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Object entry procedure

Definition

The management and documentation of the receipt of objects and associated information which are not currently part of the collections. Any object which does not currently have
an object number assigned by the receiving organisation must be dealt with within this procedure.

Minimum Standard

The organisation must have a policy covering the receipt and deposit of objects. Refer to Policy and Legal Context for general guidance on collections management polices. See
also Object Entry: SPECTRUM Advice for guidance about object entry policy decisions.

The procedure for managing and documenting Object entry must:

Establish the terms and conditions under which objects are being received for deposit;
Uniquely identify the newly received object or associated group of objects;

Ensure the organisation is able to account for all objects left in its care;

Provide a receipt for the owner or depositor;

Help establish the extent of the organisation’s liability;

Indicate the reason for the receipt of the object;

Determine a finite end to, or programme for review of, the deposit;

Enable the object to be returned to the owner or depositor as required;

Allow for objects and associated records to be checked on entry to ensure that they correspond to any accompanying inventory and/or transfer of title documentation
supplied;

Establish who has legal title to the object in case of subsequent acquisition;

Capture key information about the object, to be augmented in the future;

Inform the decision making-process.

Object entry is a SPECTRUM Primary Procedure. This means that in order to meet the documentation requirements for the Museum Accreditation Scheme an organisation must
maintain the SPECTRUM Minimum Standard for this procedure.
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Further detailed guidance on the Object Entry procedure can be found in Object Entry: 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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