Education and Use Collection
Items in this collection are not accessioned into the permanent collection and are not cataloged.  They are intended to be used by the education, and other staff, as hands-on elements in exhibits, as part of public programming, for lectures, etc.  The items in this collection may be discarded at any time.

I.  Acquisition through donation

A.
A donation form must be filled out and signed by the donor.  This form will clearly indicate that the item is being accepted into the Education and Use Collection and may be disposed of at any time. The donor must indicate on the form whether they intend to take a tax deduction for this donation.  If they do, the item cannot be disposed of for a minimum of two years.

B.  
Each item is assigned an individual number and the item is marked with this number.  Items may be marked permanently.

C.
When an item in the Education and Use Collection is disposed of, the Museum Collections Department must be notified immediately so documentation of the items disposition can be made.

II.  Acquisition through deaccessioning

A.
If an item in the permanent collection has been identified for transfer to the Education and Use Collection, it must be deaccessioned according to [INSTITUTION] policy and procedure.

B.  
Once deaccessioned it will be transferred to the Education and Use Collection through the use of an Acquisition Form.

C.
Repeat items B-D of Section I

III.  Acquisition through purchase (artifacts or reproductions)

A.
All existing policy and procedure regarding purchasing must be followed.  

B.
Once the items are purchased and in the possession of the Museum Collections Department, they will be documented through the use of an Acquisition Form.

C. 
Repeat items B-D of Section I.

IV.  Acquisition through in-house reproduction

A.
If the reproduction is made in-house and has the potential of being mistaken for an artifact at the time of manufacture, or in the future, it must be added to the Education and Use Collection through the use of an Acquisition Form.

B.
Repeat items B-D of Section I.
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