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APPENDI X J:  MARKI NG AND NUMBERI NG MUSEUM PROPERTY

A

| NTRODUCTI ON

Museum property in the unit's pernmanent custody has catal og
nunbers applied directly to the objects and/ or speci nens.

The catal og nunber provides the critical |ink between the

obj ect or specinen and the catal og record. Wthout the
cat al og nunber the relationship between the object or
specinen and its associated data on the catalog record is

al nost inpossible to track. Loss of the catal og nunber | eads
to loss of accountability. Objects or specinens wthout data
| ose much of their significance and nay be rendered unusabl e
for research. (Objects and/or specinens that are in the
unit's tenporary custody, such as incomng |loans to the unit,
are never permanently marked. The |oan nunber shoul d be
witten on a tag attached to the object and/or specinen, and
not witten directly on the object or specinen.

The catal og nunber should be |egible and easily found, but
shoul d not be obtrusive; it should be highly durable, but
shoul d not be damagi ng. Placenent of the catal og nunber and
nmet hod of application should in no way detract fromthe
scientific, historic, aesthetic, or intrinsic value of the
obj ect or specinmen. In order to facilitate finding the
catal og nunber, the nunber should be applied in the sane

| ocation for objects and/or specinens of the sane type.

In addition to the permanent catal og nunber, a supplenentary
string-tie acid-free tag carrying the catal og nunber helps to
m nim ze handling of the object or specinen.

Whol e ceram c vessel s and baskets shoul d be | abel ed on the
exterior base, near but not precisely at the center or on the
start. Labels or nunmbers should not be applied over

di agnostic or potentially informative features. Sherds
shoul d be nunbered on the undecorated surface and chi pped
stone on unfl aked areas whenever possible. Nunbers should be
in proportion to the size of the object or specinen. The

per manent nunber shoul d not be placed on parts that are
easily renovabl e.

When an object is conposed of two separate pieces such as a
teapot and lid each part should be | abeled with the sane
catal og nunber and a conponent part designator. In the event
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the object is too small to be nunbered with the permnent
catal og nunber, it should be placed in a small vial,
partially opened pol yet hyl ene bag (so as not to create a

m cro-environnent), or an acid-free envel ope, and the catal og
nunber placed on the container. An additional tag carrying
the nunber nmay be placed inside the container. Containers of
| ot catal oged objects are nunbered and tagged in the sane
way. A single representative object froma |ot nay be

per manent |y nunber ed.

SPECI AL TECHNI QUES FOR CULTURAL COLLECTI ONS

1. Hunan Renmi ns

When applyi ng permanent nunbers to skel etal remains,
nunmbers shoul d be applied unobtrusively in order not to
detract from or disfigure, the material. It may,
however, be inappropriate to apply permanent catal og
nunbers directly onto culturally sensitive material s,
such as human skeletal remains. Were it has been
determ ned that human skeletal materials shoul d not
directly bear permanent catal og nunbers, the materials
may be placed in acid-free boxes, polyethylene bags,
vials or other containers. The containers, and not the
remai ns, bear the permanent catal og nunbers. Additional
tags bearing the catal og nunber should be attached to the
skel etal materials where possible.

Cabi nets housi ng human renmai ns shoul d be kept | ocked at
all times. Exteriors of boxes containing human remains
should only identify catal og nunbers of contents and not
obj ect nanmes. Human remains are not to be exhibited or
shown to casual visitors. Access nmay be subject to the
Native American Graves Protection and Repatriation Act of
1990. Access for study should be requested of the unit
manager in witing.

a. Cremations

Wher e possi ble, cremations should be stored in the
vessel in which they were found. To save wear on a
covered vessel, the covering vessel or lid may be
stored nearby rather than on the base vessel. The
burial vessel containing the cremation should be
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covered with a length of unbleached nuslin to

conpletely enclose the entire container. This is not
only an act of respect, but also protects the remains
from dust and unnecessary access. The catal og nunber
for the cremation itself and any other |abels shoul d

be | ocated on the vessel. The |abels should be on
acid-free, cerex tape, or Tyvec polyol efin.

b. | nhunat i ons

Wher e possi bl e, osteol ogical remains should be stored
i n acid-free containers of an appropriate size. The
bones of each burial should be stored together in the
sane container, and small bones should be grouped by
type within a polyethylene bag. Place the catal og
nunber on the base of the cranium inside of the
mandi bl e bone, on the innom nates, and on acid-free

| abel s in each bag. Place |arger bones at the bottom
of the box, small and nore fragile on top. For

i dentification purposes, place only the catal og
nunbers on the box exterior.

c. Skeletal Remains with Soft Tissue

Attach the catal og nunber to an acid-free |abel and
attach the tag to the mumrmy. Minm es shoul d be
stored in cabinets.

2. Paper

For paper itens, apply the nunber directly and

i nconspi cuously on the reverse side in the |ower right
corner using a nmedium grade pencil. Never use ink or
indelible pencils. Use HB, H or 2H pencils only. Mre
inportantly, wite lightly as bearing down hard with the
pencil may | eave an inpression. For books, place the
cat al og nunber inside the front cover, at the | ower edge
near the spine if possible w thout damagi ng the spine.
The nunber should also be witten on the | ower edge,

ri ght hand corner on the back of the title page.

3. Phot ogr aphi ¢ Negati ves

For phot ographi c negatives, do not mark the negatives
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directly. Rather, place the nunber on the acid-free
encl osures that hold the negatives.

Textil es

For rugs, costunes, linens, draperies, flags, and other
textiles, use permanent black ink to wite the catal og
nunber on white linen tape. After the ink has thoroughly

dried, sewthe tape to the textile. Use a small needle
and try not to pierce the threads of the textile.

If the itemis fragile or of open weave, such as | ace,
attach the tape with a small |oop of thread. The |inen
tape is sewn directly onto the textile with cotton
thread. The stitches should be noderately | oose and
attached to the warp threads of the textile.

Met hods of Appl vi ng Nunber

When sel ecting a nunbering nethod, consider the nature of
the material. WMake sure that |acquers and inks used to
apply a nunber, and solvents used to renove it, do not
damage the object. Make sure the area to be nunbered is
cl ean, and free of dust.

The proper |eft and proper right side of an object is
determ ned by the object's right and left side. Use
Arabi ¢ nuneral s wherever possible. To avoid possible
confusi on, nunbers one (1), six (6), and nine (9) my be
under |l i ned when nunbering objects or speci nens.

a. | nked Nunber

Apply a small rectangle of clear |acquer or white
acrylic on the object using a snmall artist's brush or
brush cap. Use clear |acquer on |ight objects and
white | acquer on dark objects. The |acquer is nade
of acryloid resin (Acryloid B-721TM and acetone, wth
titani um di oxide as the pignment for the white

| acquer). Make the |acquer priner snooth and neat.
Usually a spot |/8" wide by 3/8" long is sufficient.

Al'l ow the lacquer to dry thoroughly. Wite the
catal og nunber on the spot, using India ink and a
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crowui Il pen. Take care not to etch the catal og
nunber onto the object with the pen tip.

(Rapi dograph-type drafting pens are acceptabl e, but
are nore apt to snear.) Keep a small jar of ammoni a
and water handy for cleaning pen tips.

When the ink is dry, in about 10 m nutes, cover the
nunber with a coat of clear |acquer to protect the
nunber. The clear |acquer top coat should extend
just beyond the | acquer priner.

b. Adhered Numbers

Adhered nunbers are witten on archival quality

por ous paper and then adhered to an object with
acryloid B-721TM (e.g., to a basket). The paper is
porous to enabl e the adhesive to penetrate it. The
adhesi ve shoul d be tested before applying to ensure
it does not adversely affect the object surface or
conceal diagnostic information (e.g., do not adhere

| abel to the basket "start;" rather, attach it to the
side of the "start").

Renoval of Nunbers

The catal og nunber shoul d al ways be reversible
(i.e., renovable). However, renove the catal og nunber

only when absolutely necessary (e.g., if it is incorrect,
if the paint snears, or if the object is changed froma
lot to an individually cataloged item. |In the past,

shel | ac was used where clear |acquer is now being used.

To renpve shellac, use denatured al cohol. Use acetone to
renmove | acquer. Use cotton-swabs with very little
solvent, so that the dissolved material is carried into
the swab rather than diluted and absorbed into the

obj ect. Exercise care.

Previ ous catal og nunbers, fromfornmer owners, should be
left on the object if they are not likely to be confused
with the unit nunber, if they do not occupy space needed
for the unit nunber, and particularly if their renova
woul d damage the object. Retaining the nunber helps to
mai ntai n the docunentation of the object. Field specinen
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nunbers should not be renpved. |f previous owner's
nunbers are renoved, care should be taken to test for the
correct solvent before renoval. All previous nunbers

shoul d be recorded in the catalog information. The
advi ce of a conservator may be necessary if the marking
mat eri al does not yield to readily avail abl e and
appropriate sol vents.

| nappropri ate and Destructive Mthods of Mrking that
Shoul d Not be Used

Et ching, scribing, inprinting, stanping, engraving,
scratching, and other nmethods of marking objects are
irreversi ble and therefore unacceptabl e because they

permanently alter the object. Reproductions, however,
may be indelibly marked if the unit chooses.

Pressure-sensitive tapes should be avoided. Al sticky
tapes deteriorate (sone faster than others), and the
adhesi ve has a tendency to | eave a permanent stain. Such
tapes as cel | ophane, masking, plastic, and adhesive have
caused pernmanent danmage to nuseum nmaterials. Tape may be
removed on the advice of a conservator.

Epoxy and cenent should not be used to attach catal og
nunbers to objects.

Wre tags should be renoved. Any nethod of attaching
nunbers or labels to artifacts that uses a wire can cause
stains or rusting at the point of contact, corrosion
because of el ectrochem cal reactions, or abrasion.

Nai | -on tags nay be renoved after consultation with a
conservat or.

St apl es and/ or paper clips should be renoved.

Pai nt or ink should not be used on paper docunents that
are nmuseum property.

Speci al Techni ques for Large Objects

Large objects such as wagons, anchors, boats, trains, and
cars kept out-of-doors need especially durabl e nunbers.

J: 6 Rel ease Dat e:
New



Museum Property Handbook
(411 DM Vol une 11)
Appendi x J

The nunbers may be painted directly on the object using a
sabl e brush of an appropriate size for the object and
artist's oil paint (Cadm um Red is recomrended).

Trimm ng the hairs of the brush and thinning the paint
wth turpentine may be helpful. [If an error is nade, VM
Napht ha or turpentine may be used to renpve the paint
while it is still fresh. After the paint has dried

t horoughly, renoval nay be done only with a very strong
sol vent such as nethyl ene chloride, which should only be
handl ed by a conservator or otherw se qualified staff.

I nstead of solvents, painting over the nunber with
another artist's oil paint color and reapplying the
nunber is recommended. \Werever possible, place |arge
obj ects under cover of roof or canopy.

Locati on of Nunber

However applied, a catal og nunber should be easy to find,
| egi bl e, and durable. It should not permanently mar the
obj ect or specinmen or interfere with study. It should
not be directly visible when on display.

Pl ace the catal og nunber on the primary or non-renovabl e
part of the object where possible. Do not place the
cat al og nunber on the underside of a heavy object or

speci nen. The nunber should be easily found and | egi bl e,
yet not obtrusive; it should be highly durable, yet not
damaging; in order to facilitate finding the catal og
nunber, the nunber should be applied in the sane | ocation
for objects and/or specinens of the sane type. There are
several recomended ways of applying the catal og nunber
dependi ng on the type of object.

As a rule, the catal og nunber should be placed in the
sane |location on all objects of the sane type. Standard
| ocations for marking certain classes of nuseum objects
fol | ow.

Class of hject Location of Catal og Nunber

Ar nor I nsi de each el enent.
Basket s On base. Do not place in base center or
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on basket start.

On edge or on attached tag or place
object in clear vial container with
| abel .

On endpaper (bl ank |eaf inside front
cover), |ower edge near spine, and on

| ower edge, right hand corner on back of
title page. Loose pages shoul d receive
t he sane catal og nunber, but be nunbered
individually on reverse, |ower right.

On reverse side or handl ed as for beads.

On the underside, but avoid parts that
m ght be abraded when the object is
noved.

On the edge/rim Mnt condition coins
shoul d not be nunbered; nunber is placed
on contai ner hol ding the coin.

Attached to neckband or wai st band.
Nunber on textile tape sewn on costune.

Reverse, |ower right corner.

Back of neck or bottom of foot.

I nside trigger-guard or on the breech of
t he barrel opposite the |ock.

Reverse, |ower right corner of frame.
| f behind glass, the imge is renoved
and nunbered simlarly.

Near the inside top of the right rear
| eg; or for pieces without |egs, on
right side near rear corner. Heavy
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itens are nunbered on the right side/leg
at the base.

Quns, rifles, Lower right corner of butt.
and shot guns

Jewel ry Ri ght | ower corner on reverse side, or
affix nunber to cloth tape | ooped around
neckl ace.

Pai nti ngs Reverse, |ower right corner. Nunber

both stretcher and frane, because they
may get separated. Do not place nunber
on the front or back of the canvas. For
heavy franes difficult to renove from
wal I, use |l ower right corner on side of
frame. Nunber scroll paintings on
scrol |l knob.

Rugs, Reverse side, |lower right corner.
Tapestri es, Nunber on textile tape sewn on object.
and Drapes
Scabbard On reverse of the throat, at top, or
(absent a throat) on the body near
openi ng.
Scr apbooks Lower corner near spine inside front
and Al buns cover.
Scul pture At the rear of the base near the bottom
Swor ds, On reverse of the blade, on ricasso just
daggers, and bel ow t he counter guard.
kni ves

For Natural History specinens, refer to Section C of this
Appendi X.

bj ects too small to receive a nunber should be placed in
a small vial, chipboard tray, plastic bag, or acid-free
envel ope that bears the catal og nunber. For further

i nformati on on placenent of nunbers see Dudl ey, Dorothy
H and Wl kinson, Irma B., et al, Miseum Regi stration

Met hods, Washington, DC. Anerican Association of
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Museuns, 1979, pp. 57-63.

Speci al Nunbering Consi derations for Component Parts,
Pairs, and Sets

Al l catal ogers have faced the probl em of decidi ng whet her
to group a set or pair into one cataloging unit or to
catalog the itens individually. A sinple rule that
covers all situations is inpossible to wite. For
exanpl e, consider a silver service tea set or a 64-piece
set of china dinnerware. Are the pieces of the silver
tea service assigned different nunbers? |Is the entire
di nnerware set considered a single unit? The catal oger
deci des whether to group or split the objects for
nunberi ng purposes. The objectives to keep in mnd are
accountability, consistency, and integrity of the object
or group of objects and information about the objects.

The foll ow ng gui dance may be hel pful to the catal oger in
deci ding how to nunber conponent parts of single units,
pairs, and sets. Units may sel ect the nunbering nethod
fromoptions listed bel ow. Once an option has been

sel ected, units are encouraged to consistently use that
particul ar nunberi ng when catal ogi ng. Lot catal oged
itens follow a standard rule, as outlined in Appendix E.

a. Conponent Parts of Single Units

bj ects with conmponent parts are given one catal og
nunber. An object may be considered to have
conmponent parts under the conditions described bel ow.

1) The parts can be physically separated fromthe
obj ect.

2) The object is inconplete without its parts.
Conmponent parts of objects considered single
units, such as a teapot and a lid, are given one
nunber. Each conponent is individually narked
with the catal og nunber and an additional suffix,
such as |lower case letters (i.e., a, b, c, etc.),
to distinguish anong the parts. A matched pair,
such as a pair of shoes or a pair of gloves, is
given a single catal og nunber with each item
receiving a suffix of a or b.
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Sets are groups of objects intended to be used
together. |If the objects in a set are
essentially the sane, the entire set is catal oged
usi ng one catalog nunber with a | ower case letter
assigned to each itemin the set.

If the parts of a set are essentially different,
each part should be given a different catal og
nunber and each catal og record should reference
the catal og nunbers for the other itens in the
set. If individual objects within a set are of
particular intrinsic or nonetary val ue they may
be given individual catal og nunbers.

| f catal oging the objects individually would
destroy the integrity of the whole, for exanple,
by renoving the seal on a package of assorted
itens, then catal og as one unit.

In some cases a set of essentially dissimlar
itens may have sub-sets of identical itens. In
such conpl ex cases each different itemreceives a
di fferent nunber, but the subsets of identical
itens are catal oged with the sanme catal og nunber
using |l ower case letter suffixes. Ildentical

obj ects may al so be | ot catal oged.

When desi gnating catal og nunbers, catal ogers
shoul d al ways bear in mnd that greater use of

i ndi vi dual catal og nunbers nakes for greater
accountability. To ensure integrity of sets, al
associ at ed catal og nunbers should be cross-
referenced on each catal og card.

SPECI AL TECHNI QUES FOR NATURAL H STORY SPECI MENS

1.

Label s

Al'l natural history specinmens should have bureau-approved

nat ur a

hi story specinmen | abels conpleted by the

collector or specialist prior to catal oging. Wen
accessioning and cataloging is conpleted, the catal og
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nunbers are added to the specinen |abels using a
per manent, waterproof black ink and a crowquill or
r api dograph pen.

If a | abel has not been conpleted by the collector, the
catal oger nmay conplete it using data provided by the
collector and following instructions in this section.

A d | abel s should not be renoved from speci nens unl ess
they are danmagi ng the speci nen. The bureau | abel nerely
shoul d be added to the specinen. |If the old label is to
be renoved, it should be placed in the accession fol der
or catalog folder. dd |abels should never be discarded.

If an old label is clearly legible, remains attached to

t he speci nen, and contains much of the information
required on the bureau specinen |abel, the information
does not have to be transferred to the bureau | abel.

The catal oger nerely adds any additional or new

i nformati on, such as accession or catal og nunbers, to the
bureau | abel .

Each kind of natural history specinmen requires one or
nore standard | abels. Refer to Figure J.1.

Nunmberi ng and Attachi ng Labels on Natural History
Speci nens

Not all natural history specinens are marked with the
catal og nunber directly on the specinen. Standard
procedures are |isted bel ow.

a. Plant Specinens

For herbarium speci nens, the nunber is not marked
directly on the specinmen. A herbariumcollection
| abel placed in the |ower right corner of the

her bari um sheet is marked with the catal og nunber.

For nuts, large seeds, and wood speci nens, the nunber
Is placed directly on the specinen with pernmanent

bl ack or white ink, with a prinmer and protective
overcoat of clear |acquer.

For wet pl ant speci nens, the nunber is not marked
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directly on the specinen. The catal og nunber is
mar ked on a wet plant specinen | abel which is placed
inthe jar.

Vert ebrat e Speci nens

Vert ebrate bones may be nunbered wi th permanent bl ack
ink wwth a priner and protective overcoat of clear

| acquer. Nunbers should be placed in the center of
the | argest part of the bone, near the proximl end
of long bones, at the | ower back center of the skull,
or on the right and the left ranus (the hal ves of the
dentary bone have a tendency to separate over tine).
Smal | bones may be nunbered directly or placed in a
vial or box and the catal og nunbers witten on a vial
or box | abel which is placed in, or on, the
cont ai ner.

Fl at skins may be nunbered w th pernmanent bl ack i nk,
with a primer and protective overcoat of clear

| acquer. The nunber is witten on the reverse, on
the inside of the neck or |eg.

Fl at skins may al so be nunbered by witing the
cat al og nunber on a vertebrate specinen | abel, which
is attached to a hind leg, or for |arge skins,
attached through a natural opening |like an eye or the
nose.

Eggs may be nunbered with permanent black ink, with a
primer and protective overcoat of clear |acquer. The
catal og nunber is also entered on an egg box | abel
that is attached with PVA on the exterior of the egg
box.

For wet vertebrate specinens, the nunber is not

pl aced directly on the specinmen. The catal og nunber
is witten on a vertebrate wet specinen | abel which
is placed in the jar, and, a vertebrate speci nen

| abel which is tied to a hind foot or caudal peduncle
for fishes, through a nose or gill, or for sone
anphi bi ans and reptiles, around the body near the
head.

| nvert ebrate Specinens
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For insects, nunbers are not placed directly on the
speci nen. Catal og nunbers are witten on an insect

| abel. The insect is pinned using a rustproof insect
pin, and the | abel is placed at a standard hei ght,
bel ow t he specinen parallel to the insect's

| ongi tudinal axis and readable fromthe |eft side.
The coll ector nay have placed an additional | abel
indicating locality, collector's nane, and date on a
separate | abel, which goes bel ow an i nsect | abel.

Some other invertebrates (e.g., shells) may be
directly nunbered. Permanent black ink, with a
primer and protective overcoat of clear |acquer, is
used to wite the nunber on the interior, bottom or
reverse of the specinmen. An invertebrate |abel or

i nvertebrate specinen | abel is placed in the box with
t he speci nen and the catal og nunber is added.

For wet invertebrate specinens, the accession and
cat al og nunbers nay be added to the invertebrate

| abel or invertebrate specinen | abel and the | abel
pl aced in the jar.

Pal eont ol ogy

Pal eont ol ogy speci nens are nmarked usi ng per manent

bl ack ink, with a prinmer and protective overcoat of
clear lacquer on a flat, inconspicuous surface, where
it wll not wear off or obscure an inportant feature.
A pal eontol ogy | abel is placed with the specinen and
t he catal og nunber is added.

CGeol ogy

Rocks are marked using permanent black ink, with a
primer and protective overcoat of clear |acquer on a
flat, inconspicuous surface. A geology label is

pl aced with the specinen and the catal og nunber is
added.

M nerals are nunbered |i ke rocks. The catal og nunber
is added to a mneral collection | abel which is
pl aced with the object and/or specinen.

M cr oscopi ¢ Speci nens
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M croscope slides are nunbered on snmall paper |abels
gl ued on the slide.

g. Annotation Label

An annotation | abel is used when the specinen is
annotated (i.e., a specialist reviews the specinen
and indicates a judgnent concerning the correct
scientific nane). This nane may be the sane as that
originally on the label, or it may be different.

The label is attached to or stored with the specinen
I n the sane manner as ot her | abels.
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Name Name
Cat. No.
Cat No.
Acc. No.
Acc. No.
Locality
Locality
Formation
Collector
Mine: date
Coll. Ident. By
date: date
Donor:
date:
Acc.:
date:
MINERAL COLLECTION GEOLOGY COLLECTION
Unit Code Unit Code
Mineral Collection Label Geology Collection Label
Unit Code Cat. No. Acc. No.
M M (Genus) (Species) (Subspecies)
Prepared By Locality
M M
Collected By Date Measurements Age
Vertebrate Specimen Label
EGG BOX LABEL DESCRIPTION OF NEST
Unit Code
Cat.No. Acc.No. Coll.By
Genus
Species, Notes A.O.U. No.
Locality
Date Coll.
Ident. Incu.
Set Mark
EGG BOX LABEL
Egg Box Label

Figure J.1. Sanple Natural H story Labels
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