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INTRODUCTION

This booklet is intended for all who collect and are fond of
items of social, artistic and/or historical significance, as well as
those in charge of public or private collections of such items.

This booklet focuses on principles of documentation. Certain
measures are directed towards institutions with equipment and
personnel not within the means of private individuals. However,
these recommendations embody levels of best practice which one
should endeavor to reach as far as possible.

TAHUTILYYIITA

IJHaXyy rapbiH a@BarbIr TYyX, HUAr3M, YpraruiH yH3 LU3H3TaN
34 3YAIICUVAIr COHMPXOX Lyrmnyyngar 6010H T3Ar33pUiH HUATUAH
6a XyBUH Lyriyynrsir xapuyuaar XyMyycT 30puyrnas.

IH3 rapbiH aBnarag 6apuMTXyynax 3ap4YMbir OHLOTICOH.
3apum 36BrEMX Hb Tycranl TOHOI TexeepemX, 60/0BCOH
XYYMHTIN banryynnarag XaHgcaH Tyn XYBWVH Lyriyynardnan
TOXMPOXIy 6aix 60/1HO. [ 3X33 3Ar33p 36BIBMX Hb LUASrapCcaH
apryygag Tynryypnacad Tyng anuBaa XyH X3ParXyynaxuir
3PM3/133X Hb 3YUTIMN.
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WHY DOCUMENTATION IS IMPORTANT
AAFAAL BAPUMTXXYYIIAJIT HYXAJ1 B3?

Documentation is the process of recording
information about the collections for which
amuseum or cultural institution is responsible.

Myaest, coensi  Gaiiryynnara  xapuyLcaH
LyryynreiHxaa Tanaapx M3gasnan Gypayynx,
BYDTTaXiAr 6apUMTXYYNaNT raHa.

Proper documentation will allow a museum to:
+ know what it has in its possession
* know if anything is missing
+ know where objects are located
+ prove ownership of objects
+ create and maintain information about
callections

M A s ‘:
N A
At < /I/uu/Ww
A i

AU A 2
-~ EEEN

Myaeiig GapummxyynanT xuiix a4 xonborgon:
* 333MLLINX By 3y/A133 M33X
*anra 60COH 30 3yVMAir M3gax
* 30 3yWICUIH BapLLIbIN M3L3X
*3 3yANCYIr BMHIeX 3pX33 baTrax
* LlyriyysrbIH M3G33MTIAH CaHr Bypayynax
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DOCUMENTATION STANDARDS
BAPUMT)KYYIIAX CTAHOAPT

Objects should be documented consistently
using recognised standards. These have
been developed by national and international
organisations, including ICOM and UNESCO,
and will help you.

30 3yaacwdr - XynasH - 36BLUBBPAIACEH
CTaHgapTeH - paryy  6yprraHa.  3praap
ctaHgapteir Onon YnceiH Mysein 3esnen
(OYM3), tOHECKQ 33par yHgacHwi 6a onoH
ynobiH Gairyynnaryys 6onoscpyyncax 6erees
TaH[ TYCanHa.

Standardising the structure of records and
the terminology helps to ensure :

+ reliability of information

+ ease of sharing

+ consistency of records

+ improved access

byptramwin  6ytay  6a  H3p  TOMbEOr
CTaHAapTynax a4 xonborgon:

* M303377WiH HaligeapTait baigan

* M3433713/1 COMMTLIOXOR J6xem

« BypTran TaMAIMNANMIAH HarMan baviaan

* 0N aBaxap amap
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DESCRIBING AND CATALOGUING OBJECTS
34 3YWU/ICUNH BUYI3I BA KATAJIOI XBTJ18X

&bject ID

"© The J. Paul Getty Trust, 1999."

It is a good idea to have an accurate and
detailed description of your object in case it
is lost or stolen.

It will also help you to recognise it and
distinguish it from other similar objects if
found.

Anra 6oncoH 3c8an Xyrainar[caH ToxXMonong
30 3yATMAH  HAT  HAMBal,  [anrapaHryi
TOROPXOVNONT X3P3r 6OIHO.

MeH, ongson wxun TecTaii 3yC3sc Amrax,
TaHuX amap.

Object ID
The fallowing guidelines are based on an
internationally-recognised  standard  called
Object ID.

33 3yinuitH TogopXoiinont

Onow yncap Xyn33H 36BLLIBBPErACeH CTaHaapT
31 3yinviiH TOROPXOANONTOS AapaaX yaupaamx
TyAryypnaca.

UNESCO



DESCRIBING AND CATALOGUING OBJECTS
3[ 3YWIICUNH B4Nar 6A KATAIIOM XeTJiex

Object Type
You will need to record the type of object
you are describing. For example, isit a:
+ sculpture?
* vase?
+ painting?
* manuscript?
+ item of jewellery (necklace, broach etc.)?

93 3yiinuitH Tepen
buunart ag ayinuiH Tepanidr 6ypTraHa. Kuwaa
Hb:

«bapuman?

*Baap?

*3ypar?

*rap 6niman?

*FOEN YAMArN3MAAH (COHAOP, 3yyT r.m.] 3yin yy?

5 Material

5 o Y What materials is the object made from?Is it ;
= + stone?

« ceramic?

V2. * bronze?

« wood etc.?

o b | Marepuan
fmap maTepuanaap xuicaH 637 XKuLwaa He:
“yqynyy?
*Kepamuk?
*Xypan?
* MOJ00P XUVC3H Vy? .M.

Behe'ot
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DESCRIBING AND CATALOGUING OBJECTS
3/ 3YWIICUNH B4Nar bA KATAIOr XeTiex

i

Technigque
What techniques were used in the production
of this object? Wasiit.:

» carved?

» cast?

+ painted?

* printed etc.?

Xuwiican apra
fvap apraap yr ag 3yvnir 6yT33caH 637
*CUINC3H?
*LyyTracaH?
«6yncan?
*X3BM3C3H Vy? M.

Dimensions
What are the measurements and units of mea-
surement of the object? Include as appropriate :
+ height
« width
+ depth
+ diameter
You may also want to include the weight of the
object.
Xamxaa
fmap XamxurgaxyyHasp 6OMoH XIMKUATUIH
H3rX3aap XaMxcaH 63?
*6Hzep
*6preH
*IyH
«romy r.m. MeH XurHax 6osHo.

UNESCO



DESCRIBING AND CATALOGUING OBJECTS

301 3YAIICVIH BIAYNAr BA KATAON XBTiex

UNESCO

Bekeros

Inscriptions and Markin?s
Does the object have any clearly identifiable
marks or inscriptions? These could include :

+ maker’s mark or stamp

+ printed or inscribed text

+ signatures

+ assay marks

+ identification numbers (e.g. a museum

accession number)

Buyaac 6a Tamgar
3 3ydmmiAr TaHMX 6n433c, Tamar baviraa toy?
Knwaa He:

«BYTIIrYuiH TIMEAr 3CB3 TaMra

* X3BN3C3H 3CB3N CUMICIH B1433c

*FapbiH yCar

* COPVIT LUMHX T, 93HWA TAML3rN3Araa

*TaHIX yraapyya (My3e/ig XynasH ascaH Ayraap r.)

Distinguishing Features
Are there other features about your object that
could help to identify it? These could include :

« damages

« repairs

» modifications

+ manufacturing defects

OHynor wuHxyya
30 3ydAnvir TaHux 6ycas OHLOT, COMOH LLMHX
Gaviraa toy? XXuLwaa Hb:

*r3MTaN

*33CBap

*eepuIeNT

*YANAB3PN3IAH FaMTan



DESCRIBING AND CATALOGUING OBJECTS
3/ 3YWIICUNH BA4Nar bA KATAIOr XeT/1eX

Title

Does your object have a title? This is often
true of artworks and may help in the
identification of your object if lost or stolen.

Hap

3n aydn Haprai toy? Ypnarwian 6yTaanyyg
VIX3BYN3H H3PTaV Bavigar 6a anra 60ICoH 3CB3n
XynirainaracaH TOXMONAONg TaHuXag TycTal.

Subject
If your object is an artwork, what does it
depict or represent? Examples could include :
+ the pyramids at Giza
+ mother and child
+ landscape with mountains etc.

Capas
Ypnarwin 6yt33n 6on toyr gypcancaH 63?
JKnLwa3 He:

« [u3aruiH nupamug

* 39X, XYyX30 X0€p

* Y7 TaN rax Mar.

UNESCO



DESCRIBING AND CATALOGUING OBJECTS
3[1 3YWICUNH BA4Nar 6A KATAIOr XeT/iex

Date or Period
When does the object date from?
When was it made?

Orxoo 6a yar ye
Anb Lar yes an 3yin xavpargax B3?
X3333 XuiiracaH 637

Maker
Who was the abject made by? This could be :
+ an individual (painter, sculptor, furniture
maker etc.)
+ acompany
+ a cultural group (particularly useful for
describing ancient artefacts)

Byraary
31 3yAnmir XaH xuiAcaH 632 XKnLuaa H:
* XyBb XyH (3ypaad, 6apumand, MyxaaH r.m.)
* KOMNaHu
*COENbIH BYMar XyMyYC (AnaHrysia 3pTHIA 30
3ynviAH Tanaap 61smxag x3parTai)

UNESCO 9



DESCRIBING AND CATALOGUING OBJECTS
3/ 3YWIICUNH BA4Nar bA KATAIOr XeT/1eX

Short Description
Write a short description of the object
including any other information that will help
to identify the abject. This could include :

» colour

+ shape

+ where the object was made (if known)

ToBy Togopxoiinont
TaHuxap TycTai Byx M3L33NMIT aryycaH ToBY
T0A0PXONONT bind, XKNLLI33 Hb:

: Y]

*Xanb3p aypc

*XaaHa Xuix ByTa3CaH (x3p3B M3gax Baviraa 6on)

Additional Points

If your object consists of mare than one part
(e.g. a set of furniture), you may need to
describe each part separately.

You may also want to photograph your
object and record information about its
storage requirements.

Hamanr mapaanan
30 3yin onoH xacraac 6ypacaH bon (Tasuira
.M.}, X3C3r 6ypuir bndnx Laapgnara 6ui.

[3pan 3yprwir aBy, xapranaxag Luaapgargax
b HEXLAAT BUYMX BOSTHO.

10 UNESCO



_ PHOTOGRAPHING OBJECTS
34 3YWIICUWH rapPan 3yPrMnr ABAX
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Photographing your object wil help in
identification f it is lost or stalen.

Photographs can also reduce the need to
handle fragile objects, preventing unnecessary
damage.

Anra 6oncoH 3c83n Xyrainar[caH Toxvongong
30 3YWIWAr TaHwxag rapan 3ypar “yxan aq
X0nborgonToi.

X3Bpar 30 3ying Xypy, XeHenrexuiir Leenx,
3BJ13X33C [3P3N 3ypar CIPruiHa.

Size and Colour

It is a good idea to include a scale in your
phatograph to show how large the object is. A
ruler will do.

If possible, include a colour chart. This wil
allow calours ta be properly determined. Black
and white phatographs can use a grey scale to
allow the correct tones to be determined.

Xamx3aa 6a eHre

30 3yAnniAH X3MX33r ToapyynaxbiH Tyng rapan
3ypar aBaxgaa A3prag Hb X3aMX33C (3HMUH
Luiyram r.m) Tagb.

['3pan 3ypar aBaxap eHre Anrax XyCH3rT Xaxyya
Hb TaBubam 3§ YW BHTWAM TOZOTTOHO.
Xap uaraaH 3yparT caapan eHTWH XyCHAIT
X3P3rsnax 30XMMXTOM.

(N



PHOTOGRAPHING OBJECTS
34 3YWICWINH rapaI 3YPrAWIr ABAX

12

Identity Numbers

If the object has a unique number by which
it can be identified (e.g. 8 museum accession
number) it is a good idea ta include this in
the photograph.

TaHux gyraapyya

TyxaiH 35 3yWn TaHux Tycrait gyraapTan 6on
[knwaa Hb, my3eiin xyn3sH ascaH gyraap),
SHIXYy [Lyraapbir rapan 3ypart Opyynax Hb
3YWATIN.

Lighting Objects

Try to use the right kind of lighting for the
object you are photographing. It is worth
getting advice from an experienced
phatographer.

Fapantyynar

30 3yanwaH  rapan  3yprwir - aBaxgaa
rapanTyyarwir - Toxvpyyn.  TypLunararaii
M3PraX/iAH rapaf 3yparyHaac 368/16ree aBax
Hb TyCTaM.

UNESCO



UNESCO

. PHOTOGRAPHING OBJECTS
3f 3YWICUNH rapan 3YPrvr ABAX

Choosing the Right Background

Objects are best phatographed against a
plain white backdrop. This is particularly
helpful in ensuring the correct calour
balance is achieved.

Darker backgrounds should be used if it is
necessary to provide contrast.

Apbin pascrapuiii coHront

BHre 368 anrapaar Tyn Lynryd Laraax 6HMH
apblH [3BCrapTavt 34 3yWncuiH [ypc canH
TOBOPHO.

BHre nnyy anrapy 6aisan 6apaaH eHrH apbiH
[3BCr3p COHrOX BOSHO.

Photographing Two-dimensional Objects
Objects such as paintings, Erints, drawings and
textiles are best phatographed head on. Where
possible, remove pictures from walls, laying
them flat and photographing from above.

If necessary, photograph the reverse side of
the object to show any distinctive markings or
features.

Xoép xamma3acr ag 3yincuiiH 3ypar asax
3ypar, 6ap, x3Bnaman, xap 3ypar, [aasyyHbl
['3p37 3yprwir 3rL 86066c Hb asHa. bonomxTo
60n xaHaHaac canrax, XasTraii rasap TasMag
[93P33C Hb r3pan 3ypar as.

MeH oHunor LLMHX, TIMBIWAr Xapyynx ap
TalbiH 3YypPriir aBHa.

13



PHOTOGRAPHING OBJECTS
30 3YIICUVIH F3P3N 3YPTUAT ABAX

14

Photographing Carved or Cast Surfaces
and Reliefs

Although these are best photographed head
on, like paintings or prints, it is also a good
idea to take other pictures from angles to
record the depth of the object.

Cuitnéap 6a Tesrep ragapryyraii ag
3yiincuiti ypar aBax

3nraspwir xaBTrai g 3yAncTai agun aruy
86466C Hb I3p3n 3ypar aBHa, 6ac xaxyy
BHLreec Hb apban ragapryyHsl TOBrop ryarap
CavH TOROPHO.

Photographing Three-dimensional Objects
Try to convey the overall shape af the object.
To do this, phatograph it from abave, showing
the top, front and one side. You can take
more phatographs to show any parts of the
object nat visible.

FypBan xamxaact 34 3yincuiti 3ypar aBax
30 3yiannian xanbapwir 6yxang Hb GartaaxsiH
TYN0,433P33C Hb F3p3n 3ypar aB4 4334, YA, MeH
Xaxyy Taneir Hb xapyyn. MeH gang x3cryygwir
Xapyynax rapan 3ypruvir agHa.

UNESCO



_ PHOTOGRAPHING OBJECTS
31 3YVNICUVIH 3P3N 3YPIUVI ABAX

Photographing Damage and Distinguishing
Features
As with written descriptions, it is a good
idea to photograph any distinguishing
blemishes or features that will help to identify
the object.

[amran 6a oHyOr WHHXWAH 3ypar aBax
Buyman rogopxoinontToit agun ag 3yinuir
TaHVX OHLIO COFOH LUMHX TAMAMWAT rapan
3ypart byynraxa.

MANAGING INTELLECTUAL PROPERTY RIGHTS
OKOYHbI 8BM4YYNNH SPXVWNH 30XULYYITIAJIT

UNESCO

Ownership and Intellectual Property Rights
Law on rights management will vary from
country to country and cover mare than just
ownership. Although you may own a painting
or sculpture, you do not necessarily own the
intellectual property rights to it.

OroyHb! emymiiH apx 6a emynen

Jpx 30xuLyynax Xyyrb YIC OPHYYOAE XapunLaH
apunryii Ganpar Gereen eMmunexeec 6preH
Xyp3araitacyygan xamapgar. Ta 3ypar, 6apuman
33par ypnaruiH - 6yT33n 333MLLAIM Y OKOyHbI
BMYIIH 3PXVIAT Hb aBaaryit 6aix 6osHo.

15



MANAGING INTELLECTUAL PROPERTY RIGHTS
OHOYHbI BMYUNH SPXVINH S0XULYYIIANT

Establishing Rights

It is important to establish who owns the
reproduction rights to an object or image in
case you want to reproduce it in the future.
This should be carefully documented.

Ipx Torroox

Tyxaitn ag 3yian 6a Bypcwir Hb XyBunaH
Y/naB3pN3X 3px 3K baiiraar TorToox Hb Yyxar.
YYHWAr HATT BaPUMTXYynax LaapanaraTan.

Waiving Rights

In most cases, phatographs taken by an
employee of a museum will belon? to the
museum. However, if you use a freelance
phatographer you will not necessarily own the
rights to the images. If necessary, get the
photographer to sign a form walving their
rights.

9px Tatransyynax

AXWNTHBIX Hb 8BCaH rapan 3ypar WX3BYNSH
My3eiiH emy baigar. XapuH 4eneet rapan
3yparyHaap 3ypar asaxyynsan JypcuiH px He
3aaBan My3evinx Gavix anbaryd. Vimg rapan
3ypardHaac eMH4/1eX 3pX33C TaTran3ax MasrTag
rapbiH yCar 3ypaxbir XyC.

16 UNESCO



COMPUTERISED DATABASES
HAXUM M3L33/1JTMAH CAH

Increasingly museums and private collectors
record information about their objects using
computerised databases.

There are many companies supplying
collections-management software as well as
some simple shareware applications available
for free.

My3eit 6a xyBuviH Liyrmyynarqug LyrnyynroiHxaa
Tanaapx M3B33NMAr Laxvm M3g33MIniH Cag
Xagranax Hb MXxac4aa.

Lyrayynrein MeHeXMeHTWIH MporpaMm . Huvi-
NYYNa3r OfoH KOMMaHW Guid. 3apum SHMWH
nporpaMmyyg yH3 Tenbepryi 6aigar.

Keeping your Information in Order
Computer databases take up less space than
paper-based recording systems, allowing
backup copies to be made. They also make
it easy for information to be stored in an
ordered and structured manner and allow
for fast searching and retrieval of records.

Magaannuiir nac gapaanantaii Xxagranax
Uaxum  m3gasnawin  caH uaacaH [3ap
CyypuicaH M3O33MMiH caHraac bara 3ai
3303x 6a XyBunx, Xyynbapnax; Magaammir
[3C [apaanantay, Toqopxoi 6yTy3g opyynaxan
[6xem beresp XypaaH Xaix onox 60noMXTou.

UNESCO 17



COMPUTERISED DATABASES
LAXUM M3A33/1TINVH CAH

18

Linking Information

Museum collection management systems allow
information ta be linked to digital images of the
abject. Most databases also make it easy to stare
information about supporting paper-based
documentation.

Magaanan Hartrax

MysaeiiH LyryyareiH MEHEXMEHTWIAH CUCTEMS
M3[33MWAr 35 3YANCWAH QuxuTan oypcTan
HArTrax GONOMXTON. VIX3HX M3gaanmmitH caxy
Laacar [3a3p cyypuncax MaB33nmuir xagranax
amapxaH 60ncoH.

Sharing Information

Digital information is easy to share, allowing
photographs and descriptions of items to be
sent ta researchers, the palice or international
badies such as UNESCO.

Mapnaanan tyraax

[wxwutan magaannwir Tyraaxag xanbap bereen
3 3YWICWiH rapan 3ypar, TOLOPXOANonThir
cyanaayng, uargaa acsan HOHECKO 3apar
OfI0H YTChIH Bauryynnaryyman XyphaH Xyprax
6OMOMXTON.

UNESCO



COMPUTERISED DATABASES
LAXUM M3L33/TNH CAH

Multiple Uses for Information

Information held in databases can be reused
in many different ways, including creating
catalogues, exhibition texts or on-line
exhibitions.

Mapgaanan awurnax onoH xan6ap
MagaannmiH caHg aryynargcaH Magaanmuir
KaTanor Xwix, Y33CranaHriH Tyxai Guynx,
L{aXVM Y33CraM13H raprax 33p3r 01oH Xanapaap
OF10H [aXVIH aLLMrnax 6omHo.

OBJECTS ENTERING THE MUSEUM
MY3ENL 34 3YWJIC ABAX

Mot il el

UNESCO

When an object enters a museum,
information about it should be recorded on
aform.

This will capture important information
about the object, as well as acting as a
receipt for the depositar.

Myseiig an 3yin aBaxag magaanmwir Tycraii
MasrTag bypTraHs.
3H3 Hb 30 3y TyXai Yyxan M3g33nmir

aryynax 6a Xyn3anraH erceH XyHg bapumr,
Tacarnbap 6orHo.

19



OBJECTS ENTERING THE MUSEUM
MYSENG 34 3YWIC ABAX

20

Bekog

Bbens

Object Entry Forms

|deally these should be pre-numbered and
printed on carbonless copy paper.

The top sheet is retained b\( the museum
and stored in the object-entry file.

One capy should be pravided to the depositor.
The second copy should be kept with the
object.

97 3yiin aBax masrr

Measrt nyraapnaca xyygac, xysungar yaacTait
bavix ecTon.

Sx xyBmir 35 3yWn Xyn3sH apax XaeTacT
XagranHa.

X{N330raH 6rceH Xy Har, 30 3yWng Har XyBuir
JarangyynHa.

Object Entry Numbers
The number from the Entry Form can be
used to uniquely identify the object.

If more than one object is recorded on the
same form then sub-numbers can be used
(e.g.00301.1 &00301.2 etc.).

3 3yitn XynasH aBcaH pyraap
31 3y¥in aBax MasrTag BuuracaH yraap Hb 35
3yVnuiH XyBuiiH gyraap 6onx 6omHo.

Har masirtag onoH ag 3yvin 6u4urasan canbap
pyraap yyera (00301.1 6a00307.2 rm).

UNESCO
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OBJECTS ENTERING THE MUSEUM
MY3EWNT 34 3YWIC ABAX

Owner and Depositor

You will need to record the name and address
of the owner of the object, as well as that of
the depositor as these will not necessarily be
the same.

Ask the depositor to sign and date the Entry
Form. A representative of the museum should
also sign to confirm that the details recorded
are correct.

Omunery 6a XynaanraH 6rceH XyH
X{N33/r3H 8reeH XyH anbaH ECHbl emaniery buiL
Gax Bonox Ty emunery 6a XynasnraH erceH
XYHW H3p, XaArwiAr BypTraHa.

31 3yiin aBax MasirTag Xyn3air3H 6rceH XyH3ap
OrHOO, rapbIH ycar 3ypyynHa. MyaeliH Teneenen
TAMO3MaN  yHaH GONOXbIr  GaTanraaxyynx
rapbIH YCar 3ypHa.

Establishing Ownership Rights

It is a good idea to check whether or nat the
depositor wants the object to be returned. If
nat, you may want to ask the owner to transfer
title of the object to the museum (see
“Acquisition”). If you then dont want to keep
the object you will be free to dispose of It
agpropriately without further consultation (see
“Object Disposal”).

Omunex apx Torroox

Xyn3anran erceH Xyw3ac 34 3yanwir GyLaax
8BaX 3C3XWAr acyyx Xx3parrai. byuaax aaxryi
[3B3 OMYIIBX SPXUMAr My3ein LUMTXY\aXuiAr Xyc.
("Uyrnyynax” xacraac 3. Yaup Hb a5 3yinwir xag-
ranaxbir Xycaxa 60nvBON XyN3anraH erceH Tanaac
acyyx waapganararyi. (“3g 3yvn xacax” xacraac y3).

21



OBJECTS ENTERING THE MUSEUM
MYSENG 34 3YWIC ABAX

22

Reason for Entry
Record the reasons why the object has been
brought into the museum. These may
include:

+ offer for donation

» purchase

* loan

+ identification

Myz3eiig aBcan wantraan
31 3N My3evia aBCaH AT aaHsIr 6iy:
* XaHOWB
*Xy[anga+ asant
*33a1
*Cyfanraa

Capturing Important Information
Try to capture as much information as
possible when the object enters a museum.

If you are bringing an object into a museum
for donation or as a loan, remember to bring
any relevant details or documents with you.

Yyxan magaanan bypayynax
Myseiig an 3yin aBaxgaa ans bomox 6yx
M333nMMAr TAMA3MN3.

X3pas T1a My3eii 34 3yAn XaHaus, 333133
8rex rax by 6onm xonborgox 6apumt budur,
M3[33MINAT XaMT aB4paxaa MapTyy3ai.
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OBJECTS ENTERING THE MUSEUM
MY3EWNT 34 3YWIC ABAX

Other Details
Other details may include :
+ a brief description of the object
+ insurance valuation
+ price (if purchased or offered for sale)
+ capyright holder (see “Rights Management”)
+ agreed return date

bycag magaanan
[lapaax magaanan opx 60Ho;
* 301 3yVinviH TOBY TOROPXOUNONT
* 1381 aMblH YH 33
* VK3 (X3p3B XygangaH ascaH 60n)
* 30XVOr Y 3px 333mLLnry (“3px
30XMLyynanT” xacraac y3
* TOXMPCOH ByLjaax orHoo

_ ACQUIRING AND ACCESSIONING OBJECTS
34 3YWUJIC UYTT1YYJIAX BA XYJ133H ABAX

UNESCO

Museums need to be able to establish title to
the objects they own. This means recording
any transfer of ownership.

Accessioning is the process by which an
object becomes a formal part of the
museum'’s collection.

Myseit a3amiwmx 6yst 30 3yAMIHX33 eMynex
3pxwir Gatniax €cTol. 3H3 Hb eMuneX IpXWAr
LUMIXYYNC3H BUYUr BEPUMTEIF OYPTIIHI FICIH |r.

Xyn33H aBax Hb 34 3yVVAT My3eiiH YHACH CaH
XBMPBIWAH HIrX BONTOX 8XWNNAraa oM.
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ACQUIRING AND ACCESSIONING OBJECTS
3f 3YWIIC LyriyyIAX bA XYJI33H ABAX

Transfer of Title Forms

Although transfer of title can be recorded on
an Object Entry Form (see “Object Entry”) it is
often better for ownership to be established
using a separate form. This should include
the current and new owner and details of
any payments made.

BmyneryniitH apXuiir WHKYYNIX MasrT
BMynerawis  apxwir LANXYYIC3H Tyxai 3a
3yiin asax Masrtag budux 6onox 4 (“3g 3yin
aBax’xacrasc y3) Tycraii MasrT raprax Hb
36B. Yr MasArtag Xyy4uH, K3 emuneryuy 6a
TeNBBpUIAH Tanaap TycraHa.

Reason for Acquisition

Not all objects are acquired by museums for
addition to the permanent collection.
Instead, they can be used for handling or
teaching collections. The reason for
acquisition should be recorded on the
Object Entry Form (see “Object Entry").

Lyrnyynax wantraax

MyaeitH ag 3yin 6ypuir caH xemper basxyynax
30puynanTaap asaarryd 6ereef CypranTsH
X3P3rnaraaxyyH 6onrox 33par Tycnax yypartai
Bavbx 607HO. 30 3yVin LyryyicaH LUaNTraaHsIr
3 3yin aBax MasrTag 6uuHa ("3 3yin asax”
X3Craac y3.
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ACQUIRING AND ACCESSIONING OBJECTS
3f 3YWIC LyriyynAX bA XYJI33H ABAX

Accession Register
Accessioned ogjects should be recorded in the museum’s Acces-
sion Register. This is an unalterable written record of the museum’s
collection and exists in addition to the catalogue or computerised
database. Includes :

+ initial storage location

+ entry number

+ gccession number

+ date accessioned

+ person or organisation received from

+ brief description

Xynaan aBax 6yprran
Myaeiin winH3ap xynaaH ascaH 3 3yinwir XynaaH asax bypTrang
6ypTraHa. SHa Hb CaH XeMperviiH eep4nergexryi Giyman byprran
6a KaTanor, Liaxyiv M333MMViH CaHTWH HIM3NT IOM:

* 8HXHbI BBVDLLITbIH KOR

* My3e/i3 OPCOH fiyraap

*XYN133H 8BCaH [yraap

*XYN133H 8BCaH OrHOO

*6IC6H XyBb XyH ba bavlryynnara

+T0BY TOAOpXOVNONT

BORROWING OBJECTS
3] SYWJIC 333J13X

Loan Agreements

When your museum borrows an object, try
to establish a proper loan agreement, signed
bK both the museum and lender. Loans
should ideally be for set periods of time,
although these can be extended or renewed.
Long-term or open-ended loans are best
avoided wherever possible.

33a/mifH rapaa

Tawait  my3ei  yamap  333n133p  asban
393NQyynary Tantai 30XuUX XyDMbIH faryy
rapas bauryynx, rapbiH ycar 3ypax EcTOM.
['3paar wnH34nax, xyrauaa cyHrax 6onomxToi
Ty Xyrayaar TOROPXOA 3aa. YprT xyrauaataut
0a xyrayaa HISNTTI r3pI3H33C anb Gonox
3anCXmiX Hb 3yATaN.
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BORROWING OBJECTS
3/ 3YWIC 333/13X
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Recording Loans
The museum'’s database or catalogue should recard :
+ the name of the lender
+ duration of loan
+ expected return date
+ standards of care
+ responsibility for conservation
+ insurance arrangements
* transport arrangements

33a:umitH Tamasrnan
MagaannmiH caw, KaTanoruT GypTrax TaMgarnan.
* 333NYyN3r4MiiH H3P
* 3937WVH Xyralaa
3 + ByLiaax erex oroo
3 * 8PYMNraa XagranantsiH CTaHaapT
* @p4NaH XaMraananTbiH xapuyLnara
« JaaTrasbiH HeXLen
* T33BIPAANTUIH HEXLEN

Filing Loans Records
As well as keeping loan agreements in the
object's history file, copies can also be

stored in a “Loans In File” in return date
order. This will allow loans to be monitored
and renewed more easily.

33amiiH 6apumT 6rYruitH Xagranant

30 3ynuiH TyyXWiH XaBTacT 333/MiH rapasar
Xagranaxaac ragHa 6ycan XyBwir Hb GyLaax
OrHOOHb! fapaannaap “3331C3H 3f 3yncuiiH
XaBTac’-T xagranx 60mHo. 3H3 Hb 333C3H 31
3YVNCUVAT XAHaX, r3p33r LMH34nax3g xanbap.

26
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LOCATION AND MOVEMENT OF OBJECTS
34 3YWIICUNH BAVNPLLINIT BA X646J1re6H

Museums need to be able to account for
objects in their care. Controlling the location
and movement of objects will ensure that
they can easily be found and losses quickly
spotted.

Myaevt apyunx xagranx 6yi 95 3yAncaa xaHax
EcToi. 3 3yincuiiH banpLLnn, XeaesreeHIir
XAHAX Hb aMapXaH 070X, a7gar[caH TOX1onEong
Lar anganryvt Mafjaxag TycTai.

Recording Storage Locations

Try to assign each object a normal storage
location. You will then know where it should
be returned to if it is taken to a new,
temporary location.

Xapranax 6aifpwnbiH Tamgarnan

3 3yiin 6ypwiir xagranax 6anHrbiH GaipLIMaTal
6oArox Xxapartaii. VHracHasp eep rasap Typ
bavpnyynsan byLaax xaaHa TaBuxaa M3gax
6orHo.
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LOCATION AND MOVEMENT OF OBJECTS
3/ 3YWIICNH BAVPLLIVI BA X6[16/ireeH

Updating the Catalogue

It is a good idea to record object movements
on the museum’s catalogue or database.
This should include changes to normal
locations as well as temporary movements.

Karanor wuna4ynax
My3etHmagaanaviHcaH, kaTanoruT agayanui
X6LENTeeHMAr BYPTrax Hb 3YWT3A.  baitHrbiH
6a Typ GaipLumn pyy 386X 86BPYNBITYYLUAr Y
T3ME3IT3X X3PIrTaut.

Proxy Cards
When an object is temporarily moved it is often a
ood idea to leave a card in its usual location.
his should include :
+ identity number
+ object name
+ date removed
- * new location
= TR + name of remaver
~ + expected return date

Opnyynax Kapr
3 3ysnwir 6aiHrbiH BaipLunaac Hb Typ aBaxgaa
0opryynax kapT yngaa. Kaprag:
* TaHIX fyraap
* 31 3YWIMIH H3P
* XB67T6C6H OrHOO
* LLMK3 BavipLumn
* XOfIB/IT8CEH AXUITHbI H3P
Sebe'o * ByLaax TaBux OrHoOr 61YH3
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o OBJECT CONDITION CHECKING
30 3YWITNNH XALrATIANTbIH BAVATIBII LUNHXXUX

Checking the Object

Objects need to be checked regularly to
ensure that they are not deteriorating. It is
also a good idea to check them before
leaving the museum on loan or for
conservation (see ‘Object Exit”). This wil
allow any damage to be easily detected.

33 3yiing yanar xuitx

30 3yWACT TOFTMOM Y3Nar Xuix, Myyaax
By 3CaXWir LuanraHa. 333MuiH rapaaraap
MY3€iiraac raprax, ap4aH xamraanaxaac eMHe
yanar xwix He 3yitai ("3 3yinuir raprax”
X3craac y3). VIHraBan ramrwir uar anganryi,
XAnbap UpyyHa.

Recording Condition Assessments

The condition of the object can be recorded on
the museum's catalogue or database.
Remember to update your records if any
alterations to the objects storage conditions
are required.

Itisagoodideatorecordthe name ofthe person
carrying out the check, along with the date.

Xagranantbin 6aiignbiH yHINraa

30 3yianviAH XagrananTeld 6GaiigibiH - Tanaap
My3eiH KaTanor 6a M3G3MMAH CaHE BUYHa.
XagrananteiH 6aliiibir 66p4ex LLaapanararai
6051 M3[1337130 LLMHAYN3H B,

Y3anar xuicaH orHoo 6a aXunTHbl HIPUAT BUYH3.
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LENDING OBJECTS
34 3YWJIC 333/14YYI19X

2214/

30

Loan Agreements

Objects lent by museums should be the
subject of proper loan agreements signed by
the museum and borrower. Loans should
ideally be for set periods of time, although
these can be extended or renewed.
Long-term or open-ended loans are best
avoided wherever possible.

333/miiH rapaa

MysaeiiH y3mapwir 333ngyynaxgs3 33angary
TanTal 30XVX XyPMbIH r3p33 Gaiiryynx, rapbiH
ycar 3ypax €cToi. [3paar LWmnHa4N3x, Xyrayaa
CyHrax GonoMXToi Tyn Xyrayaar TOLOPXOi
3aa. Ypr xyrauaatavt 6a xyrayaa H3anTTl
r3P33HIIC a1k 600X 3AACXMIX Hb 3YWTIA.

Recording Loans to Others
The museum'’s database or catalogue should recard :
+ the name of the borrower
+ duration of loan
+ expected return date
+ standards of care
+ responsibility for conservation
+ insurance arrangements
* transport arrangements

333n/yyNCcaH 333/MitH TIMAIMNIN
MagaannuiH caw, katanorut GypTrax TamMgarnan:

* 333703 YMH H3p

* 333/WIH XyraLaa

* byLiaax erex orHoo

*apyunraa xaaranantbiH cTaHOapT

*@punaH xaMraanantei xapuyLnara

* 8aTranbiH HexLen

* TI3BIPNAITUIH HEXLEN
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LENDING OBJECTS
3f1 3YWIIC 333/1AYYNaX

Filing Loans Records

As well as keeping loan agreements in the
object's history file, copies can also be
stored in a “Loans Out File” in return date
order. This will allow loans to be monitored
and renewed more easily.

33a/nitH GapumT BUYrKIAH Xagranant

30 3YAMAIAH TYYXWAH XaBTACT 333MMiH rap3ar
Xafranaxaac ragHa 6ycag XyBuir Ho 6Byuax
Mp3X OrHOOHbI fjapaannaap ‘333nyyncaH
30 3yWNCUitH XaBTac'-T xagranx 6onHo. JH3
Hb 333M7yYNC3H 30 3yWNCWIAr XAHaX, rapaar
LLIMH34r3X3p TyCTa.

DISPOSING OF OBJECTS
3] SYUJIC XACAX

Dealing with Unwanted Objects
Occasionally a museum will want to dispose
of an object. This is usually because it no
longer fits in with the museum'’s collecting
palicy or because it would be better to
transfer it to another museum. The actual
exit of the object should be recorded on an
Exit Form (see “Object Exit”).

Xaparyaaryii 6oncoH 34 3yincTail xapbyax
axunnaraa

3apumpaa 3g 3yanuir My3eiH Lyryynraac
xacgar. Mysein  uyrnyynrsiH  Gognorog
TOXMPOX00 BOTLCOH GBI TOXMPOX B8P My3eilA
LUMAXYYN3X Hb B33P 60N nX3B4n3H xacaar. I4
3YANVr Xacaxag, My3eiraac 6ypMeceH raprax
TyXau 30 3yin raprax Masrtag uyna. ("3 3yin
raprax” Xacraac ya).
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DISPOSING OF OBJECTS
3/ 3YWIC XACAX

Deaccessioning

Objects forming part of the museum's
permanent collection and that the museum
would like to dispose of will need to be
deaccessioned. Remember to record this in
the accession register and the database
along with the reason for disposal.

Xacax tyxait

Myseiin yHocaH caH xempereec 34 3yvimuir
Xacaxgaa Xacax axwnnaraar 30xux €coop
X3D3rKyynHa.  Xacax —axwinaraaHsl  fBL,
LUaNTraaHbir  XynasH asax byprram 6omoH
M3AI3NMIAH CaH ByPTTaH3.

OBJECTS LEAVING THE MUSEUM
MY3EWUI3ac 34 3YWUJIC rAPrAX

f "] © Museums need to be able to account for all objects
leaving their care. This should be recorded on an
Exit Form, as well as on the computerised
database if it exists.

If an object is returned to its owner (e.g. if it is
a loan or unwanted gift) then an Exit Form is not
| : usually required as Its return can be logged on

s W’ T\ M [ L theoriginal Object Entry Form.

Myseii apunx  xagranx 6yd ag 3yincas
rapraxgaa XsHax €ctod. JH3 Tyxal 3§ 3yin
raprax Masrt 6a LaxuMm MIF33NNAH CaHg
BypTraHa.

L I X3paB 333Hg Hb byLaaH ery by 6on (XnLL33 Hb,
333/1C3H 3CB3IT B3IN3r Hb My3ei] X3pary3aryi
6oncon) 3n 3yin raprax Masrtag 3aasan
6ypTrax Wwaapanararyi, 30 3yvn aBax Masrtag

2 OYPTIOX30 XHraNTTEN.
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0BJECTS LEAVING THE MUSEUM
MY3ENra3C 34 3YWIC rAPrAX

Exit Forms
|deally these should be pre-numbered and printed
on carbonless capy paper.

The top sheet is retained by the museum and
stored in an Object Exit File. A copy should be
provided to the recipient. If the abject has been
loaned out, a second capy can be stared in return
date order in a Loans Out File until the object's
return.

33 3yiin raprax masrt
Masrt nyraapnacaH xyyaac, xysungar Laactait
bavix cTon.

3 XyBWr 3f 3y/in raprax XxaBTacT XaAranHa.
Har xysuidr xynaaH asarqug erve. Xapas g
3yAnwir 33anaap raprax Oyt 6on Xoep gaxe
XyBWAr ByLax Wp3x OrHOOHbI [apaannaap

93NQYYIICIH 34 3YWICWIAH XaBTacT ByLaax
aBax XypTan xagranHa.

Remover and Recipient

It is a good idea to record the name and
address of the remover of the object as well as
thatof the recipient, asthese willnotnecessarily
be the same.

Ask the remover to sign and date the Exit
Form. A representative of the museum should
also sign to confirm that the details recorded
are correct.

3eex XyH 6a XynasH aBary

3 3yinwir 3eex, XynaaH asax eap xymyyc bon
366X, X{N133H aBaxX XOEP XyHWA HID, XaArwwir
6BYpTraH3.

3eex xyH3sp 3g 3yiin raprax MasrTag OrHoo,
rapsiH ycar 3ypyynHa.  MyseiH Teneenen
TAME3rN3n  yHaH Bonoxuir — batanraaxyynx
rapbliH YCar 3ypHa.
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OBUECTS LEAVING THE MUSEUM
MY3ENra3C 34 3YWIC rAPrAX

TRANSFERAL *

34

Reason for Removal
Remember to record the reasans why the
object is leaving the museum. These may
include :

+ transferral *

+ loan out *

+ destruction *

Faprax wantraan
Myaeviraac ag syinuiir smap 30punroop raprax
6ONICOH LUanTraaHsIr 6uy:

* LLIMAXYynax *

*333nAyynax *

*ycTrax* 33par LwanTraaH 6ax 6Ho.

Object Information
The Exit form should include key information
about the object includin% :

+ a brief description of the object

+ identifying number

+ insurance valuation

+ conditions governing remaval

+ agreed return date

37 3yinuitH Tyxail M3433nan
30 3y raprax Masrtag ron Magasnmir
bartaaHa:

* 30 3YWMIAH TOBY TOROPXOANONT

*THIX Jyraap

* 4aaTrablH YHaraa

*raprax Hexunyya
+ 6yLJaax aBax TOXMPOSLCOH OrHOO
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0BJECTS LEAVING THE MUSEUM
MY3ENra3C 34 3YWIC rAPrAX

Return of Objects

It is a good idea for the original Exit Form to
be signed by a museum representative to
record when an object is subsequently
returned to the museum (for example if it
has been loaned aut or sent for conservation).

3 3yiincwiir Gyyaax asax

333 3cB3N @p4naH Xamraanax 30punroop
30 3yWn rapraxag 34 3yn raprax MasrTbiH ax
XyBb [193P My3eiH Teneenen TyxaiH s 3yanir
X3339 My3ei byuaax asaxwir TIMEIITIaH,
rapbiH yCar 3ypax Hb 36B.
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