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What is Object entry?
Object entry is the management and logging of every item which is left in the care of 
the museum. You should do it for every item which enters your museum at the time it 
is left. This includes all potential gifts or purchases, loans for exhibition or study, and 
items to be identi• ed, even if they will only remain in your museum for a short time. 

Why do it?
Your museum is responsible for all the objects in its care, whether they are part of 
your collections or belong to someone else. Sound entry procedures are essential to 
guard against situations where you could be held liable for damage or loss of objects 
which do not belong to you.

The Object entry procedure will:

•   Provide a receipt for the owner;
•   Start the chain of documentation;
•   Give a unique identity for new objects;
•   Capture information on the history of the objects, including any associated rights 

(eg copyright);
•   Give the reason for the entry of the objects into your museum;
•   Identify the current owner of the objects.

When is it done?
You must • ll in a form for all items entering your museum and obtain signatures 
before the owner (or depositor acting on their behalf) leaves the museum. If a 
museum representative goes out to visit the owner to collect something, then they 
should take a form with them and complete it before returning to the museum.

What policy decisions are needed?
You should decide and record in writing a policy on:

•   How deposits will be accepted, including who can accept them; 
•   The conditions for the return of deposits; 
•   How long, and in what form, enquiry information will be held; 
•   How objects that have not been collected or returned to depositors will be dealt with. 

Make widely available the terms and conditions for depositing an object in your 
museum. 

These should include:

•   A statement of the care and responsibility that you will take of the objects;
•   A disclaimer of your liability;
•   A declaration of your right to dispose of objects not collected by the depositor by 

an agreed date;
•   A disclaimer about any opinions on objects you might give;
•   A refusal to give valuations for objects;
•   For a proposed acquisition, a statement about the ownership status of the objects;
•   For a loan to your museum, the steps that you will take to return the objects;
•   In all cases, a timescale for any action;
•   Establishment of who is liable for costs incurred by the deposit eg transport costs.

How do we do it?
Most museums use triplicate forms to make their entry records. The Collections 
Trust sells triplicate Exit Forms which are available as plain stock or overprinted with 
the museum’s name and address on them, and number if requested. Alternatively, 
a form could be designed and printed locally. 

Many museums keep blank forms at the front desk. Some museums only permit items 
to be left when a curator is present, but many objects arrive when a curator is not 
available, so most museums authorise other staff to log new arrivals. Front-of-house 
staff will need to be trained in your museum’s Object entry procedure. Nobody should 
be left in charge of your museum without understanding Object entry procedures.

Object entry

BEWARE

Objects arrive at museums for 
many different reasons. Therefore, 
it can be easy to get left with items 
that your museum does not want. 
These can be time consuming 
and hard work to get rid of. It is 
far better to work out a system to 
make sure you do not get left with 
such items.

LEGAL ALERT

The deposit of certain natural 
science specimens and objects, 
eg ivory, may be restricted by 
UK laws. 

BEWARE

If you are only using a daybook to 
record Object entry then this will not 
meet SPECTRUM or Accreditation 
Standards, as your museum won’t 
be providing a receipt for the 
depositor or providing terms and 
conditions of deposit. 
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Figure 5 
An example of a completed Collections Trust Transfer of Title Form

Owner s!name!and!
address
In the case of  a 
bequest this should 
also include the 
name and address 
of  the executor 
acting on behalf  of  
the deceased.

[Conditions!-!on!back!of !form]

Standard conditions governing the acceptance of  gifts, 
bequests etc should be printed on the back of  the form.

Acquisition!
method
For example, gift, 
bequest, transfer 
or exchange.

Entry!form!number
This provides a 
cross-reference to 
the entry record.

Identity!number
This will be the 
same as the 
accession number.

Signatures
An authorised 
museum 
representative 
should sign and 
date the form. 
When the owner 
receives the top 
two copies of  the 
form they should 
sign and date both, 
and return one to 
the museum.

Transfer!of !
Title!number
Forms should be 
pre-numbered. 
Transfer of Title 
Forms are best 
numbered in a 
running sequence, 
pre! xed with the 
letter "T#.

Date

Brief !description
A brief  description 
of  the items 
being given to the 
museum. 

Accession!number
When the form has 
been signed, the 
new acquisition 
can be entered 
in the accession 
register and an 
accession number 
allocated.
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Figure 13
An example of a CMS screen (from Adlib Museum) showing 
an object’s movement history

Identifying and describing locations
Your museum will need to • nd a way to uniquely describe each storage and display 
location. It needs to be suf• cient to be able to • nd any item easily. Many museums 
use a hierarchical system. For example:  

Building / Room / Case or Store / Shelving bay / Shelf

Keep a record of all your storage locations and plans of your stores and galleries.

You will need more information to • nd smaller items such as fossils in a tray or 
photographs in a box.

Natural science and coin collections
Instead of giving an absolute storage location, the catalogue gives a relative shelf 
position based on the item’s place in a standard classi• cation.  

When stores are moved or rearranged, there is no need to alter the location information 
on the catalogue record as the relative position is unchanged. All that is needed is a 
simple shelf plan showing where each subject is shelved.  

New material is added into the system at the relevant point in the classi• cation. 
This has a knock on effect meaning that large numbers of items are moved to new 
drawers or trays. Many hundreds of items might need to be moved. It would be 
impossible to keep recording exact drawer or shelf numbers in this case.

Protecting your location records
Location records are part of an object’s catalogue record. Therefore, the same advice 
given in Chapter 3 applies here too.

Figure 12
An outline of the 
Location and movement 
control procedure

Always update an object#s location 
at the earliest possible opportunity 

after it has been moved

Check the current condition of  an 
object before it is moved. Take account 
of  health and safety regulations when 

moving large or awkward objects

Ensure that all object movements are 
approved by authorised persons

Indicate if  an object is normally 
located in a particular place or on a 

temporary basis only

Record a location for all objects. 
Only record the object location 

in one place to avoid duplication 
and confusion

Uniquely identify all locations where 
objects are displayed or stored. Keep 

these location names up-to-date


