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APPENDI X M OPTI ONAL DATA CATEGORI ES FOR CATALOG NG CULTURAL
RESOURCES

The data categories contained in this appendi x were taken from
the foll ow ng sources:

Humanities Data Dictionary of the Canadi an Heritage Information
Net wor k, Docunent ati on Research, Publications Number 1, Revision
2, Docunentation Research G oup, Miuseum Services Division,
February 1988;

Museum | nf ormati on Retrieval and Docunentation System Nati onal
Museum of American Hi story, Science and Technol ogy and Cul ture,
Smithsoni an Institution, Washi ngton, DC,

"I nventory of American Scul pture,” National Miseum of American
Art, Smthsonian Institution, Washi ngton, DC;

"I nventory of Anmerican Paintings," National Miuseum of Anerican
Art, Smthsonian Institution, Washi ngton, DC;

A User's Guide to the Delos System A Conputerized Artifact

| nventory and Analysis System (Version 3.0), by Kathleen H
Cande, Sponsored Research Program Arkansas Archeol ogi cal Survey,
Draft Decenber 1990, University of Arkansas System Fayetteville,
Ar kansas;

O fice of the Curator, The Wiite House, Washington, DC, and,

O fice of Informati on Resource Managenent, Sm thsoni an
I nstitution, Washi ngton, DC.

A, H GHLY RECOMMENDED DATA CATEGCORI ES

The followi ng data categories are highly recomended for
catal ogi ng cultural resources, including archeol ogy

col l ections. Each bureau should select appropriate data to
suppl enent the nmandatory data in order to maintain a nuseum
I nformati on system designed to neet the bureau' s needs for

I nformati on and nmuseum property managenent. All categories
may contain nultiple entries. For exanple, an artist data
category can contain two artist nanes for the sanme work of
art (e.g., Rviera, D ego and Kahl o, Frieda).
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Bur eau Reqgi on and/or Area

Nane the adm nistrative region or area of the unit where the
object is cataloged (e.g., Rocky Muntain Region).

Catal og I nformati on

Provi de data on who identified and catal oged the object and
when, as foll ows:

I Identified By

Record the nane of the person who identified or classified
the object. The identifier may be the investigator,

coll ector, catal oger, or a discipline specialist.

I Identified by Date

Record the date the object was identified, in a standardized
order (e.g., MV DD/ YYYY, 04/23/1992).

I Cat al oged by

The nanme of the person catal oging the nuseum property shoul d
be noted. If there is room give the full nane and title
(e.g., Doe, Jane A, Curator).

I Catal oged By Date

Record the date the object was catal oged in a standardi zed
order (e.g., MV DD/ YYYY, 04/23/1992).

Cultural Affiliation (Munufacture)

Record the cultural attribution of the group of which the

i ndi vi dual who nmade the object is a nenber. These should be
obt ai ned from accessi on docunentation or derived from
research (e.g., Ukrainian, Finnish, African-Anerican, or
Hopi ) .

Cultural affiliation is established either through self-
identification with or assignnment by another (e.g., cata-
| oger) to a recognized ethnic or social group by descent,
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shared | anguage, val ues, and/or ideol ogy.

Cultural Affiliation (Use)

Record the cultural attribution of the group of which the

i ndi vi dual who used the object is a nmenber. Cultural use is
often different than intended use (e.g., a bottle opener
manuf actured i n Col unbus, Chio, USA, may be used in the

Hi ghl ands of New Guinea for neck or ear ornanentation). The
original cultural use of the bottle opener as a utensil has
been superseded by its latest cultural use as body

or nanment ati on

Cultural affiliation is established either through self-
identification with or assignnment by anot her

(e.g., cataloger) to a recognized ethnic or social group by
descent, shared | anguage, val ues, and/or ideol ogy.

Manuf act ur e

Gve the following informati on on the manufacturer
I Nanme of Manufacturer

G ve nane of conpany that nmanufactured object.

I Artist/ Maker/ Aut hor

| f known, enter the full name of the artist or nmaker of an

object (e.g., Edison, Thomas A'), or author of a book. If
attributed, enter as follows: Calder, Al exander (attrib).
The full, formal name of a group, that is a conpany,

corporation, governnent or judicial body or institution may
be given (e.g., Currier and Ives). Mdire than one Artist/
Maker/ Aut hor may be recorded.

Material s

List materials that nmake up an object (e.g., iron, bone, and
ivory).

Measur enent s
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G ve the dinensions and/or wei ght of object as foll ows:
I D nensions

Measurenents should be taken fromthe w dest, highest, or

| ongest part of the object, preferably in netric units. Al
measurenents in the sane series should be in the sane unit.
| f expressed as decinmals, the netric system shoul d be used.
If the value is less than one, it should be preceded by a
single zero. In general the |argest applicable neasurenent
shoul d be used (e.g., 1.06 mrather than 106 cm unl ess
deci mal accuracy would be lost). Refer to Appendi x K for
uni form techni ques for recordi ng di nensions and wei ghts.

I Wi ght

Al'l measurenents in the sane series should be in the sane
unit. Refer to Appendix K for uniformtechniques for
recording weights. In the case of |ot catal oged naterial the
catal oger decides if it is appropriate to weigh the entire

| ot, nmeasure a diagnostic or representative object, or not
measure any object within the |ot.

hj ect Date

The date of an object may be nodified as foll ows:
I Probabl e

Indicate if the date is probable, or possible (e.g., use a
guestion mark "?" or create a yes/no field).

I Circa

Crca denotes an approxi mate date of an object (e.g., circa
1920).

I Begin

Record the earliest date attributed to the object. All
entries are presuned to be AD (Anno Dom ni) unless indicated
by a BC (Before Christ) or BP (Before Present) entry prior to
the date. Information derived fromreading and research
shoul d be docunented and noted as "attri buted”. Wen dating
a visual inmage (e.g., photographic inmage), the date when the

M 4 Rel ease Dat e:
New



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

I mge was originally taken or nade shoul d be docunented and
not when the copy or print was made. |If pertinent, include
I nformati on on how the date was obtained (e.g., C 14 or
dendr ochronol ogy). Wen catal oging a book or printed inmage,
the date of printing, date published, and date copyrighted
shoul d be used.

1 End

Enter the |l atest possible date attributed to the object. Al
end dates are presuned to be AD (Anno Domi ni) unless

i ndicated by a BC (Before Christ) or BP (Before Present).
Use only information derived from substanti ated research and
docunent ati on.

Oiginal to the Site

Record a yes or no in this data field to indicate if an
object is original to the unit. For exanple, in a historic
home objects of the period are displayed. Sone are original
to the historic home while others are period pieces used to
replicate objects that are no | onger there.

O her Nunbers

Record ot her nunbers assigned to the nuseum property being
cat al oged, such as field nunbers or catal og nunbers of a
previ ous owner or catalog system |If known, indicate the
source of other nunbers or give the nane of the person or
institution that assigned them For discussion of retention
or renoval of previous owner's nunbers, refer to Appendix J.

Preservation Priority

Indicate if the object is in need of conservation treatnent
(this is often done through use of a coded nunerical raking).
Restrictions

| ndi cate whether the object is restricted (e.g., restrictions
may pertain to use, copyright, future disposition, display,
or human skel etal remains).
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School / Styl e

Record the recogni zed school or style of the object.

Site of Manuf acture

Enter the location where the object was made. This
informati on may be provided by the source of accession,
derived from associ ated docunentation or research, or noted
on the object itself. This information is further
categorized in the follow ng data fields.

I Country

Nane the political or geographical entity in which the object
was originally manufactured. The appropriate entity nane
shoul d be cont enporaneous with the tine period in which it
was made. Enter USA if the object was docunented as being
made in the United States of Ameri ca.

I State

Nane the state in which the object was determ ned to be made.
| f the object was made in the USA, enter the Postal Service
two-letter abbreviation for the appropriate state. Refer to
Appendi x J of this Volune of the Handbook.

I County

Record the county, parish, or other legal jurisdictional
unit. The Federal Information Processing System (FlPS)
county list may be used as a reference. Refer to Appendix G

I Pl ace Nane

I ndi cate the place nane and nodifiers (e.g., Apache

Wells), or the city or towmn as recogni zed by the U S Post al
Service. The nost specific information avail able should be
used.

I O her

Record any specific information about the | ocation of
manuf acture that has not been docunented in the preceding
categories (e.g., Wdgewod Factory or Arns International).
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I Collection Unit

If collected in a bureau unit, enter the unit (acronym or
identifier) in which the object was coll ected.

Title

Record the title given to artwork or literature (e.g., "Venus
De M1 o" or David Copperfield).

B. OPTI ONAL DATA CATEGCRI ES

Abori gi nal Nane

Provi de the nanme given to object by aboriginal makers or
users (e.g., olla).

Al phabet s
Desi gnate the | anguage of inscriptions.

Alternate (bject Nane

I ndi cate alternate nanes for objects. For exanple:

I jar
1 vessel

Alternate Site Nane

I ndi cate additional or alternate site nanme(s), if applicable.

Artist/Maker/Author Birth Date

Enter the date the artist (rmaker/author/designer) was born.

Artist/ Maker/ Aut hor Death Date

Enter the date the artist (naker/author/designer) died.

Artist/ Maker/ Aut hor Gender
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I ndi cate the gender of the artist or author.

Artist/Maker/ Aut hor Nationality

I ndi cate the citizenship of artist (maker/author/designer).

Artist/ Maker/ Aut hor Period Associ ation

I ndi cate the broad historical or chronol ogi cal period
desi gnations which nmay cover the lifetinme of the arti st
(maker/aut hor/designer) [e.g., Cubist or WPA]).

Associ ated Event

Record any specific events with which the object is
associ at ed.

Associ ated History

I ndi cate the history of the novenent of the object since it
was produced or created, and before it came into possession
of the unit.

Associ ated Strati graphy

Enter the mcro stratumin which the object was found in an
archeol ogi cal site.

Base Form
I ndi cate the formof the base (e.g., concave or facetted).

Base Length

Enter the neasurenent of the length of the base of the item

Base Thi ckness

Enter the neasurenent of the thickness of base of the item

Base Wdth

Enter the neasurenent of the width of the base of the item

Body Form
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I ndi cate the formof the body of the item(e.g., excurvate or
I rregul ar).

Body Thi ckness

Enter the nmeasurenent of the thickness of the body of the
i tem

Bondi ng Agent

I ndi cate the bondi ng agent used in the production of the item
(e.g., mca clay or bone ash).

Br and Nane

Record the brand nane of a manufactured product.

Car bon Nunber

Enter the anmount of Carbon 14 remaining in the sanple.

Cat al oger Renar ks

| ncl ude any remarks made by the catal oger concerni ng any
field on the catal og card.

Ceranm c

I ndicate the type of nodified and fired clay (e.g., adobe,
greenwar e, bizenware, or brick).

G rcunf erence

Enter the overall circunference neasurenent.

Col | ecti on Techni que

Exanpl es of archeol ogi cal collection or recovery techni ques
are:

I dry screen
I trowel sorted
I point plotted artifact
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I water screened
met al det ect or

Col or

I ndi cate the color(s) represented in the item

Col or Ref erence

I ndicate the color reference used for the col or eval uation
(e.g., Munsell Color Chart).

Conponent Part ldentifier
Enter the nanmes of the conponent parts of the item
(e.g., teapot and lid).

Concrete

| ndi cate the type of nodified stone (e.g., cinder block,
gunite, or fiber glass cenent).

Condi ti on

St andar di zati on of condition assessnents is advisable; the
followng definitions are recomended. Definitions of
conplete, inconplete, and fragnentary are not applied to
archival collections.

I Conpl ete: 100% of obj ect present
I I nconpl et e: >50% and <100% of obj ect present
I Fragment: <50% of obj ect present

Not e: > means greater than

< neans | ess than
< nmeans equal to or less than

For stability the followng criteria may be used.

I Excellent: no damage or deterioration

1 Good: m nor damage and no active deterioration

I Fair: sone damage and/or slow but active
deterioration

! Poor: signi ficant damage and/or active

deteriorati on
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Connectors or Connecti ng Techni ques

This category can designate how certain joint parts of an
obj ect are held together.

Exanpl es of Techni ques:

hi nged
pegged
screwed
sol dered
stitched

Exanpl es of Connectors:

band

clip, paper
nut and bolt
stapl e

Si new
string

Conservation File Nunber

This is a cross referencing nunber for separate conservation
i nformation.

Conservation Treat nent Dates

Enter the date(s) of conpleted conservation work on the
obj ect .

Conservat or Remar ks

Enter information noted by conservators either on proposed or
conpl eted conservati on worKk.

Cont ai ner Contents

I ndi cate the contents of the container cited in object nanme
(e.g., seeds or olive oil).

Dati ng Labor atory Nane/ Nunber
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Enter the | aboratory nanme and the nunber or code of the
sanple or itemcited in the object nane field.

Dati ng Techni que

Site the dating technique used to date the object.

Dati ng Techni que Renar ks

I ncl ude i nformati on concerning the dating technique.

Decor ati on

Record if decoration is different for manufacture, or for
style. This may include specific and unique decoration to
t he individual object.

Decorative Mtif (Exterior)

| ndi cat e non-functional decorative notifs (e.g., floral or
grape clusters).

Decorative Mtif (Interior)

| ndi cate non-functional decorative notifs on the interior
surface (e.qg., floral or chevrons).

Dept h
Enter the overall depth neasurenent of the item either the
per pendi cul ar neasurenment downward fromthe surface

(e.g., internal depth of a hollow), or the neasurenent from
the front surface to the rear of an object (e.g., furniture).

Desi gn
Record any distinct design fromthe naker or decorator.

Di nensi ons Renar ks

I ncl ude any remarks concerni ng the physical dinensions or
coments on partial or questionabl e dinensions.

Em nent Fi gure Associ ation
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Provi de the nanme(s) of any em nent individual (s) known to be
associated with the object.

Exhibit H story

Enter a chronological |ist of exhibit |ocations or
institutions in which the object has been displ ayed.

Face

Indicate if the object is unifacial or bifacial in reference
to chi pped stone artifacts.

Fi ber

I ndi cate the type of nodified fiber (e.g., bark cloth, cheese
cloth, henp, nylon, jute, raffia, silk, or velvet).

Forner Title

Enter title of artwork considered to be a former title.

Gender Associ ati on

Record itenms with clear gender associations, such as a burden
basket .

I Uni sex

I Fenal e, Wnan
' Female, Gl

I Mal e, Man

1 Mal e, Boy

I Infant, Grl
I Infant, Boy

CGener al Subj ect

ldentify the thematic subject classification (applied to
artwork and works on paper). Refer to the entry under
Subj ect/ Thenme. Exanpl es i ncl ude:

I | andscape
I portrait

Geopolitical ldentity
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I ncl ude the object's association with a particul ar
geopolitical identity (e.g., Kenti Cloth or Anmerican Flag).

d ass

If the object is nmade of in part or total of glass, indicate
the type (e.g., crystal glass, mrror, or Venetian gl ass).

GSA Codes

GSA geogr aphi cal codes provide nuneric codes for states and
countries.

Heat

I ndicate if the object shows evidence of heat nodification.
Hei ght

Enter overall height nmeasurenent.

| age Hei ght

For paintings, drawi ngs, prints, and posters, enter the
hei ght neasurenent of the dom nant image wthin the
conposi tion.

| age W dth

For paintings, drawings, prints, and posters, enter the width
measur enent of the dom nant inmage within the conposition

| ndi cat ors

This termrefers to nuneric characters that nmay be assigned
at the beginning of sone data fields to indicate additional
informati on about that field available in other data base
syst ens.

| nscription

Record any inscription that appears on the object.

| nscription Transl ati on
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I nclude translation of inscription fromone | anguage to
another (e.g., Spanish to English).

| nsi de Di aneter

Enter the inside di anmeter neasurenent.

| nventi on

Information related to inventions may include the follow ng
nunbers.

File Nunber (U.S. Patents):
nunber assi gned when patent is filed at the U S. Patent
Ofice.

Pat ent Nunber:
nunber assigned when patent is granted.

| ssuance

I ncl ude objects or clothing that have been issued either from
government al agency or services or other formalized groups or
institutions. Sone exanpl es may be:

coi ns

st anps

mlitary uniforns

formof institution by/for which issued
governnment al , Federa
governnental, State

navy

ar ny

mari nes

coast guard

private

private, bank

title of holder of issuance

Joint Parts

| ndi cate the nunber of parts of an object that are physically
joined at the tinme of catal oging.

Language
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I ndi cate the original |anguage in which the text was created
(e.g., Portuguese).

Lengt h
I ncl ude the overall |ength nmeasurenent.

Li p D aneter

Enter the dianeter of the lip of the item

Li p Thi ckness

Enter the thickness of the |ip of the item

Location of Modification Through Use

Cite the location on the itemof structural or visual
nodi fications made through its use or adaptation over tine
(e.g., lower right corner).

Mar ki ng/ I nscri ption

| ndi cate any di stingui shing markings or inscriptions on the
itens (e.g., maker's mark).

Mar ks

Not e any decorative or identifying marks, including nmakers
mar ks.

Measuri ng Devi ce Used

Descri be the nmeasuring device used to obtain certain
measurenents whil e catal ogi ng. Exanpl es include:

I bal ance
! neasure, tape
I calipers, electronic

Met al

Indicate if the object is part or in total nade of netal,
(e.g., brass, chronme, alum num titanium wre, or zinc).

M 16 Rel ease Dat e:
New



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

Mbdi ficati on Through Use

I ncl ude data indicating the nature of structural or visual
change to an itemthrough its use or adaptation over tine
(e.g., a broken projectile flaked into a scraper or a biface,
or a bottle neck adapted to a candl e hol der).

Nat i onal Reqi ster

Indicate if the object is associated with a |ocation on the
Nati onal Register (e.g., nom nated | ocation, proposed

| ocation, designated |ocation, or renoved | ocation).

Neck Form

Form of the neck of item (e.g., banded or grooved).

Nunber of Conponents

The nunber of conponent parts that constitute a single item

Nuneric Size

Maker's or nmanufacturer's size, comercial nuneric size of
items (e.g., dress size 7-8).

O d Description

Record verbati mthe description of the object taken from an
ol d catal og card.

Oigi nal Owmer Renarks

| ncl ude any associated folklore or famly history.

O her Arti st/ Mker/ Aut hor

| ndi cate when nore than one artist or author created the
wor K.

O her Artist/Miker/Author Nationality

Ctizenship of additional artist (maker/author/designer).

O her Size
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Maker's or manufacturer's non-nuneric size or the standard
commercial non-nuneric size (e.g., pint or gallon).

Qut si de Di anet er

Qut si de di amet er neasurenent.

Paper

I ndi cate the type of paper (e.g., rice paper, tissue paper,
newsprint, or bond paper).

Pattern Nanme

I ncl ude the pattern nane given to decorative notif
(e.g, crosshatching or chevron).

Pl astic

If the material of which the object is nade, in part or in
total, is plastic, indicate the type (e.g., cellophane,
acrylic, bakelite, or nylar).

Prehi storic

This field is used for indicating if the object is of
prehi storic origin.

Printing

I ncl ude the varying techniques of the printing process. Sone
exanpl es are:

striking

st ereot ypi ng

el ectrotyping
conputerized typesetting
engr avi ng

['ithography

phot ost at

stencil printing

Pr oducti on Met hods and Techni ques

This category describes the techniques used in creating or
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decorating the object.

Exanpl es of Met hods and Techni ques:

cl ad
carved
enanel ed
engr aved
f orged
hamrer ed
| acquer ed
| am nat ed
nmol ded
pai nt ed
pl at ed

gi | ded
pressed
st anped

t ur ned
var ni shed

Publ i cati on

List all pertinent publications known to nmake reference to
the specific object catal oged.

Qualifier

Enter additional information to a particular data field
(e.g., object nane or site of manufacturer).

Record Restrictions

Indicate if the associ ated docunentation is subject to
restrictions, due to sensitive information, to the extent
permtted by | aw

Reduction State

I ndicate the state of reduction of the artifact (e.g., core,
bi pol ar core, bipolar flake, concoidal flake, or |inear
fl ake).
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Reli gious Affiliation

I ndicate the religion(s) with which the object is associ ated.

Repr oducti on

Indicate if the object is a reproduction.

Rubber

If the object is nmade, in part or in total, of rubber,
indicate the type (e.g., elastic, foamrubber, or silicone
r ubber) .

Secondary ©Modi fication

I ndi cate the presence, and type of additional nodification to
an item

Shape

This category can be used to give an overall description of
shape, as an addition to the neasurenents.

cubi cal

coni cal
cylindrical
hem spheri cal
oval

pri snoi da
spheri cal
square
triangul ar

Shape Renmarks

I ncl ude any remarks concerning the physical shape.

Shoul der Angl e

Enter the degrees of the angle of the item s shoul der.

Shoul der Di anet er

Enter the dianeter of the shoulder of the item
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Shoul der Form

| ndi cate the formof shoul der (e.g., pyram dal or oval).

Shoul der Thi ckness

Enter the thickness of the shoulder of the item

Si ghat ur e

Note the area on the artwork where the signature of the
artist is located and how it is applied (i.e., the technique
used).

Si gni fi cance

Record the significance of the object based on standardi zed
criteria.

Site Contract Nunber

Provi de the contract nunber assigned by the institution doing
research on a specific site.

Site Excavator

Provi de the nanme of the excavator; this may be a repeating
field which may include address and phone nunbers.

Site Permt Nunber

Enter the archeol ogical permt nunber held by the researcher.

Si t e Phot oqgr aphs

Note any restrictions or the |location of any phot ographs of
the collecting site.

Site Published Reference

Cite published references to the collection site.

Site Restrictions
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Note any restrictions placed on archeol ogi cal collecting
sites.

Site Unpublished Reference

| ndi cat e unpublished references to the site.

Subj ect/ Thene

I ncl ude any key words and ternms to provide searchabl e data
based on the iconographic subject or thene (e.g | andscape or
portrait). Refer to entry under General Subject.

Sur f ace Fi ni sh

I ndi cate the type of surface finish of itens (e.g., burnished
or painted).

Sur f ace Mar ki ng

Record information about surface nmarkings that may be
separately noted fromthe condition data fromuse or wear on
the surface of the item (e.qg., burnished or scratched).

Techni que of WManuf acture

Record the techni que of nmanufacture.

Testing Date

Enter the date on which the itemor sanple was tested to
determ ne its age.

Thi ckness

Enter the overall thickness neasurenent, front to back at the
t hi ckest part of the item

Use

Record the manner in which the item was used or caused to
functi on.

Unit (Mlitary)
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For mlitary itens, record the | owest associated |evel of

mlitary organization that is self accounting, and which is
commanded by a conmandi ng of ficer.

Vessel Designation

I ndi cate the site-specific designation (e.g., ceramc type
Al, site type 3).

Vol une

Enter the volunme neasurenent of the itemcited in the object
nane.

Wear

Enter the dom nant wear pattern observed (e.g., chipping,
abr adi ng, polishing, or crushing).

Wdth

Enter the overall w dth neasurenment.
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