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Acquisition procedure

Definition

Documenting and managing the addition of objects and associated information to the collections of the organisation and their possible accession to the permanent collections.

Minimum Standard

The organisation must have a policy covering the acquisition of objects, which should include a collecting policy. Refer to the Policies and Legal Context chapter for general
guidance on collections management policies. Refer to Acquisition: SPECTRUM Advice for guidance on acquisition policy.

The procedure for managing and documenting acquisitions must:

Ensure that written evidence is obtained of the original title to an object and the transfer of the title to the acquiring organisation;

Enable the reconciling of acquisition records with objects as part of retrospective documentation, audit and inventory activity;

Ensure that a unique number is assigned to, and physically associated with, all objects;

Ensure that accession registers are maintained, describing all acquisitions and listing them by number;

Ensure that information about the acquisition process is retained;

Ensure that donors are made aware of the terms on which their gift or bequest is accepted by the organisation;

Ensure that collecting complies with the organisation’s collecting policy, and does not contravene any local, national or international law, treaty or recognised code of practice;
Ensure a copy of the information in the accession register is made and kept up to date.

Acquisition is a SPECTRUM Primary Procedure. This means that in order to meet the documentation requirements for the Museum Accreditation Scheme an organisation must
reach the SPECTRUM Minimum Standard for this procedure.
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Further detailed guidance on the Acquisition procedure can be found in Acquisition: SPECTRUM Advice available on Collections Link
Details of the Units of Information required for this procedure can be found in SPECTRUM 4.0 Appendix 1, Information Requirements available on Collections Link
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