Condition Report Form Procedures
Condition report forms are to be filled out for any object that:

· Has recently been acquired for the permanent collection

· Is going out on loan

· Is going out on exhibit

Complete the fields on the condition report form in the following manner:

Object number:  The object’s accession number.  This number may have already been directly applied to the object, or, in the case of new acquisitions, the number may be found on accompanying paperwork.

Object name:  The name of the object as found in the database, catalog sheet, catalog card, or donation paperwork.  These names generally correspond with Chenhall’s Revised Nomenclature for Museum Cataloging.

Reason for report:  May be new acquisition, loan, or exhibit.  If the report is being completed for another reason, please state the reason in this field.

Dimensions (in.):  Dimensions taken in inches.

Examiner name:  Name of person completing report.

Date:  Date of report completion.

Materials:  List the basic materials found in the object listing the most prevalent material first and then working down.  If you are uncertain of a type of material, list what you do know.  Example:  An item is made of metal and wood but you do not know the specific types.  In this case, simply list:  metal, wood.  However, if you know the type of metal, but not the wood, list:  brass, wood.

Basic description:  List a brief explanatory description of the object.

Physical damage:  Physical damage is defined on the report as, “structural alterations to the object, such as cracks, splits, breaks, chips, holes, and other forms of loss, as well as previous repairs (include measurement(s) of the area of loss).”  A glossary with terms and definitions of damage that may fall into this category can be found on the Condition Report Form Glossary.  Consult the glossary when you are not certain of the type of damage or its specific name.

Surface/Cosmetic damage:  Surface/Cosmetic damage is defined on the report as, “superficial alterations to the surface, such as stains, residues, fingerprints, glue, accretions, grime/dirt, fading, discoloration.”   A glossary with terms and definitions of damage that may fall into this category can be found on the Condition Report Form Glossary.  Consult the glossary when you are not certain of the type of damage or its specific name.

Potential damage/Inherent vice:  Potential damage/Inherent vice is defined on the report as, “frailties present in the object that may cause further damage, such as loose parts, brittleness, dryness, peeling, shedding.”   A glossary with terms and definitions of damage that may fall into this category can be found on the Condition Report Form Glossary.  Consult the glossary when you are not certain of the type of damage or its specific name.
