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A

| NTRODUCTI ON

| f the Bureau has disposal authority for nuseum property, the
fol |l owi ng deaccessi on procedures shall be followed unless
regul ati ons granting bureau disposal authority conflict, in
whi ch case those regulations will take precedence. Al
deaccession actions nmust hold to the principles of 41 CFR
101- 43 through 101-46. Deaccessioning (property termis
"disposal ") is the formal procedure whereby objects and/or
speci mens are permanently renmoved fromthe nuseum property
collection (411 DM 2.3F 6)). Exanples of deaccessions are
exchanges, transfers, and | osses. Each deaccession is
assigned a uni que nunber and docunented by an appropriate
deaccessioning form A bound deaccessi on book (see exanple
in Figure 6.1) and deaccession form (see exanple in Figure
6.2) recording all deaccession transactions and a deaccession
folder (see exanple in Figure 6.3) are nmandatory, and will be
permanent|ly maintained at the unit or at a |ocation
designated by the bureau. A report of survey nust be used to
docunent | oss, theft, damage, destruction, or abandonnent of
museum property (410 DM 114-60.8). Only nuseum property
owned by the unit free of restrictions and that has been
cat al oged as appropriate to the discipline, may be proposed
for deaccession. All deaccessioning actions nust be

revi ewed, approved or disapproved and signed by the
designated authority(ies). Al proceeds that are avail able
to the bureau from deaccession actions nust be used for
nmuseum property acqui sitions.

NOTE: The best deaccession policy is a good accession
policy. Al deaccessioning actions should neet the highest
standard of the nuseum profession, serve the best interests
of the Departnent and the people of the United States, and
mai ntain the confidence of the public trust.

1. Pur pose

Bureau accountability practices for nmuseum property
require proper docunentation of an object or specinen's
acqui sition through accessioning. Conversely, the books
shoul d be bal anced by noting when an object and/or

speci nen | eaves the bureau's ownershi p and cust ody

t hr ough deaccessi oni ng.
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Aut hority to deaccession museum property varies from
bureau to bureau. As part of, or a supplenent to this
Chapter, Bureaus should cite their museum property
deaccessioning authorities. As applicable, bureaus
shoul d anend ot her sections of the deaccession guidelines
to conformto their bureau's authorities.

Procedures for action in all of the deaccession
categories presented in this Chapter have been devel oped
to ensure that each deaccession action neets the highest
standards for accountability of nuseum property.

Consi deration has been given to the need for sone
flexibility for managers at all levels to efficiently
manage the resources in their care. Curatorial staff and
t he optional Miuseum Property Committee revi ew and
recommend proposed deaccessions to the bureau's
designated authority(ies) who approve(s) or disapprove(s)
a proposed deaccession action.

Definitions

a. Deaccession: (property termis "disposal"™) is
defined as the formal procedure whereby objects
and/ or specinens are permanently renoved fromthe
museum property collection. Exanples of deaccessions
are exchanges, transfers, and | osses.

b. Institution: non-Federal, non-profit, tax-exenpt
agency or corporate body (such as a nuseun) for
preservation, interpretation, display, or research of
natural resource specinens and/or cultural objects.

c. Curatorial staff: for purposes of these guidelines,
this termrefers to persons in each unit who have the
responsibility for museum property nmanagenent.

d. "Sending" & "Receiving" units: a unit that
deaccessi ons nmuseum property is terned the sending
unit. A unit that receives (and accessi ons) nuseum
property deaccessi oned by another unit is terned the

6: 2 Rel ease Dat e:
New



DEPARTMENT OF THE INTERIOR

DEPARTMENTAL MANUAL

Museum Property Handbook
(411 DM Vol une I1)

Chapt er

6 Deaccessi oni ng

3. Common types of deaccessions are as follows: (Bureaus
may identify other types).
I return to rightful owner. Refer to Section Din this
Chapt er.
I [oss or involuntary destruction. Refer to Section E
in
this Chapter.
I outside scope of collection. Refer to Section F in
this Chapter.
I NAGPRA conpliance. Refer to Section Gin this
Chapt er.
4. Summary of Dispositions for Museum Property Qutside Scope
of Collections in Order of Preference
a. Exchange wth or transfer to another unit nuseum
property collection in the bureau
b. Exchange with or transfer to another Departnent of
the Interior bureau nmuseum property collection
c. Exchange with or transfer to other Federal museum
property collection
d. Exchange with Non-Federal Institution
e. Sale to Non-Federal or Federal Institution
f. Donation to Non-Federal Institution
g. Sale to, or exchange with, individuals or entities
other than Institutions
h. Abandonnment and I nvoluntary Destruction
B. DEACCESSI ONl NG PROCEDURES
1. Intention at Tinme of Acquisition
Al l rmuseum property acquired should be consistent with
the Scope of Collection Statenment (SOCS) for the unit
(411 DM 2.3A(2)(a)). Ownership of museum property shoul d
Rel ease Dat e: 6:3
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not be acquired with the intent of subsequent

deaccession. Proffered nuseum property that is outside a
unit's SOCS may be referred to other units or
institutions either by contacting the unit directly or
referring the donor to other units directly. To accept a
donation with intent to deaccession nay cause the donor
to lose the tax deductibility of the donation, as defined
by the Internal Revenue Service.

Units should consult with interested or affected parties
prior to initiating a deaccession action as a matter of
courtesy and in conpliance with the requirenents of the
National Historic Preservation Act of 1966, as amended,
t he Archaeol ogi cal Resources Protection Act of 1979, as
anmended, and the Native Anerican G aves Protection and
Repatriation Act of 1990. A summary of these laws is
provided in Appendix A If the donation was nmade within
two years before the deaccession, the donor should be
notified in conpliance with Internal Revenue Service
requirenments.

Public I nterest and Trust

When museum property is proposed for deaccessioning, the
action and ensui ng process should in all ways be
supportable in the light of public scrutiny.

a. Law and Policy

Every deaccessioning action should be consistent with
relevant | aw and current Departnental and bureau

policy.

b. Public | nterest
Each acti on shoul d evi dence consi derati on of the need
to safeguard the Federal Governnent against | oss of

the value represented by the nuseum property and an
effort to keep the property in public ownership.

c. Enployee Interest
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Deaccessi oned nmuseum property (or financial interest
therein) shall not be acquired by any bureau

enpl oyee, nor shall any enpl oyee appear to benefit
personally in any way as a result of a deaccession
action and subsequent disposition [see 411 DM

2.3 6)(f)]. Additionally, deaccessioning should be
conducted in a manner that precludes any real or
apparent conflict of interest, as defined and
described in the Departnment of Interior regulations:
"Enpl oyee Responsibilities and Conduct,” (5 CFR Part
2635 and rel ated suppl ement).

3. Appraisals

Museum property has scientific, intrinsic, and/or
nonetary value. The dollar value constitutes only one
conponent in determ ning the value of nmuseum property,
and though it may not even be used in a given deaccession
action, the assignnment of nonetary value remains a
necessary and accepted nmuseum practice if the
deaccessioning process is to be acconplished creditably
and equitably and in the public trust. This is
acconplished in two stages:

a. Initial Informal Estimte

The curatorial staff nmakes an initial inform
estimate of the nonetary val ue of the nuseum property
to be deaccessioned. This may be done by reference
to current values recorded on the catal og record, to
apprai sals nmade prior to acquisition, or to current
mar ket sources (e.g., auction catal ogs, trade
journals, or references to verbal estimates from
deal ers). Some nuseum property (e.g., snmall manmma
study skins or common insects) has no narket val ue.
The val ue should be estimated itemby-item based on
a thorough review of current market prices.

The estimate(s) or witten references to verbal
estimates should be attached to the deaccession form
The net hod of determ ning nonetary val ue is noted
(e.g., market val ue).
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b. Formal Current Appraisal

After both the curatorial staff and the optional
Museum Property Conmmittee (if applicable) reconmend
museum property for deaccession, and this action is
approved by the designated authority, the property
shoul d be apprai sed by a recogni zed bureau speci al i st
or through a paid arnms-length appraisal. |If the

val ue of any individual itemis above a value to be
determ ned by the bureau (i.e., no less than $2, 000
and no nore than $5,000), two independent arm s-

| ength appraisals by qualified apprai sers should be
obtained. The appropriate bureau authority may al so
require a formal current appraisal to be nade,
regardl ess of specific dollar values as estinmated by
the unit, if there is reason to believe that it is
necessary or desirable. Appraisal costs are
generally borne by the unit initiating the
deaccessi on.

Li sts of appraisers can be obtained through the

Ameri can Soci ety of Appraisers or through curators of
simlar collections at other institutions. The
apprai ser personally exam nes the object(s) (at

"arm s-length"). Professional ethics dictate that an
appraiser is thereafter ineligible to acquire title
to, or interest in, any object(s) appraised.

Apprai sal s should be attached to the deaccession
form Refer to Museum Property Handbook, Volune I,
Chapter 3, Section D, for information on eval uation
of nmuseum property.

4. Docunent ati on

A permanent record of the deaccession and rel ated
docunentation is maintained at the initiating unit or at
a location designated by the bureau. Deaccession actions
are recorded in the deaccessi on book and on the
deaccession form Appropriate | egal docunents nust be
used to transfer title (ownership).

For every object and/or specinen permanently |eaving the
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museum property collection, there should be a deaccession
nunber assigned in the deaccession book, a conpleted
deaccession form and a deaccession folder. A bound
archi val deaccession book is also required. Al catal og
cards should contain a notation of the deaccession action
and of the deaccession nunber. Reports of Survey may

| ead to deaccessi oni ng.

a. Catal og Data

Al'l nmuseum property proposed for deaccessioning is
accessi oned and cat al oged as appropriate to the

di sci pline before the deaccessi oning procedure is
initiated. Docunentation should be adequate to
denonstrate that the unit knows precisely what the
museum property is, its significance, and its
intrinsic and nonetary value. This docunentation is

required in order to proceed with the proposed
action.

b. Deaccession Book (Figure 6.1)

The bound deaccessi on book contains a current
sequential |og of deaccession transactions that
docunents all mnuseum property proposed for
deaccession. The deaccessi on book nust include the
foll ow ng mandatory data [411 DM 2.3 6)(Q):

Deaccessi on nunber

Deaccessi on approval or di sapproval

Dat e deaccessi on approved or di sapproved
Di sposition

Dat e di sposition approved or di sapproved
Dat e deaccessi oned

Addi tional data categories are shown in Figure 6.1

Procedures for data changes, and preservation and
storage of the deaccession book are identical to
those for the accession book. Refer to Chapter 2,
Section D. Changes in data should be entered

adj acent to the original data wwth a single line
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drawn through the original data, if appropriate. Al
changes shoul d be dated and acconpani ed by a
si gnat ur e.

The deaccessi on book nust neet the sane physical
requi renents for permanence and security as the
accessi on book (see 411 DM Volune |1, Chapter 2).

c. Deaccession Form (Figure 6.2)

The deaccession activity should be docunented

t horoughly. Docunentation of the deaccession should
be recorded on a form devel oped for this purpose.
Copi es of the catal og data should be attached. Al
the mandatory data are included on the form

One informational copy of each conpl eted and approved
deaccession form (w thout attachnents) should be
filed with the appropriate office designated by the
bur eau.

d. Deaccession Folder (Figure 6.3)

A deaccession fol der nust be permanently nai ntained
for each deaccession at the unit or at a location
designated by the bureau. It contains one copy of
each conpl eted deaccession form and ot her pertinent
data. The folders should be made of archival quality
acid-free card stock.

5. Revenues from Sal es of Deaccessi oned (bjects and/or
Speci nens

Al |l ocati on

All revenues fromsale of museum property deaccessi oned
from bureau coll ections should be earmarked for use only
in acquisition of additional nmuseum property; refer to
411 DM 2. 33 6) (e).

6. Packi ng and Shi ppi ng

Sending units, that have responsibility for shipping
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C.

deaccessi oned nuseum property, should pack and ship the
property in a manner consistent with current nmuseum
practice, Departnental standards, and rel evant bureau
instructions. The unit should take all reasonable care
necessary to assure that deaccessioned property i s not
damaged or further deteriorated in transit. Costs of
shi pping are nornmally borne by the receiving unit,
institution, or person, unless agreed otherw se prior to
shi pping. Refer to Departnmental Miuseum Property
Handbook, Volune |, Chapter 8, for guidance on packing
and shi ppi ng nuseum property.

Approval of Deaccession

Al |l deaccessions must have the witten approval, by
signature, of the unit's designated authority(ies) on the
deaccession form Al deaccessions are recommended for
approval or disapproval by curatorial staff and the

opti onal Museum Property Committee.

Di sapproval of Deaccessi on

| f the deaccession proposal is disapproved by the
desi gnated authority(ies), the package goes to the
rel evant deaccession folder(s) as a pernmanent record.
The deaccession nunber is not reused.

MANDATORY DATA FOR TRACKI NG DEACCESSI ONS

1

Li st of Mandatory Data for Deaccessi ons

The foll owm ng mandatory data categories for each
deaccessi on action nust be maintained [411 DM

2.3 6)(9)]:

Deaccessi on nunber

Li sting of catal og nunbers and object and/or
peci nen nanes

Item count of objects or specinens

Val ue of each object or specinen

Desi gnated aut hority nane

Deaccessi on approved or di sapproved

e 1w e e () e
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I Date deaccessi on approved or di sapproved
I Disposition
I Disposition approved or di sapproved
I Date disposition approved or di sapproved
I Date deaccessioned
2. Deaccession Data Definitions

Deaccessi on Nunber

The deaccession nunber is the unique nunber given to the
transaction for accountability and tracki ng purposes.
The nunber shoul d be cross referenced with the accession
and/ or catal og nunbers.

Li sting of catal og nunbers and object and/or specinen
nanes

A listing by catal og nunber and object or specinen nane
assists in cross referencing information about the object
and/ or speci nen proposed for deaccessi oning.

Item Count of Objects and/or Specinens

A total itemcount of objects and/or specinens wthin one
deaccessi on transacti on.

Val ue of each bject and/ or Specinen

The val ue given by an "arm |l ength" apprai ser of the
obj ect and/or speci nen.

Desi gnat ed Aut hority Name

The nane, |ast nane first, of the bureau's designated
authority(ies) who approved or di sapproved of the
deaccessi on acti on.

Deaccessi on Approved or Di sapproved

Indicate if the bureau' s designated authority(ies)
approved or di sapproved the proposed deaccessi on.
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Dat e Deaccessi on Approved or Di sapproved

The nonth, day and year the bureau's designated
authority(ies) approved or disapproved of the proposed
deaccessi on.

Di sposition

The net hod of di sposal chosen.

Di sposition Approved or Di sapproved

Indicate if the bureau' s designated authority(ies)
approved or denied the nethod of disposition proposed,
indicate if an alternative disposition was approved.
Dat e Di sposition Approved or Di sapproved

The nonth, day and year the disposition was approved or
di sapproved.

Dat e Deaccessi oned

The nonth, day, and year the object and/or specinen was
officially renoved fromthe nmuseum property records.

D. RETURN TO RI GHTFUL OMNER
On rare occasions, a unit nmay possess museum property
acquired from previ ous hol ders who were not the |egal owners.
In these instances, the unit may be required to deaccession
and return the property to the rightful owners. Such
deaccessi ons shoul d be recomended for approval by curatori al
staff, the optional Museum Property Conm ttee, and approved
by the designated authority(ies).
1. Justification
A deaccession in this category occurs only in accordance
Rel ease Dat e: 6: 11
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with a solicitor's opinion, or by order of a court of
conpetent jurisdiction.

2. Procedure

Docunent ati on and packi ng and shi ppi ng of the deaccession
proceeds as outlined in Section B of this Chapter. A
copy of the opinion or court order should be placed in
the rel evant accession fol der.

E. LOSS OR | NVOLUNTARY DESTRUCTI ON

Museum property in this category has in conmon the
characteristic of "unintentional loss,"” in contrast to
pur posef ul deaccession. Exanples of nuseum property that
should be included in this category are those that are:

stol en and not recovered w thin one nonth;
vandal i zed beyond repair;

consuned or effectively destroyed by fire, flood, or
ot her disaster;

destroyed by biol ogical or chem cal attack; and,

not known to have been stol en, but which cannot be

| ocated within 30 days after a thorough search.

Deaccessi oni ng of m ssing nuseum property or unrecovered
stol en nuseum property should proceed with the awareness that
the property may, at sone tinme in the future, re-enter the
museum property system

A Board of Survey nust be appointed to investigate |oss,
damage, or destruction of Governnent property. The board is
required to conplete a report of survey docunenting the

i nvestigation and make recommendations as to the disposition
of the property and financial liability regarding the |oss,
damage, or destruction (410 DM 114-60.813). Copies of the
report of survey should be filed in the deaccession fol der.

| deal | y, deaccessions in this category never occur. A major
goal of nuseum property managenent is to prevent
opportunities for losses of this nature. Therefore,
deaccessioning in this category should be thoroughly revi ewed
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with an eye to reducing risks and preventing recurrence.

Refer to Volune | of this Handbook, Chapters 11 and 12 for
addi tional guidance in this area. Refer to Chapter 4 of this
Vol une, for the bureau' s designated authority's duties in the
event of a | oss.

1

Initiation of Action

The deaccession formis prepared by curatorial staff.
Attached to the formare copies of the rel evant catal og
dat a.

Reporting the Loss

If the loss is due to an incident that was reported, a
copy of all relevant reports are attached (e.g., |aw
enforcement report or report of survey).

Opti onal Museum Property Comm ttee Review

After a Board of Survey has convened and Report of

Survey, deaccession form and deaccessi on book entries are
conpl eted, the docunentation may be circulated to the
optional Miuseum Property Conmttee for review, conment,
and recomendati on. Review comments should focus on the
i kelihood of the loss being irretrievable and on
prevention of simlar losses in the future.

Bur eau Desi gnated Authority Action

The bureau designated authority receives the docunent a-
tion and reviews it for approval or disapproval.

a. D sapproval

The museum property remains "on the books;" the
deaccession action stops. Disapproval may be due to
insufficient verification of |oss, inadequate search,
or disagreenent as to the degree of damage to the
property. The docunentation remains in the
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deaccession folder as a permanent record. The sane
deaccessi on nay be proposed again at a later date, if
nmore justification is found.

b. Approval
Upon approval, the package of deaccession docunents
is processed follow ng standard deaccessi on
procedures outlined in Section B and in 410 DM
60. 802-2 and 60. 802- 3.

c. Corrective Action
In either case, the bureau designated authority may
order corrective actions to be taken to prevent
recurrence of the |oss.

Destructi on of Danaged Miuseum Property

Damaged museum property in the unit's possession that has
been deaccessioned in this category and proposed for
destruction, should have the subsequent destruction

W tnessed and attested to by the bureau desi gnated
authority and a nenber of the Board of Survey (410 DM
114-60. 806-6). This becones part of the permanent record
of the deaccession action.

Subsequent Recovery

If stolen or |ost nuseum property is |later recovered (or
di scovered) and returned to the unit's possession the
actions |isted bel ow shoul d be taken.

I Anote to that effect is nade in the accessi on book.

I The rel evant deaccessi on package in the accession

folder is marked "VOD," wth the date and signature
of the unit's designated authority (for the subject
nmuseum

property).

I The sane notation is nmade on the copy of the
deaccession formin the deaccession fol der, and
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notification is sent to the appropriate bureau
authority. Notations are also nmade on the accession
and catal og records.

I When known, the circunstances of the recovery shoul d
be docunented in the accession folder; this adds to
t he docunentary history of the nmuseum property.

QUTSI DE THE SCOPE OF COLLECTI ON STATEMENT

Absence of an approved Scope of Collection Statenent (SOCS)
pr ecl udes deaccessioning in this category.

Museum property may be considered to be in this category when
it is:

I not clearly within the tinme, area, and subject limts
defined in the SCCS; or,

it fits the SOCS but greatly exceeds the nunber of
i dentical objects and/or specinens recommended.

No nmuseum property added to the collection as the result of
systemati c archeol ogi cal study within the unit boundary may
be deaccessioned in this category [ Archaeol ogi cal Resources
Protection Act of 1979 (16 USC 470 aa-mm)]. These
site-specific collections, and their associated records, are
by Iaw and policy to be nmaintained intact as part of the
unit's resource, and therefore can never be outside the SOCS

Museum property that is owned by the bureau and/or unit may
be proposed for deaccessioning in this category. Miseum
property acquired with restrictions that are contrary to any
of the | egal dispositions of deaccessioned nmuseum property
(i.e., property nust remain at the unit in perpetuity) cannot
be proposed for deaccessioning. In this case, the unit
shoul d either keep the property or seek court approval for
removal of the restrictions.
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1. Ilnitiation of Action by Curatorial Staff

a.

Preparati on of Deaccession Form

A single formmay be used for one object or specinen,
for all nmuseum property in a lot wth one catal og
nunber, or for museum property in one or severa
accessi ons.

Cat al og Record

A copy of the catalog record for every object or
specinmen or lot in the deaccession should be attached
to the deaccession form Catalog data are needed to
support the proposed deaccession action and to aid in
t he subsequent disposition of the nuseum property.

| ndi vi dual or group phot ographs of the nmuseum
property may be desirable.

Appr ai sal s

Appr ai sal s should be attached or included with the
catal og data, when applicable. Refer to Section B of
this Chapter. The total value of the deaccession
shoul d be included on the deaccession form

Justification

A concise witten justification for deaccessioning
t he museum property is provided, making reference to
t he SOCS.

The curatorial staff nmay recommend a disposition for
t he nuseum property, pending approval of the
deaccessi on.

When strong justification appears to exist for making
a particular disposition that is out of the
establ i shed order of preference (see Section F.6

bel ow), the curatorial staff may so reconmmend and
provide the justification. |f a recommended

di sposition woul d renove the deaccessi oned museum
property from bureau custody w thout consideration of
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transfer to another area of the bureau, the

justification should be specific as to why it would

not be possible or desirable to make such a transfer.

Optional Museum Property Comm ttee Review

The optional Museum Property Committee revi ews proposed
deaccessi ons and nakes recomendati ons to the bureau's
designated authority(ies).

a.

Schedul e

The comm ttee should neet at intervals designated by
t he bureau.

Committee nenbers should have sufficient notice and
opportunity to review the deaccessi on proposal (s)
bef ore neeti ng.

Scope of Action

The deaccession information package is circulated to
t he optional Museum Property Committee for review and
coment on the justifications and the recomended

di sposition (comments to be attached on separate
sheets). The conmittee should review proof of
ownership of the nmuseum property, justification for
deaccessi oni ng, and proposed di sposition, if any.

The conmmittee may request further information during
its review, fromany sources consi dered necessary and
rel evant.

Recommendat i ons

The conmittee recommends the following with respect
to each deaccessi on:

I approval or disapproval of the deaccession; and,

I recommendations, if any, as to nethod of
di sposi tion.
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Desi gnat ed Aut hority Action

The bureau's designated authority(ies) for nmuseum
property receives the deaccession folder and, after
considering the staff and optional Miseum Property
Comm ttee's recommendations, may, in witing,

di sapprove any proposal, or approve the deaccessions.

Fol |l ow ng revi ew and consi deration of the recomrendati on
of the staff, and of the optional bureau Miuseum Property
Comm ttee, the designated authority approves or

di sapproves the recomended di sposition in witing and
returns the deaccession folder to the unit.

The di sposition may be nade according to the: preferred
order of alternatives (see Section F.5 below), or the
unit's specific recomended di sposition, or another

met hod sel ected by the bureau's designated
authority(ies), with witten justification.

| f the bureau has established a bureau Museum Property
Comm ttee the deaccessi on packages approved by the unit's
designated authority may be forwarded for review by the
bureau Museum Property Conmitt ee.

a. Approval of Disposition

Upon approval the package of deaccession docunents is
processed, followi ng steps outlined in B

b. Disapproval of Recomrended Di sposition

I n i nstances where the deaccession is approved but
t he reconmended di sposition is not, the deaccession
may be resubmtted with an alternative disposition
r ecomrended.

c. Disapproval of Deaccession
Di sapproved deaccessi on packages shoul d be returned

to the unit. If the deaccession is disapproved, a
witten justification should be provided.

6: 18 Rel ease Dat e:
New



DEPARTMENT OF THE INTERIOR

DEPARTMENTAL MANUAL

Museum Property Handbook
(411 DM Vol une I1)

Chapter 6 Deaccessi oni ng
4. Disposition Action
Approved packages are returned to the unit for
di sposition. |If a specific disposition has been
approved, or if a need has become known at a unit in the
sanme bureau, the unit may immediately effect disposition.
O herwi se, the unit should take steps to di spose of the
museum property according to the preferred order of
alternatives
5. Disposition by Preferred Order of Alternatives
(Caution: Bureaus nust have specific legal authority to
effect any of the follow ng dispositions.)
a. Ceneral
1) Location of Miuseum Property
Museum property covered by an approved
deaccession remains at the sending unit until
di sposition is conpleted. However, the nateri al
may be noved to a central repository if the
di sposing officer deens this step necessary for
care and di sposition.
2) Aggregating Deaccessions
Museum property from nore than one deaccession
may be aggregated to facilitate disposition.
b. Exchange with or transfer to Ot her Federal
Col I ecti ons
1) Survey of Bureau
The di sposing officer advertises throughout the
bureau to locate a place where the avail able
museum property fits the SOCS, is needed, and can
recei ve adequate care.
| f exchange or transfer can be effected within
t he bureau the sending unit docunents the action
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2)

3)

4)

and ships the nuseum property. The receiving
unit accessions the nuseum property according to
current bureau policy and guidelines for newy
acqui red museum property.

Survey of other Departnental Bureaus

| f placenent cannot be nmade within the bureau,
ot her Departnental bureaus are surveyed for
pl acenent .

Survey of Ot her Federal Departnents and Agencies

| f placenent cannot be nmade within the
Department, other Federal Departnents and
Agencies with nmuseum property are surveyed for
pl acement if the bureau has such di sposition
aut hority.

Mul tiple Opportunities

| f several opportunities for disposition are
avai l abl e, the material should be exchanged or
transferred to the collection that offers the
greatest ability to preserve the nmuseum property
and the greatest |ikelihood of exhibit or other
public benefit.

c. Exchange with Miuseum or siml|ar non-Federal
I nstitution

This step is taken following failure to place the
museum property in other Federal collections.

1)

Announcement

The di sposing officer uses all reasonably
avai l abl e neans to contact institutions that may
be in a position to make an exchange for
deaccessi oned nuseum property. The follow ng
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2)

3)

condi ti ons should be net:

I object/specinen(s) received should be of
museum qual i ty;

obj ect/speci nen(s) received should fit the
institution's (or equivalent) SOCS, be needed
for the nuseum property collections, and be
assured of adequate care at the receiving
unit(s); and,

t he exchange shoul d be equitable and in the
public interest.

Mul tiple Qpportunities

| f several opportunities for exchange are
presented, the choice nay be based on the
followng criteria:

I benefit to the bureau;
I ability of the recipient institution to
mai ntain and care for the nuseum property;
and,
I [ikelihood of exhibit or other public benefit.
Pr ocedur es
I f an exchange is effected, the sending and
receiving parties follow the procedures described

in Section B of this Chapter. A sanple exchange
agreenent is provided in Figure 2.16.

d. Sale to Museumor Sim |l ar non-Federal Institution

This step is taken only after failure to effect an
exchange with an institution.
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The di sposing officer uses all reasonably avail able
means to contact institutions that may be interested
in bidding for the deaccessioned itens.

Prospective bidders should be notified of the

ci rcunst ances of the bidding and have an opportunity
to review the catal og data and the objects or

speci nens thenselves. Notice of sale follows
procedures listed in (f) bel ow

Sal e should be by sealed bid and go to the highest
bi dder. Disposition of revenues shoul d be earnmarked
for use in acquisition of nmuseum property.

The conpl et ed deaccession i s docunented by the
sending unit, including sale docunments and the
procedures in Section B are foll owed.

e. Donation to Museumor Simlar non-Federal Institution
This nmethod of disposition is used only if sale to an
institution has not been possible.

The di sposing officer surveys institutions eligible
to receive the deaccessi oned museum property as a
donation, using all reasonable and appropriate neans.

| f several opportunities for donation appear, the
sel ections shoul d be based on:

I ability of the recipient institution to maintain
and care for the objects or specinens;

I [ikelihood of exhibit or other public benefit;
and,

I granting of right of first refusal to the
originating unit if the receiving institution
subsequent|ly decides to dispose of the material.

The conpl et ed deaccession i s docunented by the
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sending unit, including gift docunments. The packing
and shi pping procedures in Section B are foll owed.

Sale to, or Exchange with, Individuals or Entities,
ot her than Institutions.

Thi s avenue of disposition should be a |ast resort
only after all other nethods have fail ed.

1) Procedures

If directed to use this nethod of disposition,

t he di sposing officer may use procedures that
paral l el those for the General Services

Adm ni stration (GSA) for sale of surplus property
regarding length of notice, provision for review
of the museum property and sealed bid
requirenments.

The procedures may vary from GSA procedures in
the ways |listed bel ow

I Advertisenent should be in conmunities where
the museum property involved is |located, in
trade, craft, or hobby journals relevant to

t he museum property being di sposed of, and by

any other neans likely to reach prospective

buyers.

I Bidders may offer cash or itens in trade. The
di sposing officer may accept the offer believed
to be in the best interests of the bureau.

The di sposing officer reserves the right to

di spose of the nmuseum property by using any of
the previously nentioned nethods of

di sposition up to the day of the sale.

2) Proceeds

Funds fromthe sale should be used for
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acqui sition of nmuseum property.
3) Docunentation and Transfer

Sendi ng units docunent and ship and pack the
transfer. Refer to Section B of this Chapter.
Recei ving units accession objects and/or

speci nens and provi de care according to current
bureau policies and guidelines.

g. Abandonnent and Involuntary Destruction

This met hod of disposition can be ordered by the
bureau's designated authority. A certificate of
unservi ceabl e property shall be prepared under the
conditions outlined in 410 DM 114-60.802. It should
be approved and directed only after reconmendati on by
curatorial staff and the optional Miuseum Property
Conmttee, and after all other methods of disposition
have failed. Sonme natural history specinmens, with no
nmonetary, or potential historic or scientific value
need not be advertised. All deaccessions of any type
must be docunent ed.

Docunent ati on of disposition by destruction follows
the procedure described in Section B of this Chapter.
For museum property transferred to repositories, the
manager of the repository may witness the destruction
in lieu of the bureau designated authority.

G NATI VE AMERI CAN GRAVES PROTECTI ON AND REPATRI ATI ON ACT
Procedures wll be provided when avail able, in conformance
with the inplenenting regulations to be issued by the
Departnent in 1993.

H  FI GURES

Li st of Figures
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Figure 6.1 Deaccession Book

Figure 6.2 Deaccession Form

Figure 6.3 Deaccession Object and/ or Specinen List
Figure 6.4 Deaccession Fol der (Sanple)
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Date
roved | Deaccessoned

Date
Disposition
A

Disposition

Date

Date
Deaccession| Deaccession| Deaccession

SAMPLE
DEACCESSION BOOK

Deaccession
Number

Figure 6.1 Deaccession Book
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SAMPLE
DEACCESSION FORM
Genera
Deaccession No.: Date Deaccessioned  :
Item Count of Objects and/or Specimens: GList attached

Accessions Involved:
Deaccession Type:
G Return to Rightful Owner
G Loss or Involuntary Destruction
G Outside Scope of Collection
G Exchange G Transfer G Sale G Donation G Abandonment
G NAGPRA Compliance

Prepared By:

(Signature & Title) (Date)

Justification for Deaccession:

Cause of Loss or Abandonment:

Proposed Disposition:

Total Value: $ Estimate: $ Appraisal: $

Museum Property Committee

Deaccession Recommentissl:  No:_
Disposition Recommendlesk No:.__

Comments:

(Signature of Chair, Museum Property Committee) (Date)
Designated Authority

Deaccession: Approve.__ Disapprove___

Disposition:  Approve.___ Disapprove____

(Signature & Title) (Date)
Note: Attach required justifications.

Figure 6.2 Deaccession Form
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Figure 6.4 Deaccession Fol der (Sanple)
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