lending unit staff, the
borrower conpletes a standard facility report.

4) The foll ow ng docunentation should be submtted
with the | ong-term outgoing | oan of nuseum
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property.

I An inventory of the nuseum property, including
all unit or bureau-w de catal og nunbers, item
count, object or specinen nane, description,
condition, and, if appropriate, value, should
be i ncl uded.

I All avail abl e docunentation, including
ori gi nal
or archival copies of site survey cards, field
records, notes, journals, aerial photographs
and overl ays, nmachi ne readabl e data
(e.g., tapes and fl oppy disks), slides,
negati ves, photographic prints, maps, or
| aboratory anal ysis sheets. Keys to all coded
and abbrevi ated proveni ences, field specinen
and container lists, and ot her object catal og
lists should be included.

I Alist of known conservation probl ens of
nmuseum
property (e.g., rust, nold, or weak repairs),
and copies of object treatnent reports for any
prior conservation treatnent should be
i ncl uded.

Unl ess otherwi se agreed to in witing, the

I ending unit is responsible for the safe
transportati on of nmuseum property to the
repository. Curatorial staff process the

out goi ng | oan agreenent, confirm arrangenents for
i nsurance for non-bureau repositories, perform
any additional paperwork concerning outgoing

| oans and their transportation, confirm packing
and shi pping arrangenents with the borrow ng
institution and any contractors, facilitate the
saf e novenent and packi ng of |oans, and prepare
and update an individual object condition report

as necessary, upon departure and return of the
| oan.
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6)

7)

8)

9)

10)

11)

Museum property shoul d be packed and shi pped by
prof essi onal packers and shi ppers. A copy of the
i nventory should be sent under separate cover,

wi th an individual box inventory and return
address included in each box. Sonme unit nuseum
property nmay be mailed through the postal system
under certain circunstances (e.g., natural

hi story specinens). |Itens nuailed through the
U. S. Postal Service should be sent by certified
or registered mail with a return receipt
requested. Refer to the Museum Property Handbook
Vol une |, Chapter 8, "Handling, Packing, and

Shi ppi ng. "

The unit should conpl ete an outgoing | oan
agreenent in duplicate and attach an inventory of
the loan. The termof the loan is "long-terni or
"indefinite". The original and a copy of the
agreenent are signed by the accountable officer
(unit manager). A copy signed by the responsible
repository official should be returned to the
unit for inclusion in the unit outgoing |oan
file.

The repository nmust neet the Departnental
standards for managenent of nuseum property as
outlined in the Departnental Mnual and al

addi tional bureau-specific standards.

Copi es of printed and/or automated copies of
catal og records should be provided to, and
mai ntai ned at, the lending unit.

When | ong-termloans are returned to the
originating unit, a Receipt for Property (DI-105)
or equivalent form conplete inventory, and
printed catal og cards and associ ated docunents
acconpany the returned nuseum property.

Long-term out goi ng | oans of archeol ogi cal objects

to repositories for curation and storage nust
neet the standards outlined in 36 CFR Part 79,
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"Curation of Federally Omed and Admi ni stered
Ar cheol ogi cal Coll ections.™

12) Long-term outgoing |loans are generally made for
periods of up to ten years.

13) Renewabl e outgoing | oans are subject to
conditions outlined in the outgoing | oan
agreenent or a cooperative agreenent, and should
include a regular nonitoring schedul e.

PURCHASI NG | NSURANCE FOR BORROWED MUSEUM PROPERTY

| f an uninsured, non-federally owned nuseum obj ect or
specinmen is | ost or damaged while in the custody of the
bureau, the owner can file a tort claimagainst the
government for the cost of replacenent. Coverage under the
Tort Clainms Act does not constitute insurance. The plaintiff
must prove that the governnment was negligent or commtted a
wongful act in order to receive a nonetary judgenent. The
procedures for tort clains are described in the Federal Tort
Cainms Act (28 USC 2671-2680), as anended.

The care given to borrowed nmuseum property shoul d be
consistent with the standards specified in the Departnental
Manual , Part 411. Despite the best preventive neasures,
however, |osses and danmage can occur froma variety of
unexpect ed causes such as fire, snoke, water, fl ood,
vandalism theft, or transit mshap. This section offers

gui dance on insuring nuseum property borrowed by the unit
from non-federal sources such as nuseuns, private owners, and
state or | ocal agencies.

| nsurance can be purchased to elimnate the need for |enders
to file a tort against the governnment in order to recoup

| osses on damaged or |ost nmuseum property. In addition, many
| enders require borrowers to obtain insurance as a condition
for a loan. Particular attention should be paid to the
insuring clause of the |oan agreenent to ascertain that

i nsurance coverage purchased is not |ess than the coverage
required by the | oan agreenment. All risk coverage, subject
to standard exclusions (noted in section 4d bel ow should
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nmeet or exceed requirenents of any | oan agreenent.

As a result of two Conptroller Ceneral decisions (17-CG 55
and 42-CG 392), the governnent is authorized to purchase

i nsurance when non-federally owned property is tenporarily in
t he custody of the Governnent:

"However, it has been held that where privately owned
property is tenporarily entrusted to the custody of the
Governnent for public purposes, the cost of insuring such
property nmay be paid from applicable appropriations.”
(17-CG 55)

1. Alternatives for Obtaining Insurance Coverage

There are two options available to units or bureaus for
i nsuring non-federally owned, borrowed nuseum property.
The first optionis to use the lender's policy and the
second option is to purchase private insurance.

2. Payi ng for | nsurance Preniuns

In either case, the unit or bureau pays the costs of

i nsurance coverage. One way units may pay insurance
premuns is by conpleting a Requisition (FormDI-1 or
equi valent; Figure 2.14). The contracting officer in the
unit can provide advice on the proper procedures.

Anot her way of paying the premumis to ask a unit's
cooperating association to purchase the insurance

(i.e., the association would pay the prem um but the
policy would list the unit as the insured). Cooperating
associations traditionally provide interpretive program
assistance to bureaus or units at the discretion of the
unit manager. Revenue fromthe fees collected by the
associations are returned to the bureau through their
regul ar donati on process.

3. Usi ng the Lender's Policy

Frequently, |ending nmuseuns prefer to maintain their own

i nsurance and bill the borrower for prem umcosts for the
period of the loan. |If a unit uses the |ending nmuseum s
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policy, it should ensure coverage by obtaining a waiver
of subrogation fromthe insurance conpany or by being
nanmed as an additional insured in the |ender's policy.
A subrogation clause in an insurance policy allows an

i nsurance conpany to recoup its losses by suing a third
party, not named in the policy, that may be responsible
for damages (e.g., packers, novers, or the borrow ng
nmuseunm). For exanple, in the case of a claimregarding
an object or specinmen on |oan to a unit, the insurance
conpany m ght pay the owni ng nuseum from whom a unit
borrowed an object, and later sue the unit.

One way to avoid this situation is for units to obtain a
wai ver of subrogation. In this case an insurance conpany
wai ves its right to subrogate against the third party.

An ideal statenment to look for in an insurance policy is,
"W won't attenpt to recover any |oss from nuseuns or any
ot her pl ace borrow ng covered property for exhibition."
(Phillip Babcock & Marr Haack, A New Easy to Understand

| nsurance Policy for Museum Col |l ecti ons, Washi ngton, DC
n.p. May 1981)

A second way to ensure that a unit is actually covered
when using the lending institution's policy is to request
to be naned as an additional insured in the policy. This
procedure puts the unit in the sane category as the
original holder of the policy, so the unit nmust conply
with the terns of the lender's policy. |In such a
situation, the unit nust be famliar with the terns of
the lender's policy. A copy of the certificate of

I nsurance namng the United States as an additional

I nsured should be delivered to the unit contracting
officer. A copy of the certificate of insurance shoul d
be placed in the | oan fol der.

Pur chasi ng an | nsurance Policy

When a unit decides to purchase private insurance to
cover borrowed nuseum property, the unit should ask the
agent for a nuseum property policy as listed in the Fire,
Casualty and Surety Bulletins (specialty lines Section
Fa- 1) published by the National Underwiters Conpany.
Agents often give nuseuns fine arts dealers policies, but
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the coverage is not as conprehensive as museum property
i nsurance.

| nsurance conpanies are flexible in nmeeting the needs of
potential customers, so do not hesitate to ask a conpany
to add the desired provisions.

Li sted bel ow are the standard features that units shoul d
| ook for when purchasing a policy for borrowed nuseum

property.
a. Limts of Liability

The limts of liability are outlined in the policy
and refer to the maxi num anount of coverage the
insured can collect. 1In other words, the maxi num
amount to be paid in the case of |oss or damages. In
the case of borrowed itens, the limts of liability
shoul d correspond to the actual dollar values of the
museum property as shown on the | oan agreenent.
Liability limts established at |ess than the total
value could result in problens to the unit in the
event of | oss or damage.

b. Wwall to wall Coverage

There should be a clause in the policy indicating
that protection for nuseum property is "wall to wall"”
or "nail to nail." This neans that property is
covered fromthe tine it leaves its normal repository
until the time of its return. Wth such a cl ause,
the policy is in effect during packing, shipping, and
for tenporary storage related to shipnent, as well as
during the period of the loan itself.

c. Perils Insured

Al'l policies should be "All-Risk." This phrase neans
that the insured is protected against all |oss or

damage arising froman external cause except damages
resulting fromthe specific exclusions listed in the
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policy.
Excl usi ons

Excl usi ons are contractual stipulations that deny
coverage for specific perils, persons, properties or

| ocations. The exclusions nust be spelled out in the
policy and understood by unit personnel.

St andard exclusions in nuseum insurance policies are
as foll ows:

I normal wear and tear (damage caused by usual
day-t o-day handl i ng);

gradual deterioration (the effects of tine);

i nsects, noths, and rodents;

i nherent vice (a quality in an object or specinen
whi ch causes it to deteriorate or to destroy
itself);

damage due to or resulting fromrepair,
restoration, or retouching;

nucl ear reaction, radiation, or radioactive
cont am nati on

! insurrection and war; and,
I governnent confiscation.

St andard excl usions can be negotiated if a particul ar
exclusion is not advantageous to the unit.

Wai ver of Subrogation

Any insurance policy that the unit purchases to cover
museum property it is borrow ng should state that the
right to subrogati on agai nst another nuseumis

wai ved. In order to maintain trust between
institutions, it is a courtesy for an insurance
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policy to state that the right to subrogation agai nst
anot her nuseum i s wai ved.

f. Valuation

Usually the lending institution, not the unit, wll
be placing the nonetary val ue on the nmuseum property.
However, the unit should ascertain to the best of its
ability that the stated value is reasonable. The

| ender and the unit should agree on the nonetary
figure used before signing a | oan agreenent. The

val ue should be the sane as the fair market val ue at
the tine of the | oan.

Units should note that the value of the insured
property may increase over tine and the insurer may
rai se the insurance prem um periodically.

g. Cains

The policy should detail procedures for handling
claims, including informati on on who shoul d be
notified after | oss and how soon after |oss
notification should be given. Do not accept a
stipulation that notice of |oss nust be nade

i medi ately after |oss or damage occurred.
Substitute the phrase "as soon as practicable.”

h. Deducti bl es

Deductibles are a feature used to cut costs. They
are comonly used by nuseuns insuring permanent

coll ections. Deductibles are not acceptable in the
case of borrowed nmuseum property. The full val ue of
t he object or specinen should be insured to protect
both the unit and the I ender in the event of |oss.

5. Property of the United States Gover nment

It is the general policy of the United States Governnent
to assune its own risks. Therefore units do not need to
I nsure nmuseum property borrowed from other bureau units
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or from other government agencies unless required by that
agency.

It should be noted that this general rule does not apply
to the Smthsonian Institution collections. Smthsonian
collections are held in trust by the Institution for the
general public (20 USC 41). Sm thsonian | oan agreenents
require of borrowers either: (lI) insurance to be carried
by the Sm thsonian and the premumbilled to the
borrower; (2) insurance to be carried by the borrower;
and (3) insurance waived if the borrower agrees to notify
(financially back) the Smthsonian for any and all | oss
or damage to the nuseum property.

The nobst conveni ent option for units borrow ng

Sm t hsoni an obj ects and/or specinens is to use the

Sm thsonian Institution policy. Such an agreenent is the
same as the one discussed in the Section on "Using the
Lender's Policy." The registrar of the particular

Sm thsoni an I nstitution nmuseum from which the nuseum
property is being borrowed should be contacted for

i nformation.

Departnent of the Interior bureaus may not waive
insurance if the borrower agrees to notify (financially
back) the bureaus for any and all |oss or damage to the
obj ect s because governnent enpl oyees are not authorized
to obligate government funds in advance of appropriations
(31 USC 665a, 35-CG-85). Therefore, insurance should be
pur chased.

6. Updati ng Existing | nsurance Policies

Units should review and update insurance arrangenents for
existing loans to determne if there is proper coverage.

FlI GURES
List O Figures
Figure 5. 1a | ncom ng Loan Agreenent
Figure 5.1b | ncom ng Loan Agreenent (Continued)
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Figure 5.3 | ncom ng Loan Fol der (Sanpl e)
Figure 5.4a bj ect and/ or Speci nmen Condition Report
Figure 5.4b bj ect and/ or Speci nmen Condition Report
(Conti nued)
Figure 5.5a Qut goi ng Loan Agreenent
Figure 5.5b Qut goi ng Loan Agreenent (Conti nued)
Figure 5. 6a Condi ti ons for Qutgoing Loans
Figure 5.6b Condi tions for Qutgoing Loans (Conti nued)
Figure 5. 6¢C Condi tions for Qutgoing Loans (Conti nued)
Figure 5.7 Qut goi ng Loan Li st
Figure 5.8 Qut goi ng Loan Fol der (Sanpl e)
Figure 5.9 Standard Facility Report
Figure 5.10 Request for Qutgoing Loan Extension
Figure 5.11a Cooperative Agreenent
Figure 5.11b Cooperative Agreenent (Conti nued)
Figure 5.11c Cooperative Agreenent (Conti nued)
Figure 5.11d Cooperative Agreenent (Conti nued)
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SAMPLE INCOMING LOAN AGREEMENT
(BUREAU AND UNIT NAME AND ADDRESS)

Unit Acronym and/or Identifier Incoming Loan Number

LENDER:

(Name of Lender) (Responsible Official)

(Box or Street)

(City, State, Zip) (Telephone)

In accordance with the conditions printed on the reverse the objects and/or specimens listed on the attached sheet are borrowed for the following purpose:
GExhibit GStudy GConservation GExhibit Preparation GCuration GStorage
GOther, describe:

for the period to
(from estimated time objects and/or specimens leave lender's custody until their return and receipt by lender; see "Shipping" below)

LOAN TYPE: GShort-term, or  GLong-term
CREDIT LINE

(for exhibition label and catalog)
INSURANCE: (see conditions on reverse)
GTo be carried by lender GTo be carried by Receiving Unit Glnsurance waived
GCertificate of Insurance required GWaiver of Subrogation required
SHIPPING: The following method of shipment is agreed upon: The objects and/or specimens will be shipped from address:

to arrive no later than and will be returned to the above address (unless otherwise
notified) by the following date: .
Shipment will be via

(Special packing and shipping instructions, if any, attached)

COST TO BE PAID BYBUREAU LENDER SPECIAL CONDITIONS
G G

Packing
Shipping G G
Insurance G G

On initiation of the loan, this agreement will be signed by both authorized parties and filed in the unit. On termination, the original is §igned by
the Lender and returned to the unit.

On initiation of Agreement:
| have read and agree to the conditions on the reverse.

SIGNED: Date:

Title:

Approved for the Bureau:

SIGNED: Date:

Title:

(Return Receipt Sent to Lending Bureau)
On Termination of Agreement:

All property covered by this Agreement has been returned in good condition, exceptions, if any, are listed shestached

SIGNED: Date:
(Lender or Authorized Agent)
Title:
Rel ease Date: 5: 35
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SAMPLE INCOMING LOAN AGREEMENT (continued)

CONDITIONS COVERING LOANS

Care and Preservation

1. The (Bureau Name) will give to objects and/or specimens borrowed the same care as it does comparable property of its own. It is understood by
Lender and borrower that all tangible objects and/or specimens are subject to gradual inherent deterioration for which neither party is responsible.

2. Evidence of damage at the time of receipt or while in Bureau custody will be reported as soon as practicable, to the Lender.

3. No alteration, restoration, or repair will be undertaken without the written authorization of the lender.

4. The Lender certifies that the objects and/or specimens lent are in such condition as to withstand ordinary strains of packing and transportation.

Transportation and Packing

1. Costs of packing and transportation will be borne by the Bureau unless the loan is at the Lender's request. The method of shipment must be agreed
upon by both parties.

2. Customs regulations will be adhered to in international shipments.

3. The Lender will assure that said objects and/or specimens are adequately and securely packed for the type of shipment agreed upon, including any

special instructions for unpacking and repacking. Objects and/or specimens will be returned packed in the same or similar manner as received unless
authorized by the Lender.

Insurance

1. Unless objects and/or specimens are covered by a specific insurance policy, Bureau liability for loss or damages will be subject to recovery under the
Federal Tort Claims Act (28 U.S.C. 2671-2630, as amended), if loss or damage occurs while in the custody of the Bureau and the loss can be proved
to be caused by negligence or wrongful act of the Federal Government.

2. On request of Lender objects and/or specimens will be insured by the Bureau under an all risk wall-to-wall fine arts museum collections policy subject
to the standard exclusions for the duration of the incoming loan agreement. Insurance will be placed in the amount specified by the Lender herein,
which must reflect fair market value at the time of the loan. If the Lender fails to indicate an amount, the Bureau will set a value for purposes of
insurance for the period of the loan.

3. If the Lender elects to maintain his own insurance coverage, the Bureau must be supplied with a certificate of insurance naming the Bureau and the
United States Government as additional insureds or waiving rights of subrogation. The Bureau shall not be responsible for any error or deficiency in
information furnished to the Lender's insurer or for any lapse in coverage.

4. In the case of long term loans, the Lender is responsible for updating insurance valuations.
5. The amount payable by an insurance policy is the sole recovery available to the Lender in event of loss or damage.
Photography

Unless otherwise notified in writing, the objects and/or specimens lent may be photographed by the Bureau for record, educational, catalog, and publicity
purposes. It is understood that objects and/or specimens on exhibit may be photographed by the general public unless otherwise stated in writing.

Ownership and Address Change
By signing the Agreement the Lender certifies that he is the legal owner of the described property. It is incumbent upon the Lender to notify the Bureau in
writing of any change of address. In case of change in legal ownership during the period of the loan, the new owner is required to establish his legal right by
proof satisfactory to the Bureau.
Return of Loans
The loan agreement may be terminated by either party given reasonable notice in writing. All notices to the Lender in regard to termination of the loan are
considered sufficient if sent by registered mail to the Lender at the address given in this record. Unless otherwise notified in writing, the Bureau will release
the objects and/or specimens only to the Lender. If Bureau efforts to contact the Lender, within a reasonable period following the expiration of the loan, are
unsuccessful, and no special arrangements have been made for the return of the loan, then the objects and/or specimens will be placed in storage at the
Lender's risk and expense. If after 1 year the property is not withdrawn, it may be deemed to become the unrestricted property of the Federal Government for
administration by the Bureau.

INSTRUCTIONS
ORIGINAL is signed by both parties on receipt of loan and by Lender on termination of loan; original is retained in unit file.

LENDER COPY is signed by both parties on receipt of loan and retained by Lender.

COPY 1 is signed by both parties on receipt of loan. On loan termination when original is sent to Lender for signature to acknowledge return of loan, copy 1
is retained in unit file as evidence of the transaction.

COPY 2 is signed by the unit. On initiation of the loan, if original, lender copy and copy 1 are mailed to Lender for signature, copy 2 is retained in unit as
record of the, as yet, incomplete transaction.

Rel ease Dat e: 5:37
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SAMPLE
OBJECT AND/OR SPECIMEN CONDITION REPORT

The Object and/or Specimen Condition Report is to be completed by unit curatorial staff and does not require specialized conservation training
specimen, general condition, characteristics, location of damage, and additional comments should be noted in the spaces below.

OBJECT AND/OR SPECIMEN:
DESCRIPTION:

CATALOG NUMBER:
CLASSIFICATION:

LOAN NUMBER:

Condition photograph: G Yes G No Photo numbers:

1. 2,
3. 4.
5. 6.
ASSESSMENT: Report completed by: Date:

Nameandtitle
Object and/or Specimen requires professional conservadf evdBibtmn:
Urgency of Conservation: GLow GModerate GHigh GUnknown
Overall stability: Stable. GYes GNo UnstableGYes GNo
Deterioration: Active: GYes GNo Inactive:GYes GNo
Extent of Deterioration: GLow GModerate GHigh
Problem: Limited:GYes GNo Extensiv€&Yes GNo

CURATORIAL PRIORITY: Check one or more below:
GOriginal to site GPeriod piece
GFor exhibit GFor study
GEndangered species GType specimen GFor outgoing loan

GEminent figure, resourceGV oucher
or event association  GRare
GOther (describe)

GENERAL CONDITION: Use abbreviations for locations and amount of damage listed on reverse.

Yes/No Location/amouny es/No Location/amount Yes/No L ocation/amount

New

G G abrasion G G discolor/faded G G overpaint
G G burn/charred G G discolor/stain G G pitting,
G G bleeding G G elements/loose G G sat deposit
G G break G G elements/missing G G split/stable
G G hrittle G Gfills G G split/unstable
G G bronze disease G G flaking G G soil
G G chipped G Gfraying G G tapéllabe
G G creased G G fungal damage G G tarnish
G G crack/crackle G Ghole G Gtear
G G corrosion G G insect damage G G tented/cupped/crazed
G G detached G activeG inactive G G unraveling
G G dent G Gloss G Gwarp,
G G desiccaied G G naillpin/staple G Gworn
G G digoined G G Other:
COMMENTS:

Rel ease Date: 5:43
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SAMPLE
OBJECT AND/OR SPECIMEN CONDITION REPORT (Continued)

TERMINOLOGY FOR OBJECT AND/OR SPECIMEN CONDITION REPORT

MATERIAL LIST:

ANIMAL: shell, coral, bone, ivory, antler, horn, hide, hair, feather, quill, or other
animal materials
HUMAN REMAINS: osteological, mummified, or artifactual
MINERAL: stone, ceramic, clay/mud/soil, metal, glaze, synthetic, or other mineral
materials
VEGETAL: wood, fibers, seeds, paper, or other plant materials

LOCATION OF DAMAGE: The zone and matrix system was developed for use with two-dimensional objects and/or spegimensand isu
locating and describing a defect. By visually dividing the object or specimen into nine zones the problem may be pinpointefl. Left and rig
the viewer facing the image or front of the object and/or specimen. The following codes are used in describing the condition or defect. Th
applied to three dimensional objects and specimens, but the viewer will have to carefully describe the orientation of the objgct or specimen
codes. Generally, the attributes of a three dimensional object or specimen are sufficient reference for pinpointing defects or] aspects of con
technique for orientation of a three dimensional object or specimen isto use "proper left" and "proper right" to refer to the I§ft and right sic
specimen.

L=Left R=right T=Top C=Center B=Bottom
LT CT RT
LC CcC RC
LB CB RB

AMOUNT OF DAMAGE:

GN = General (if defect is overall and scattéfed) Moderate
NG = Negligible MA = Marked
SL = Slight EX = Extreme

Rel ease Dat e: 5: 45
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SAMPLE
OUTGOING LOAN AGREEMENT

(Outgoing Loan Number)
Outgoing loans subject to conditions noted on the Conditions for Outgoing L oan attached:

OUTGOING LOAN TYPE: PURPOSE OF LOAN:

GShort-Term G Within Bureau G Outside Bureau forG Exhibit G Study G Conservation
G Exhibit Preparation G Other (describe):
OR

GLong-Term (Storage) G within Bureau G outside Buc@uifation G Storage
G Other (describe):

BORROWER NAME (INSTITUTION):
MAILING ADDRESS: (Department)
(P.O. Box or Street)
(City, State, Zip, Country)

SHIPPING ADDRESS:

(if different)
(P.O. Box or Street)
(City, State, Zip, Country)
RESPONSIBLE OFFICIAL: Title:
Telephone: () FAX number:

LENDER (LENDING UNIT NAME):
MAILING ADDRESS: (Unit Name)
(P.O. Box or Street)
(City, State, Zip)
RESPONSIBLE OFFICIAL: Title:
INITIATION DATE OF LOAN: TERMINATION DATE OF LOAN:
RETURN DATE OF LOAN:

MUSEUM PROPERTY: Objects and/or specimensincluded in Loan are described on the attached Outgoing Loan Agreement List

INSURANCE:
G To be carried by Borrower. G Insurance to be waived
Insurance company: G Other:
Policy No:

G Certificate of Insurance issued

SHIPPING/PACKING:
Museum property will be packed by: G Lender G Borrower G Other:

Method of Shipping: Outgoing: Return:
Charges to Borrower: G yeB&aribe:

CREDIT LINE:

Rel ease Dat e: 5:47
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SAMPLE
OUTGOING LOAN AGREEMENT (Contl nued) (Outgoing Loan Number)

SPECIAL CONDITIONS:
Accession Number(s):

List of Objects and/or Specimens (include object and/or specimen name(s), item count, catalog number, description, condition, and insujance valuation) &
through

REQUIREMENTS:

Cataloging:

Bureau Specimen Labels:
Storage Requirements:

Conservation:

Destructive Analysis:

Annual Inventory:
Access:

Third Party Loan:
Other:

ON INITIATION OF THISAGREEMENT: The undersigned is an authorized agent of the borrower. Signature acknowledges receipt of gl material in goc
condition or in condition as noted on this agreement, and indicates agreement to terms specified in this |oan agreement.

Date:

(Name and Title of Borrower's Responsible Official)
Date:

(Signature of Borrower's Responsible Official)

PLEASE SIGN BOTH COPIESAND RETURN THE ORIGINAL TO LENDER.
ON RETURN OF LOAN: The undersigned is an authorized agent of the lender. Signature acknowledges recgipt of all mat
good condition or in condition as noted on this agreement.

Date:

(Signature and Title of Borrower's Responsible Official)

Rel ease Dat e: 5: 49
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SAMPLE
CONDITIONS FOR OUTGOING LOANS

Complete blocks as necessary

A. GENERAL

1. ltistheborowe'sreponshility tobecomefamiliar withdipulaionscovaingthis
transaction.

2. Noloansddl leavetheBureauunitunil dl necessary pepawarkissgnedandin
the possession of the appropriate Bureau unit curatorial staff.

3. Noloanswill bemedeurtil documentationhesbeenrecaivedby the
Bureauunit,indudingaformd letter of request fromtheborover andanOutgaing Loen
Agreamat sgnedby bathparties A minimumaf 30cdendar daysshoudbedloved

between receipt of the letter of request and the beginning of the loan perio

4.  Ingedionsaf outgoinglongtemicens(storage) el bemedeat reglarintavels
at the discretion of the (Bureau Unit Name).

5.  Logtamoutgoingloansddl rameina thedesgnetedrepository uniil uchtime
asitisrepuestedby theBureauunitor uniil suchtimessthergpositary isunebletocarefor
theloaninacoordencewiththel cendipulations Thelcenmay beteminatedby ether
party, given3monthsnatice, or within 30daysif theBureauunit detleminestheloen
stipulations are not being met.

6.  Theborowinginditutionisnot permittedtomekethird perty loens Suchloen
requestsshall betrested asanindependent outgoing lcenand negatisted betweenthe
Bureau unit (lending unit) and the second borrowing institution.

7.  Borowe agesstoinar dl expansesrdaingtothislcenunlessothaewisenoted.

8. Musaumproperty will behandledonly by experienced, competent $&ff and

(Outgoing Loan Number)
11. Barowe agessnattousethemusaumpropaty inthisloenforcommeadd gan

12.  Ifloenedmeteid istobediayed, theBureaushdl beareditedfor dl materids
furnishedaspart of thisloan. Thecreditlineshall reed asnoted onthefaceof this
agreement. TheBureauisnot regponsiblefor thequality of thedisplay or fina
interpretation placed on objects.

13.  Shoudloss dameog or detaiorationooour, whether intransit arontheborrowe’s
pramises andregardessof whomey beresponsbletherefore it Shell bereportedassoon
aspradticable Takephatogrgphsand document damegewithdates nemes andather
el sof theoooumenoeand natify theunitinwaiting. Itisunderstoodthet any necessary
repairswill bearrangedfor or handled by Bureau g&ff, and that theborrower orits
insurancecompeny islisblefor dl cogtsresLitingfromdamege, indudingthecost of
%onservalion, for any reduction in value or replacement.

14. Theborowe sl provideaoopy, et noaost, of any pubicationfarwhichBureeu
objects have been lent.

15. Theborowe,intheevatdf adhengedf adress Sl providetheBuresuiunitwith
written notification thereof within 15 days of such change.

17. ___YES___ NO.Borrowerwill completetheAmerican Association of
Museums standard facility report.

18. __ YES___ NO.TheBureaurenuires a theexpenseof theborrower,an
inspection and approval of the installation by a Bureau staff member .|

B. COPYRIGHT RESTRICTIONS

1. Loanedmaeidsaresbjecttoresridionsoutlinedinthecopyrightlav of the

protected by appropriate means from improper and unauthorized hand”nq‘jnited States (Title 17, U.S. Code)

9.  Loensshdl bemadetoinditutionsandnottoindividuals Responsihility for
mesingthetamsagreedtointhisloenagreament ramainswiththeparsonsgningthis
agreement and the institution represented.

10. Musaumpropaty intheoutgoingloenagresmant medefor purposesof curation

2. Barowe will honorcopyright restridionsasthey goply tothecdledtionandwill

ensure that users obtain the appropriate copyright releases when using the collections.

and/or storage will be cataloged according to the Museum Property Handbook, Part I1.

Figure 5.6a Conditions for Qutgoing Loans (to be attached or
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C. INSURANCE

1. Allmaaid sl becontinuoudy andfully insureda thebormrower'sexpansefor
theamount pedfied onthefaoedf thisagreament, unlesswaived asonoted on theface
of thisform. Insuranceshdll bewll-to-waell, andinsuredagaingt &l risksof physicel loss
ordemegefromany edard causeswhileintranstandonlocationfor theentireduration
of theloen. Requiredinsurancemust bearrangedand agread tobyy theBureaubefore
museum property may be removed from Bureau premises.

2. Anylgssinoovaagearayfaluretoseoureinaranceandiorany inedionby the

4.  Ifirranceiswaved, thebomower agresstoindamify any anddl lossor damege
tothemusaumpropaty oacuming duringthecoursedf theloen, exogat forlossor damege:
resulting from inherent vice, war, and nuclear risk.

5.  Boroweayesstowavedl damsandrecoursesagains theBureauforlossor
damegetoparsonsor propaty aisngfromthisagreameant. Barower agresstodefend,
indemnify, and saveharmlesstheBuresufromal lighility, loss codt, or abligationon
aooount of or arigngout of any injury toany personor praparty of any kind, fromany
cauewhatever, inany way conmnectedwithborrower'suseof sadd praparty, induding
acceptance and re-delivery thereof.

6. LedngBueureavestherghttoinoessetheamount of coverang if reesonebly
justified.

7. LedingBueaumugtbendtifiedinwitingatlesst 200ayspriartoany canodlaion
or meaningful change in the borrower's insurance policy.

8. __YES__NO:If borrower holdsinsurancepalicy, borrower shdll, priorto
9.  __YES__ NO:Barowe sl provideBureeuwithacopy of thepalicy mede

autinfavor of theBureeufor thedurationof theloen. Thepdlicy shouldnemetheBuresu
unit as an additional insured.

D. HANDLING AND CARE

1. __ YES__NO:Methodsof gorageand exhibiionmust besubmittedand
approved by the Lender before shipment.

2. Bureaunumbarsandtagsonabjectsandior spedmensshdl notberemovedor
dtered. Borowe'slcennumbarsshl betemporaily plaoad pammenat numbasmugt

shipment of the loan, provide Bureau with a certificate of insurance.

SAMPLE
CONDITIONS FOR OUTGOING LOANS (Continued)

(Outgoing Loan Number)

natbeeffixedby theborowve. Noadhesves indudngtepeand pressresanditivelebds
may beussd Noadgjetandior pedmenmey bedhilled, punched, or ahawisemodified
for exhibition or other purposes.

E. SECURITY AND ENVIRONMENTAL CONTROLS

1.  Borowe sl providea dl times adequatessourity, personnd, and detection
devicesinorder topratect ojectsageingt risk of damene loss or dteriorationduetotheft,
vanddiam, fire amoke andwater. Adequateprotectionagaingtingsdts vamin, fungj,
mold, and pollutants must be provided.

Lender regarding notice will not release the borrower from liability for loss or damage.

2. Duingedihitionmusaeumpropaty mugtbedilayedinlodked ceses Musaum

3. Insurance values are confidential and are for the borrower's use onlypropaty toolagetoplacein casssmugt bepratected fromhending by ralingsandhave

sufficient distance to avoid touching by the public.

3. Musampropaty Sl bepratedtedat dl imesageing damegecausadby eqooare
todret anlight, utravidetlight, exoessvehumidity, or praximity tohegtingor codling
ources Toavoiddamegeby radiart heet, ojectsmust beindiredly lit by incandesoant
lightswhenonexhibit. Inorgenicmetaial shell bestored anddiglayed under gopropriete:
lightlevds Orgenicmetaidsdhdll bestoredindarkness andif viewed under fluoresoant
lights thelightsmust beequippedwitheffectiveuitravidlet filters Fororgenicmetaries
thet havebean peinted, dyed, or athawisetrested, thelightlevd whileondgalay or under
edtendedexaminstionmugt notexoasd S0lux; for ather orgenicmetarids theleve must
not exceed 150 lux.

4.  Ifthesecondiionscannatberm, thel ending Buresumugt beadvised, inwriting,
prior to the completion of the loan agreement.

5.  Temperatureandreativehumidity levelsaremonitored onadaily besis
Tempaaureismantainedat 18-20°C, natexceating24°C. Control megaLresarein
placetoprevart ebrupt dengesintemparature Rdativehumidity iscontrdledtoprevert
edramelevds(natexcasding68%6RH) andwidefludustions(not excesding +3%eRH par
month). Reaivehumidity levdsacoepteblefor themeterid andphysice locationof
adficobjet/gpedmentypesismeintained. Addtiond environmenid requiremanisare
attached. __ YES__NO
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F. CONDITION, ALTERATION, AND CONSERVATION

1. Eachdjedorgpaaimenddl ramanintheconditioninwhichitwesreodved. No
dyjedarpadmengrel beurframed, dsmantled, desned, consarved repeired retouched,
dssted, sampled, fumigeted, or athawisedteredinany way without theprior, written
pemissondf thelender. Noitemmey bephysicaly or chemicaly dteredinany wey, nor
shjededtotathnica examiretiond any type If suchdterationarexamingtionisdeamed
necessy for ressarch purposss theprocedureand theexpacted resLitsmust beoudined

2. BExchdjettorpadimenisconsdareditobeingoodcondtionunlessathawisenatsd
If damegeor lassisnatedat any timeduring duration of thel oen, it must bereportedin
witingtothelender. Shoulddamegeooaurintranst, dl peddingmetarid shoudbesaved
for inspection.

G. PACKING AND SHIPPING

1. Pakingandtrangportationshdll beby ssfemethodsdesigneted andgpprovedin
advanceby thelender. Borrower must comply withshippingand peckingingrudions
provided by theBureau. Cosisof shippingand peckingwill bepeidfor by thebomower
unlessothewisearanged. Lender wiill providepeckingmeteridsfor thelcen, andif
necessary, metaiaswill bepeidfor by barower. Unpecdkingandrepeckingmugt bedone
by equaienced parsond under compaiart supavison: Theloenghdll bergpeckedinthe
smemamg ssrecaved andwiththesamepedking metarielsif posshle unlessathawise
muiuely agresduponby lender andbarower. Al peckingmetaidsshoudbestored, if
possible duringthelcen pariodinaplacefully conditionedtothesametemparatureand

H. EXTENSIONSAND RECALL
1. Anyedasond thelcenpaiodmig berepuesedinwitingwithin 0 cdender days

o thelceneqaraiondeteand accompeniedby prodf of insurancecovaing thelcenfor the

2. Thelenderesavestheright toingoect or audit musaumproparty onloenonshort
natice if necessary. Shouldthelender desiretorecdl any of thelcenmetarid foritsoan
purposss, itmay dosoon30daysnaticetotheborrower. Loaned objectsmay be
withdrann without priorwrittennaticeif itisdeteminedthet they arerecavingimproper
care.

3. Borrower agresstogivethirty (30) dayswrittennoticetothelender if dectingto
cancel thisloan prior to the term of thisloan agreement.

I. ACCESS

1. Boroweragresstoprovideaccesstoorigind meterid only whentheindividud

SAMPLE
CONDITIONS FOR OUTGOING LOANS (Continued)

fully, and permission granted in writing by the lender prior to the alteration.

relative humidity as those under which the loan itself is stored or displayed@heorigind loenagreamentandacopy will besignedhy theauthorized dfficidsof the

period of the extension. Extension of thisloan will be made by written notice.

(Outgoing Loan Number)
reguesting access has exhausted other options, such as photographs d
2 Used aignd metaid will beresrictedtoag pavissd areaupongoproved goplication

andunder apavisond theBamowe'sgt&lf. Ressarcharswill besbjedttothelender’s
current user rules and restrictions.

3. Borrowerwill provideaooesstolender 32 or represantativesduring regular hoursof
operation.

4. Borower will enablethelender todatainorigind itemsor copiesthereof et cost from
the collection for use by the lender.

5. Barowerwill provideannual accesstothelending Buresuior unit meneger or hisher
representative for purposes of ascertaining the condition of the collec

6. Borowerissubject toBuresuiannud inventory proosduresesnotedintheMuseum
Property Handbook, Part |1.

J. PHOTOGRAPHY

Unlessathawiseagreedtoinwriting, noreproducionsarepermitted by theborrower
exognt photogrgphicaopiesfor condtionregpornts documantztion, andpubiaity usesrdated
to the stated purpose of thisloan.

K. INSTRUCTIONS
borover andthelendar. Thesgnedarigire of thelcenagreamartisreumadtothelender
andacopy isretaned by theborower. Thelcenwill natberd esseduntil thesignedicen

agreement has been received.

L. ADDITIONAL CONDITIONS:
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Figure 5. 6¢C

Condi tions for Qutgoing Loans (Conti nued)
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Figure 5.7 Qutgoing Loan List
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STANDARD FACILITY REPORT

Approved by the Registrars Committee
American Association of Museums, June 1988

4888888886888868888888888888888888888£888EEEEEEE

INSTITUTION:

Summary Remarks (For use by lending institution)

SUMMARY OF ATTACHMENTS _  Staff list _ Floor Plan with portable fire extinguishers and
("X" those attached): temporary exhibition spaces indicated
Exterior photograph

Brochure
Photograph of storage area used for_
loans

Instructions for Completing Evaluation Form
Borrowing Institufrdhin all information requested.
Lending I nstitutio@uestions providing key information begin at left margin.
Questions providing more detailed information are indented.
1. GENERAL INFORMATION

11 Mailing address

12 Street address

(if different)
13 Shipping address
(if different)
14 Telephone number Cable number
15 Telex number Telefax number

[For 24-hour emergency contacts, see attached staff list)

Figure 5.9 Standard Facility Report (First page only; see
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Section G 1.b.1 of this Chapter)
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SAMPLE
REQUEST FOR OUTGOING LOAN EXTENSION

(Outgoing Loan Number)
(Bureau Name) Lending Unit:

Address:
(P.O. Box or Street)
(City, State, Zip)
Responsible Official (Lending Unit): Title:

Responsible official (Borrower),
Borrower requests permission to extend the duration of the Outgoing Loan Agreement.

Origina Initiation Date of loan agreement: Original Termination Date of loan agreement:

Date of request:
Length of extension requested:

Extension granted
GYes GNo

Length of extension granted:

Extension granted by:

(Responsible Lending Officia)
Title:
Date:

Additional Conditions and/or Comments:

BORROWER NAME (INSTITUTION):

Address: (Department)
(P.O. Box or Street)

(City, State, Zip)

Borrower's Responsible Official: Title:
Telephone Number: FAX Number:
Rel ease Dat e: 5: 63

New



DEPARTMENT OF THE INTERIOR

DEPARTMENTAL MANUAL

Museum Property Handbook
(411 DM Vol une I1)

Chapter 5 Loans

Figure 5.10 Request for Qutgoing Loan Extension
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SAMPLE
COOPERATIVE AGREEMENT

Archeological Research and Curation of Objects & Specimens

UNIVERSITY OF XXX and BUREAU

ARTICLEI: BACKGROUND AND OBJECTIVES

This Subagreement No. X to Cooperative Agreement No. XXX between the University of and the Bureau
isfor the purpose of cataloging archeological objects and specimens recovered from (unit name).

Objectivesto this project are to:

1. Perform basic level preservation for excavated objects and records;
2. Number and catel og objectsandrenordsaocordingto Department of thel ntrior (DOF) Musaum Praperty Handbook, Pat Il (MusumDooumentztion), and
bureau-specific guidance;
3. Automate the necessary excavation, catalog, preservation, and inventory information according to DOI standards and Bureau pprocedures;
4. Maintain objects and records in secure, environmentally acceptable storage;
5. Produce computer-generated paper catalog cards, inventory, and selected reports.
6. Provide the unit with electronic backup (tape and disk) of the catalog database;

ARTICLEIl: STATEMENT OF WORK

1. The University agreesto:

a Perform basic level preservation for an estimated objects and records from excavations from
. Inpaticuar, thiswill cong st of removingexcessdirt andinaustationby washingand
mechanicd methods Advanoad methodsaf corsavationmugt hevetheprior goprovel of theContrading Offioar’s Tedicdl Represarntative

b. Rafomful catdogngforanetimeted djedsandassodated recordsfromexcavationsfrom . All catdoging
istobeper thedandardsasst forthinthe DOl Museum Rroparty Handboook, Pat 1 (MussumDocumentation) and Buresurspedificguidence
Cadogngmay bebyindvidud dgedt, or by ot assdeteminedby theproveniencelevd edablished by survey or excavationmethodsand
following prescribed procedures.

C. Enter therenuiredexcavation, catdog, andinvertory informetionasper the DOl MusaumRrapaty Handoodk, Part 1, and bureaurspedific
procedures.
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Figure 5.11a Cooperative Agreenent
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SAMPLE
COOPERATIVE AGREEMENT (Continued)
d. Place objects and records recovered from site in secure, environmentally controlled storage using methods and maerials supplied b
Bureau. All containers are to be clearly marked with the appropriate site information (in the case of scientific samples) aswell astr
catalog numbers (in case of individually cataloged objects and records). The primary storage areais to be monitorfed viarecording
hygrothermographs and the charts maintained on record.
e Provide the Contracting Officer's Technical Representative with two (2) copies of each catalog record, and three (3) copies of awor
inventory.
2. The Bureau agrees to:
a Provide the necessary technical advice necessary to support the preservation of excavated objects and records to Bureau standards.
b. Provide the necessary on-site training to university personnel required for the cataloging of excavated objects and fecords.
C. Provide appropriate chapters of the DOI Museum Property Handbook, Part |1, and Bureau-specific guidance.
d. Provide the catalog system records and user manual required to catalog and inventory excavated objects and recorfls.
e Provide the necessary on-site training to University personnel required for storage and maintenance of excavated gbjects and recorc
f. Pay the University on a cost-reimbursement basis for work performed. Total reimbursement for this Subagreemerjt shall not exceec
g. Make progress payments upon receipt of itemized invoices submitted by the University in accordance with the Bufeau General Pro
for Cooperative Agreements.
h. Make the final payment upon receipt of final catalog cards and inventory for objects and their associated records ffom excavations i
i. Assign the Accountable Officer as Contracting Officer's Technical Representative.
ARTICLE Il1I: TERM OF AGREEMENT
This agreement shall become effective upon signing and shall continueineffectuntil _~~~ (date).
ARTICLE IV: KEY OFFICIALS

The Accountable Officer of the Bureau through the unit manager shall be the key Bureau official .

The Director shall be the key official for the University of
shall have oversight responsibility of the University performance under this Agreement.

and will assume leadership in negotiation of this subagreefnent for the Univ
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Figure 5.11b Cooperative Agreenent (Conti nued)
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SAMPLE
COOPERATIVE AGREEMENT (Continued)

ARTICLEV: AWARD

to the Contracting Officer's Technical Representative. Computerized listings of expenditure prepared by the University for this project

ill be acceptable

This agreement No. is awarded to the University in an amount not to exceed $ . The University shall sub\{vit itemized invo

documentation and these supporting expenditures must be submitted with each invoice submitted for payment. Original field accountin
maintained at each University. The Contracting Officer's Technical Representative will certify that the work has been performed and pa]
certification will forward each invoice to the Contracting Officer for processing. The Contracting Officer will authorize and process pay
exceed $

Subsequent award assistance is subject to availability of funding and shall be made by modification if funds become available and arein

All provisions as set forth in the above referenced agreement apply to this Subagreement.

ARTICLE VI: REPORTS

Asrequired by the Curator.

ARTICLE VII: TERMINATION

This agreement may be terminated by either party in accordance with the General Provisions enclosed with Cooperative Agreement No.

ARTICLE VIII: REQUIRED COMPLIANCE

During the performance of this agreement, the participants agree to abide by the terms of executive Order 11246 on nondiscrimination aj

documents shal
ment isjustified
Iment to the Univ:

corporated hereir

IXXX.

hd will not discril

any person because of race, color, religion, sex, or national origin. The participants will take affirmative action to ensure that applicantsfare employed wit

their race, color, religion, sex, or national origin.

No member or delegate to Congress, or resident commissioner, shall be admitted to any share or part of this agreement, or to any benefit]
this provision shall not be construed to extend to this agreement if made with a corporation for its general benefit.

that may arise th
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Figure 5.11c Cooperative Agreenent (Conti nued)
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SAMPLE
COOPERATIVE AGREEMENT (Continued)
ARTICLE IX: PAYMENTS

Payments will be made on a basis upon approval of itemized invoices provided by the University.

IN WITNESS WHEREOF, each party hereto has caused this Interagency Agreement to be executed by an authorized official on the dayjand year set fortt

signatures.
BUREAU
Contracting Officer:
(Signature) (Date)
Accountable Officer:
(Signature) (Date)
UNIVERSITY OF
University Director:
(SignaturelDate)
Executive Vice President/Provost:
(SignaturelDate)
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Figure 5.11d Cooperative Agreenent (Conti nued)
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