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Q GL.OSSARY
Accessi on Nunber
A uni que control nunber assigned to an accessi oning
transaction as an identifier for tracking.
Accessi oni ng
Property managenent termis "acquisition". A transaction
wher eby one or nore objects and/or specinens is or are
acquired in the sane manner from one source at one tine for
the nmuseum property collection. Accessioning is the process
of formally accepting and establishing permanent |egal title
(ownershi p) and/or custody for an object or specinen or group
of objects and/or specinens.
Account abl e O ficer
A bureau or office enployee designated as responsible for
ensuring establishnment and nai ntenance of property
accountability records, to provide for effective control over
property assigned to a particular organi zational entity
(410 DM 60-100).
Acid Mgration
Transfer of an acid froman acidic material to a less acidic
material with which it is in contact.
Adm ni strative Art
Adm ni strative art includes artwork, artifacts, and other
museum property appropriate for display in accordance with
basi ¢ standards of preservation, protection, and
docunentation in spaces such as offices, hallways, libraries,
conference roons, and public areas.
Air Suspension System
A suspension system used on sone |arger vans and trucks to
provi de a cushion of air to absorb road shocks and reduce
vibration during transit.
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Appr ai sa

The process by which the National Archives and Records

Adm ni stration (NARA) determ nes the value and thus the final
di sposition of Federal records, naking themeither tenporary
or permanent (36 CFR Part 1220);

the practice of an expert assigning a nonetary value to
museum property for a specific managenent purpose (e.g., to
designate controll ed nuseum property, or in preparation for
an exchange, | oan, or deaccession).

Archival Quality

Mat eri al s manufactured of inert materials specifically
designed to extend the |ife of museum objects by protecting
them from agents of deterioration

Ar t wor k

The consci ous human el aborati on of any nedi um beyond t he
purely utilitarian.

Associ at ed Records

Al'l docunentation generated by the activity of collecting and
anal yzing artifacts, specinmens, or other resources that are
or subsequently nmay be designated as nuseum property, such as
site forns, field notes, draw ngs, maps, photographs, slides,
negatives, films, video and audi o cassette tapes, oral
histories, artifact inventories, |aboratory reports, conputer
cards and tapes, conputer disks and diskettes, printouts of
conputeri zed data, manuscripts, and reports. These records
are "associ ated" with objects and speci nens generated during
such activities. See also definition in 36 CFR Part 79.
These records are needed to effectively manage nuseum
property collections and should be naintai ned as part of
those coll ections. Because these are nuseum material s
mai nt ai ned solely for reference or exhibition purposes, they
are excluded fromofficial records as defined by the National
Archi ves and Records Administration in 44 USC 3301. (See
"Resource Managenent Records.")
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Aut hori zed Parti es

The persons representing one or nore entities, either within
or outside the Federal governnent, who have authority to act
on behalf of their institutions.

Bill of Lading

The basi c docunent in van, truck, or ocean shipping; it is
both the contract of carriage between the shipper and carrier
and the receipt for the shipnent.

Cat al og

A file or database conprised of systematically-arranged
catal og records. The act of classifying objects into
categori es and docunenting themw th descriptive detail and
i dentifying or descriptive catal og nunbers.

Cat al og Nunber

A uni qgue nunber assigned to an itemor |ot of museum property
based on its classification and used for description and
i dentification purposes.

Cat al og Record

A standardi zed record that contains detailed i nfornation
about an object, specinmen, or lot in a nmuseum property
col | ecti on.

Cat al ogi ng

Property nmanagenent termis "identification". The action of
assigning and applying a unique identifying catal og nunber to
an object or specinen or group of objects and/or specinens
and conpleting witten docunentation

Certificate of Insurance

A docunent, signed by the agent of an insurance conpany, that
provi des witten evidence that insurance is in force at the
time of issuance. Miseuns or |enders often require
certificates of insurance fromone anot her before rel easing
obj ects on | oan.
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Checklist for Preservation, Protection, and Docunentati on of
Museum Property

A Departnent of the Interior docunent that neasures the
current status of nuseum property nmnanagement agai nst
Departnental standards. The checklist is designed as a tool
to assi st bureaus in conducting self-assessnents of the
status of preservation, protection, docunentation, and
accountability of nuseum property in their custody, and in

i denti fying deficiencies neasured agai nst standards. (Refer
to 411 DM 2.2B(2)(c) and 411 DM Vol une 1, Appendix E).

Checkl i st Report on the Preservation, Protection, and
Docunent ati on of Miuseum Property

A bureauwi de sunmmary of the data fromthe Departnent of the
Interior Checklist for the Preservation, Protection, and
Docunent ati on of Museum Property conpleted by all bureau
units hol ding nuseum property [refer to 411 DM 3.3A). The
report is subnmitted every 4 years on March 1, beginning in
1996.

Col | ecti on Managenent Pl an ( CVP)

A docunent approved by unit nanagers that assists in the
proper preservation, protection, and docunentation of nuseum
property, and includes: problemstatenent(s); description(s)
of action(s) to be taken and identification of the
responsi ble party(ies); list of actions in priority order;
and cost estimate(s) that include or trigger appropriate

bur eau- speci fi c progranm ng and budgeting docunents that wll
be inserted in the bureau' s programi ng process.

Conmpl et e Met anor phosi s

A bi ol ogi cal term describing insect devel opnent that starts
wi th an egg, progresses through a |arval stage, goes through
a pupal stage and finally enmerges as an adult. Each life
stage is distinct fromthe next.

Condi ti on

The physical state of an object and/ or specinen;

a contract provision or stipulation.
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Condi ti on Report

A general witten description of the observable condition of
an itemin a nmuseum property collection. The report records
specific features (i.e., abrasion proper left |ower corner)
of the object or specinen and assists in planning for
conservation treatnent.

Conservation Survey

Provi des informati on on the environnental paraneters of
spaces housi ng nuseum property and on the general condition
of individual or groups of nuseumnmaterials, identifies
conservati on needs and recommends priorities, and records
basel ine data for future assessnent of preservation and
protection of nuseum property.

Conservati on Treat ment

The interventive (hands-on) work of preserving nuseum
objects. Conservation is a stabilizing technique which

mai ntai ns the object's physical, historic, and/or scientific,
integrity. Conservation treatnment usually requires the
services of a conservator who is trained and experienced in
dealing with the problens of a particular class of objects
and whose work conforms to the Code of Ethics and Standards
of Practice of the Arerican Institute for Conservation of

Hi storic and Artistic Wrks.

Consul tation

As used in this Handbook, "consultation with interested
parties" is defined in accordance with the requirenents of
the National Hi storic Preservation Act of 1966, as anended,
t he Archeol ogi cal Resources Protection Act of 1979, as
anmended, and the Native Anmerican Gaves Protection and
Repatriation Act of 1990.

Consunptive Use

The consci ous damage of objects and/or specinens through use
that results in |l oss due to wear, weathering, destructive
anal ysi s, hands-on educational activities, or other uses in
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which the interpretive or scientific benefits are considered
to justify the degradation or |oss.

Controll ed Property

An individual object or a cataloged "lot" of objects that is
especially sensitive; has high intrinsic or scientific val ue;
Is especially vulnerable to theft, |oss, or damage; or is

val ued at or above a threshold val ue established by each
bureau; or is a nuseumfirearm The catal og card nust
indicate that it is controlled nmuseum property. For the

pur pose of inventory, short-termincomng | oans are treated

| i ke controlled property.

Copyri ght

The | egal recognition of special property rights that a
creator may possess separately fromthe right to possess the
wor k.  Copyright nmay apply to published and unpubli shed
witings as well as paintings, scul pture, audiovisuals,

pi ctures, graphics, photographs, and other nedia of
expressi on.

Credit Line

The wording with which a | ender or donor w shes acknow edg-
ment to appear on a gallery |abel or publication.

Curatorial Staff

A generic termused to refer to persons in each bureau who
have direct responsibility for nuseum property managenent.
Museum Property managenent may be carried out by nuseum
curators, nuseum specialists, and nuseumtechnicians, or it
may be carried out by property nanagenent specialists,
rangers, archeol ogi sts, historians, resource nmanagenent
specialists, interpreters, or others as a collateral duty.

Cust ons Broker

An individual or firmthat arranges custons cl earance of
objects travelling between countries; frequently enpl oyed
al so as a Freight-Forwardi ng Agent for internationa

shi pnent s.

Q6 Rel ease Dat e:
New



Museum Property Handbook
(411 DM Vol une 11)

Appendi x Q

Deaccessi oni ng

Property termis "disposal”. The formal procedure whereby
obj ects and/ or specinens are permanently renoved fromthe
museum property col l ection. Exanples of deaccessions are
exchanges, transfers, and | osses.

Departnental Mnual

The only authorized neans of publishing and recording

I nstructions that apply to Departnental activities. It

descri bes the structure and functions of the Departnent's
organi zati onal units, docunents del egati ons of the
Secretary's authority, and prescribes the policies and
general procedures for admnistrative activities and specific
program operations, including prescribed reports, forns,
systens, and procedures.

Desi ccant

A chemi cal conpound that pronotes drying (e.g., calcium
chloride, silica gel).

Desi gnated Authority

Person(s) identified by a bureau who shall have training
appropriate to the size, nature, and conplexity of the
col I ection being managed to make accessi oni hg and
deaccessi oni ng deci si ons based on a conprehensi ve know edge
of the methods and techni ques pertinent to the preservation,
protection, and docunentation of nuseum property. The

desi gnati on as nuseum property managenent official nay or nmay
not correspond to the individual's official job title. It
may be appropriate for an organi zational unit to have nore

t han one designated authority for nuseum property nmanagenent
if the size and scope of the nmuseum property coll ection
managed by the unit precludes regular review of the nuseum
property by one designated authority.

Ener gency Managenent Plan (EMP) for Miseum Property

A docunent approved by unit nanagers that antici pates
vulnerabilities to potential hazards and identifies
appropriate responses to mninmze danage and regain contro
as efficiently as possible. This nay be a stand-al one
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docunent, or nay be incorporated as a statenent into a unit's
general Energency Managenent Plan (EMP).

Fr ass

A term describing insect excreta and ot her by-products of
I nsect activities.

Fum gant
A chem cal that at a required tenperature and pressure can

exist in a gaseous state in sufficient concentration to be
lethal to a given pest organi sm

G avid

Beari ng eggs.

Habi t at

The conbi nation of organic and inorganic features that
conpri se the space where an organismlives.

Hi storical and/or Scientific Docunent Coll ections

Hi storical and/or scientific docunent collections provide
evi dence of historic and/or scientific activities occurring
inor related to a unit, and/or that are related to events,
persons or resources associated with the unit. Such
materials are inportant to understandi ng and rmanagi ng
cultural and natural resources, and frequently are resources
t hensel ves.

Hi storical and/or scientific docunentation may be acquired
from non- Federal sources (e.g., records from Thomas Edi son's
| aborat ory managed by Thomas Edi son National Historic Site),
or may be generated in the course of Federal business

(e.g., nost resource managenent records and associ at ed
records). Because these historical and/or scientific
docurnent col |l ections are nade or acquired for the purposes of
reference or exhibition, they are not official records as
defined by the National Archives and Records Adm nistration
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(44 USC 3301).

Hygr oscopi c

The ability of an object to absorb or release noisture into
the air. Hygroscopic objects contain water as a constituent,
with the anmount determ ned by the relative humdity of the
surrounding air. Wod, paper, |eather, and bone are exanpl es
of materials that are hygroscopic.

| nconpl et e Met anor phosi s

A biol ogical termdescribing insect devel opnent that starts
Wi th an egg, devel ops through a nynph that resenbles an
adult, and then transforns into the adult.

| ndi an Lands

This term has the sanme neaning as in Section -.3 (e) of

uni formregul ations 43 CFR Part 7, 36 CFR Part 296, 18 CFR
Part 1312, and 32 CFR Part 229. The ARPA definition states
that "Indian | ands nmeans | ands of Indian tribes, or Indian

i ndi vidual s, which are either held in trust by the United
States or subject to a restriction against alienation inposed
by the United States, except for subsurface interests not
owned or controlled by an Indian tribe or Indian individual."
Consult appropriate statutes and regul ations for definitions
that apply to bureau-specific collections.

| nsecti ci de
A chemical that kills insects.
| nst ar

A bi ol ogical termdescribing an insect's larval |ife stages
bet ween nol ts.

I nt egrat ed Pest Managenent

The sel ection, integration, and inplenentation of pest
managenent net hods based on predi cted econom c, ecol ogical,
and soci ol ogi cal consequences. [|PMcan also be defined as a
deci si on- maki ng process that hel ps one decide if a treatnent
I s necessary and appropriate, where the treatnent should be
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adm ni stered, when treatnent should be applied, and what
strategies should be integrated for imediate and | ong-term
results.

| nventory

An item zed listing of objects; the act of physically

| ocating all or a random sanple of the itens for which a unit
I's responsi ble. Physical inventory is required by 410 DM
114.60.3. Certification in witing is required to the bureau
t hat physical inventories of nuseum property have been

conpl eted and reconciled. Bureaus shall require bureau and,
t hrough appropriate instrunents, non-bureau repositories to
make avail abl e objects and/or specinens for the unit's
required inventory, or verify, to the bureau, in witing the
presence and condition of nmuseum property listed in the

i nventory.

Larva

The juvenile stage of an insect that goes through conplete
met anor phosis. Larval insects are physically dissimlar from
the adult--wormor grublike in appearance. Fish and
anphi bi ans al so devel op through a | arval stage.

Loans, Incom ng

Tenporary assi gnnments of objects and/or specinens that are in
the custody of the bureau, on either a short-termor |ong-
termbasis, to further the bureau' s goals of preservation,
interpretation, and research. Incom ng |oans involve
tenporary | egal custody changes but not a change in ownership
or title, and are covered by an incom ng | oan agreenent,
cooperative agreenent, or simlar instrunment. Such

i nstrunments include the followi ng: conditions of the |oan,
address, the handling, shipping, insurance arrangenents, and
the initiation and term nati on dates. Agreenents should be
signed by both authorized parties.

Loans, Qutgoing

Tenporary assignments of objects and/ or speci nens to ot her
parties, on either a short-termor long-termbasis, in order
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to further the Bureau' s goals of preservation

I nterpretation, and research. Qutgoing |oans involve
tenporary | egal custody changes but not a change in ownership
or title, and are covered by an outgoi ng | oan, cooperative
agreenent, or simlar instrunent. Such instrunents include
the following: conditions of the |oan, address, the
handl i ng, shi pping, and insurance arrangenents, and the
initiation and term nation dates. Agreenents are signed by
bot h aut horized parties.

Mbdi ficati on

As it pertains to Integrated Pest Managenent, changes to a
pest's habitat to inhibit survival.

Museum Property

"An assenbl age of nmuseum objects coll ected according to sone
rati onal schene and nai ntai ned so they can be preserved,
studied, or interpreted for public benefit. Miseum objects

i nclude prehistoric and historic objects, artifacts, works of
art, archival docunents, and natural history specinmens that
are part of nuseum collections. El enents, fragnents, and
conponents of structures are objects if they are no | onger a
part of the original structure. Miseum property does not

i nclude those itens necessary to display a collection such as
exhi bit cases, dioramas, special lighting, graphics, etc."
(410 DM 114-60.100n). (Refer to Volunme I, Chapter 3 of this
Handbook for additional definitions of museum property.)

Museum Property Conmittee

A conmittee conposed of representatives of disciplines
relevant to a unit's nmuseum property collection and staff
responsi bl e for the preservation, protection, and
docunent ati on of museum property. The Miseum Property
Conmittee is established at the bureau or unit level, to

advi se on such aspects of nuseum property managenent as Scope
of Collection Statenents, accessions, deaccessions, |oans,
and establishnment of required data appropriate to specific

di sciplines represented in the nmuseum property collections.

Museum Property Preservation

The action taken to prevent danage and to mnim ze
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deterioration of nuseum property by practicing "preventive
conservation," or by performng a suitable treatnent on an
obj ect itself.

Museum Property Survey

A study docunenting the types and nunbers of nuseum objects
and/ or specinens held by the unit, their location, and their
general status, and assessing the status of their
docunent ati on and accountability; nmandatory data for the
museum property survey are described in 411 DM 3. 3B

Miuseum Property Survey Report

Provides a status report of transactions affecting nuseum
property that occur within one fiscal year, and is submtted
annual ly by June 30 following the fiscal year reported.

Museum Recor ds

Oficial records that are generated by the nmuseum property
systemto nmanage nmuseum property (e.g., accession, catal og,
| oan, and inventory records). As agency records, these
records must be appraised through agency record schedul e
procedures, and, as necessary, certified to the Archivist of
the United States that they are needed for current business.

Nati ve American ( Et hnographic) Collections

Cont enporary Native Anmerican basketry, pottery, rugs,

jewelry, and other cultural itens. Native Anerican is
defined as relating to a tribe, people, or culture indigenous
to the United States, Alaska, Hawaii, or U S. territories.

Ny nph

Juvenile life stage of an insect that goes through inconplete
nmet anor phosis. Physically simlar to the adult.

O ficial Records

As defined by the National Archives and Records

Adm ni stration (NARA) in 44 USC 3301, official records are as
follows: "Records include all books, papers, maps, and
phot ogr aphs, machi ne readabl e materials, or other docunentary
materials, regardl ess of physical formor characteristics,
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made or received by an agency of the United States Governnent
under federal |law or in connection with the transaction of
publ i ¢ business and preserved or appropriate for preservation
by that agency or its legitimte successor as evidence of the
organi zati on, functions, policies, decisions, procedures,
operation or other activities of the Governnent or because of
the informational values of the data in them Library and
museum mat eri al made or acquired and preserved solely for
reference or exhibition purposes, extra copies of docunents
preserved only for conveni ence of reference, and stocks of
publ i cati ons and of processed docunents are not included."”

Oot heca
Egg case or egg capsule (usually of cockroaches).
Pest

An organi smthat can cause damage or otherwise interfere with
hunman obj ectives for a controll ed environment.

Pesti ci de
A chemical used to kill a pest.
Preventi ve Conservati on

Preventive conservation is that part of the preservation
functi on of nmuseum property nmanagenent that enpl oys non-

i nterventive actions(s) to prevent danage to and to mnim ze
deterioration of an object and its associated data. Such
actions include nonitoring and controlling environnmental
agents (e.g., light, relative humdity, tenperature, air

pol lution, and pests); practicing proper handling, storage,
exhi bit, and packing and shi pping techni ques; inplenenting an
ongoi ng housekeepi ng programin all spaces housi ng nuseum
property; and preparing and inplenenting energency managenent
pl ans for museum property.

Pr oveni ence

The | ocation where an object was originally collected, or the
site and excavation coordi nates at which an archeol ogi cal

obj ect was recovered. Disciplines other than archeol ogy
often use the term "provenance."
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Rel ative Humdity (RH)

The rel ationship between the air's water content and its
tenperature. Stated as a percentage (0% 100%, relative
humdity relates the noisture content of the air being
neasured to the anmount of water vapor it could hold at
saturation, assumng that there is no change in tenperature.

Resour ce Managenent Records

Docunentation such as site forns, field notes, draw ngs,
maps, phot ographs, slides, negatives, filnms, video and audio
cassette tapes, oral histories, artifact inventories,

| aboratory reports, conputer cards and tapes, conputer disks
and di skettes, printouts of conputerized data, nmanuscripts,
and reports nade or acquired by the Federal CGovernnent to
record informati on on cultural and natural resources for the
pur poses of reference or exhibition and for preservation of
the Nation's natural and cultural heritage. These records
may or may not be specifically associated with other nuseum

property. |If associated with other nmuseum property

(e.qg., artifacts or specinens) they are al so known as
"associated records."” They are excluded fromthe National
Archi ves and Records Admi nistration definition of official
records because they qualify as "library and nuseum material s
made or acquired and preserved solely for reference or

exhi bition purposes. . ." (44 USC 3301). (See "Associ ated
Records. ")

Rodent i ci de

A pesticide fornmulated to kill rodents.

Scope of Collection Statenent (SOCS)

The basi ¢ nuseum property planni ng docunent that is required
for all Department of the Interior bureaus. Each unit having
or expecting to have nuseum property nust have an approved
Scope of Collection Statenent. The docunent guides a unit in
the acquisition of those museum objects and speci nmens t hat
contribute directly to the mssion of the unit, as well as

t hose additional objects that the bureau is |legally nandated
to preserve.

Sticky Trap
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A passive insect or rodent trap consisting of cardboard with
an adhesi ve | ayer.

Tenporary Cust ody Recei pt

A docunent recordi ng acceptance of tenporary custody of
museum property by a bureau unit for purposes of

I dentification, review for possible donation, or exam nation
for purchase. Used for short-termcustody within a tine
limt defined by the bureau (e.g., 30 days), generally

W t hout insurance. The receipt obligates the bureau for
liability only in the case of gross negligence.

Tendering of Textiles

The enbrittlenent or weakening of textile fibers.

Type Speci nen

The specinmen(s), used as the basis for the original
description of a biological taxon, that functions as the
standard for the application of the scientific nanme assigned
to the type.

Uni t

A bureau organi zational entity (e.g., admnistrative unit,

of fice, park, center, |aboratory, repository, site, refuge,
or accountability area).

U traviol et Radiation (UV)

Utraviolet radiation is that portion of the el ectromagnetic
spectrum just beyond the visible limts of violet |ight,

wi thin the wavel ength range of 300 to 400 nanoneters. The

short wavel engt h makes UV radi ation the nost danagi ng part of
the light spectrum

\ar p
The foundation threads of a textile.
Wef t
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The threads in a textile that are woven over and under the
warp threads in a textile.

Wor ki ng Col | ections

Initial organic and inorganic raw materials collected for
survey and assessnent activities, and may or may not be
further processed, and nay or may not contain specinens that
w || becone nuseum property. Certain collections of

speci nens nade for teaching and identification purposes al so
may be consi dered working collections. Mterials in working
collections are gathered for a specific function that
facilitates a programor project and are not intended to
confirmor corroborate any identification or natural history
I nformation related to the specinens or sanples thensel ves or
to the locality where they were collected. Factors that

di stingui sh working collections from nmuseum property

col l ections include, for nuseum property, the need to

mai ntai n i nformati on regardi ng the speci nens thensel ves and
the localities they represent, and the need for |long-term
preservation of the specinmens to verify that information.
Working coll ections may be di sposed of upon conpl etion of the
associ at ed project, whereas nmuseum col | ecti ons shoul d be

mai ntai ned in perpetuity.
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