Artifact Transport Guidelines
1.
Make sure that each person transporting the artifact knows he/she has accepted a collection artifact for transport.

2.
Make sure the artifact is clearly labeled as being a collection artifact.  A sign that says “Object Inside” affixed to the outer container is appropriate.

3.
Make sure that the recipient of the artifact has been informed that the artifact is in transit.  The recipients name and location should be noted clearly on the outer container for the artifact.

4.
If you have any doubt that the artifact is safe for transport contact one of the conservators to discuss the move in advance.

5.
Leave the artifact with the designated recipient only or with someone authorized to receive the artifact.

6.
Get a receipt.  The sender should have two copies of some form of receipt to accompany the artifact.  The receipts should be signed by the carrier and the recipient or representative.  One copy should be retained by the recipient and the other returned to the sender or sender’s department.

7.
Never transport artifacts without a protective housing and adequate support.  A box or rigid envelope is appropriate for small or flat objects.  Moving pads, plastic covers, and crates are appropriate for larger artifacts.  A plastic covering over the outer container is a good idea, as well.  Make sure the cover is securely attached to the box.
8.
Never leave an artifact unattended for any reason while transporting.  Sometimes it is necessary to have two staff members present when transporting artifacts.  For example, when the artifact will be in transit overnight, two staff members should be present.  Or, if you are loading or unloading several artifacts, one staff member should remain with the vehicle while others move artifacts in and out.

9.
Never place the artifact in an unheated or un-air conditioned portion of a vehicle.  Keep it in the passenger section so you will be aware of its environment.  Furniture or other large artifacts may have to go into a cargo section.  Avoid moving these artifacts on days of extreme temperature or humidity levels.  (Also consider whether or not the placement of the artifact poses a threat to the driver.  A large object wedged in the back seat of a car might become dangerous in the event of an accident.)

10.
Consider the weather conditions and don’t be afraid to cancel a delivery if the weather is bad.

11.
Do not treat collection artifacts as if they are mail or personal belongings when transporting them.  For example, don’t stuff them into briefcases, leave them in unattended vehicles, expose them to take out food or drinks, etc.

12.
Don’t eat, drink, or smoke around the artifact!

13.
Packing materials serve many purposes when transporting artifacts.  Materials can dampen vibration and impact, insulate from temperature changes, buffer moisture and humidity fluctuations, provide support, and protect artifacts from dirt, dust, sneezes, spills, vehicle failure, and other accidents.

14.
These guidelines are for the local transport of artifacts in vehicles.  If it is necessary for you to send an artifact via shipping company, mail service, or any other means, special packing and transport methods are required.

15.
Some of these guidelines also apply to carrying collections while walking from location to location.  When transporting artifacts on your person, use common sense and follow museum artifact handling practices.  Small artifacts can be easily damaged, lost, dropped, and misplaced even on a short trip down the mall.  Use caution if you have any concerns, arrange an alternate method of transport, or arrange for someone else to transport the artifact.
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