SAMPLE Filing System
FILE:


ACCESSION RECORD

CONTENTS:
Information relating to the accession record: sequential accession number, date of arrival, name and address of the owner or person bringing the object (if not a museum employee), identification (object key word or brief description), reason for entry, temporary storage location, name of museum employee receiving and/or bringing the object 

PURPOSE:

Daily log of material accessioned into the museum collections

MEDIUM:

Notebook, one page per accession record

FILING ORDER:
By accession number

FILE:


ACCESSION/CATALOG NUMBER FILE

CONTENTS:
Physical description of objects in the museum collections, includes catalog sheets, photographs, conservation forms, anything relating to the object.

PURPOSE:
Allows one to keep track of objects in numerical order.  A cross-check.

MEDIUM:
Records in File Folders

FILING ORDER:
Numerical

FILE:


DONOR FILES

CONTENTS:
All information relating to a donor, including name, city and state of residence, any associated collections, etc.  Should include correspondence, instruments of donation, biographical data, notes, and many still contain the original handwritten catalog descriptions of the donated material.  Also contains incoming loan information.

PURPOSE:

Provides the legal record of a donation, loan, transaction, etc.

MEDIUM:

Filing cabinets

FILING ORDER:
Alphabetical and each file by date within the individual files, oldest to newest date (front to back).

FILE:
EXHIBITION FILE

FIELDS:
Topic, Previous Location, Location 

CONTENTS:
Exhibit text, plans, objects list, donor lists, insurance information, loan data, research data, sometimes photos, etc.

PURPOSE:
Information relating to all [INSTUTION] exhibits including temporary exhibits.

MEDIUM:
Filing cabinets

FILING ORDER:
By building, exhibit, and so on

FILE:


PHOTOGRAPH FILE
CONTENTS:
Negatives, contact prints, slides, transparencies of museum objects.  

Also contains copies of CDs containing digital images of some 

museum objects as taken by staff.

PURPOSE:

Documentation of museum collections

MEDIUM:

File cabinets, also cabinet with shelves for slide boxes.

FILING ORDER:
Images of objects are filed numerically by accession number.




Images of exhibits are filed alphabetically by exhibit title. 

Artifact numbers are listed on the outside of each CD case.

FILE:
SECURITY FILE
CONTENTS:
Contents of Museum Collection and Donor Files

PURPOSE:
Provide a security or back-up collection files

MEDIUM:
Digital Copy

FILING ORDER:
Alphabetical or by accession/catalog number

COMMENTS:
Should be stored off-site

FILE:
OUTGOING LOAN FILE

CONTENTS:
Loan documents, correspondence with lenders, certificates of insurance.

PURPOSE:
Helps museum keep track of all outgoing loans

MEDIUM:
Legal-size file cabinet.

FILING ORDER:
Alphabetical by borrower

COMENTS:
Loans are also tracked by due date in a notebook by the Registrar.

PAGE  
2

