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How to complete the Checklist for Loans In 
 
The following provides guidance on how to complete the Checklist for Loans In.  Note that some of the information is 
mandatory and has been marked with an **.  If you would like to discuss the contents of the form, do not hesitate to 
telephone your contact at the Museum. 

 
**Item name, title (if applicable), maker or manufacturer and date 
e.g.  Oil Painting – English Bay on a Rainy Day by Bernard Smith 
e.g.  Air Marshall Boots – RAF - 1953 
 
**Owner or Lender name and address 
Indicate if you are the Legal Owner or the Lender and include your name and address 
 
**Telephone number 
Supply a contact telephone number. 
 
Contact name and collection details (if different than above) 
The Items may be collected from a different address than the Owner’s address.   
 
**Materials or Item details 
e.g. White porcelain vase depicting red and white roses.  There is a narrow gold band around the lower neck of the vase. 
 
**Dimensions 
What are the dimensions of the Item at its widest point; i.e. external frame dimensions of a painting?  Indicate metric or 
Imperial e.g. 30cm  
 
Weight 
What is the approximate weight in kilograms or pounds?  It may be hard to tell.  Indicate if it is heavy (more than one 
person to carry) or light (one person can carry it) e.g. 5kgs - light   
 
Does it come with related items?  
Does the Item come in a box or with keys or other accessories that will come with the Items to the Museum? 
 
How would you like the Item displayed? 
Do you have any requests on how you would like the Items displayed?  This can also be discussed with the Museum. 
 
Does the Items require special handling, packing and transport? 
This can be discussed with the Museum. 
 
Environmental parameters for display: 
If you know the environmental parameters, please include them.  The Museum can advise on appropriate levels to protect 
the Items. 
 
Other special requirements? 
Any other requirements you have. 
 
Does this Item require a licence or legal document? 
Do you know if this Item requires a licence or other legal documents e.g. gun licences, CITES, Export or Import Licence. 
 
Do you own the copyright? 
Many Items such as paintings, prints, photographs, handwritten documents, maps or printed text are often under copyright 
but determining ownership of the copyright is frequently a complex matter.  If you are uncertain if you are the copyright 
owner, leave the space blank.  The Museum can investigate ownership if it wishes to reproduce the image of the Items.  If 
you know the Items is under copyright, can you provide the name and contact details of the copyright owner? 
 
If you are the copyright holder, can you provide your approval for reproduction for the purposes of TV; catalogue; 
leaflets; web site and merchandise? 
Complete this only if you are the Owner of the copyright. 
 
Can you supply a colour transparency or digital image? 
This question relates to the use of the image for reproduction and is not a request for a photo of the Items for research 
purposes. 



 
Credit line for reproduction 
If you give the Museum permission to use the colour transparency or digital image, please provide the credit line that you 
would like appear in the source it is used. 
 
Proposed valuation (Sterling) 
Do you know the value of the Items you are lending?  Can you propose a value?  The Museum can provide guidance to determine 
the value but may seek an independent valuation.  The cost of which will be covered by the Museum. 
 
Valuation date 
Provide date of proposed value as indicated. 
 
Briefly provide an initial visual condition check 
Could you, as the Owner or the Lender provide a brief description of the Item?  This does not need to be carried out by a 
Museum professional such as a Conservator.  The description allows the Museum to determine the current state of the 
Item and if any conservation work is required.  If the Item is in very poor condition, further discussions will need to be 
carried out to determine if the Item is suitable to lend or if conservation treatment needs to be considered.  The Museum’s 
contact will discuss this fully with you.  The following are some exampled of descriptions. 
e.g. Item is in good condition with no cracks or splits.  
e.g. The frame of the painting has numerous areas of paint loss.  The surface of the painting is stable 
e.g. The Item is in good condition 
e.g. Full condition report attached.  You can also attach a separate sheet to the Checklist outlining the Item’s condition. 


