SAMPLE Registration Procedures
1. Objects are approved by the Collection Committee/Board

2. An Accession Number is assigned 

3. Museum Catalog Numbers are assigned to each object 

4. A record is created in Past Perfect/Record Management System

5. An Instrument of Donation form is sent to the donor

6. Catalog Forms are created and objects are numbered and photographed

Approval by the Acquisitions Committee

All additions to the Museum’s collections must be approved by the Acquisitions Committee.  The Acquisitions Committee consists of the Associate Director of the Museum/Historic Sites Division, the Senior Museum Curator, and the Curator of Collections or Registrar.   At least two of the three members of the committee must approve the acquisition.

Assigning an Accession Number

Accession numbers are based on the calendar year.  The first accession of 2001, for example, receives the number “2001.0001”.    The Accession number is used as a tracking number only.  This number is not applied to the object.  The number is assigned through PastPerfect/Record Management System.  
Creating a Record in the Database

After assigning accession numbers, enter the data about the acquisition into the accession module in PastPerfect. See PastPerfect directions for details.

The Instrument of Donation
After the record is created in PastPerfect, generate an Instrument of donation using the Deed of Gift module.  See PastPerfect directions for details.  The donor form will contain the following information:

· Date Received

· Accession date and number

· Name of Donor

· Address: of the donor

· Phone number: phone number of the donor

· Fax number and e-mail address if applicable 

· Credit Line for exhibit and publication purposes

· A list of the items contained in the donation  

A copy of the accession record should be printed out and kept in a folder for the permanent record.  It is essential to keep a paper hardcopy of all records in addition to digital files.

Complete a thank you letter to accompany the donation form and sign the forms to officially accept the donation.

Two copies of the Instrument of Donation are sent to the donor.  The donor may keep one copy and the museum keeps the other one.  A postage paid envelope is included for the donor to return the forms in. When returned, the copy is placed in the donor file.












