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when an item is brought into the Museum as a donation, loan or for 

identification… 

[Object entry] 
 

Spectrum 5 procedure:   Object entry (see Appendix 1) 

     Acquisition & Accessioning (See Appendix 2) 

Summary:    Museums are expected to take the same level of care 

for objects that are not part of their collections as they would for their own objects. They 

might be held liable for loss or damage to objects, whether the objects themselves were 

solicited or not.  

Entry records log every item which is left in the care of the museum at the time of its arrival. 

Entry documentation should be applied to all potential gifts or purchases, and items to be 

identified, or given as a loan even if they will only remain in the museum for a short time.  

Person responsible:     The Curator 

Location of blank Object Entry Forms: Desk drawer of Curator’s desk 

Location of completed Object Entry Forms: The locked cabinet adjacent to the Curator’s 

desk. 

Person responsible for filling out an Object Entry Form:  The Curator 

Person responsible for authorising Acquisitions:  The Curator 

Person responsible for returning items to Depositors:  The Curator 

 

1. Prepare for the item – is there adequate storage / quarantine space? 

2. See whether the item fits within the collection: 

a. Does it fit within the collecting areas of the museum’s Collections Development 

Policy? 

b. Are there examples already in the collection? 

c. Is there a prohibitive cost to conserve / store it? 

3. Complete an Object Entry Form then file (see Guidelines box) 

4. If it is immediately decided to acquire the item, then ensure that the owner/depositor signs 

both sections of the Object Entry form. This is the Acquisition procedure whereby the Transfer 

of Title occurs: i.e. the formal process of a change of ownership to the museum.  

5. If a decision to acquire the item is made at a later date, then the transfer of title must only be 

completed after that decision has been made – even if this requires the donor to come to the 

museum on a second occasion. 

6. Loans are covered in a separate procedure. 

  



 

 3 

GUIDELINES FOR FILLING IN AN ENTRY FORM 

An Entry Form must be filled in for any object which enters the care of the museum.  An Entry Form 

should be raised regardless of the reason for entry – e.g., gift, loan, or for identification.  It should be 

completed before the depositor / owner leaves the Museum. 

If a single donor gives a group of objects, these can all be listed on one form.  However, for each 

donor, a separate Entry Form must be completed.  Collections Trust Object Entry Forms are used 

(https://collectionstrust.org.uk/shop/). 

Form # 

Each entry has a unique entry number.   

This is not the Accession number, but is of the form Exxxx, running consecutively from E0001. 

To see which number you need, look up the last form in the Entry Form file (this should be the first 
page in the file). 

Received From / Owner (if different) 
If the depositor is not the owner fill in both the Received from and Owner sections.  Home 

addresses rather than work addresses should be noted, as they are usually more permanent, unless 

the donation is from an organisation rather than an individual. 

If a person is unwilling to give you their name and address then the object should not be accepted 

into the museum collection.  If at all possible, also take a current phone number as this makes it 

easier to contact the donor with queries and questions. 

Description of object/collection 

Fill in this section as thoroughly as possible. 

Include information about the history of the object and its owners.  This may be the only 

opportunity we have to find out about the objects from the depositor and this personal information 

makes the object more interesting and helps when drafting display labels.   

Pay particular note to the condition of the object at the point of entry, make sure the depositor 

checks and agrees with what you have written.  If at any time in the future a depositor makes a claim 

against the museum regarding the condition of an object this is the only proof we have of the 

object’s condition when it entered the museum. Continue on a second entry form if more space is 

needed, ensure that you relate the two forms to each other e.g., page 1 of 2, 2 of 2.  

Reason for Entry 

Tick reason for entry (Gift / Sale / Loan / Identification). 

Loans are subject to an additional loan agreement. See section 6, below.  

For gifts, they need to sign both sections of the form – this covers the Transfer of Title.  Make sure 

that they read the reverse of the form before signing. 

Fill in whether return of the item is required and the agreed return date. It is extremely important to 

obtain written confirmation of the depositor’s wishes in the event that the items are not accepted 

into the collection.  Museums are not able to keep objects indefinitely due to limited resources 

therefore if objects have not been collected within three months, they may be disposed of.  

Loans are subject to an additional Loan Agreement. See Loans In section 6, below. 
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A signature must be obtained for all objects whether they are entering the collection permanently, 

for identification or on loan.  This is to ensure that the depositor agrees with everything that has 

been recorded.  If they are unwilling to sign this Entry Form and Transfer of Title / Loan Agreement 

(for gifts, sales and loans), then we are unable to accept the object. 

It is very important that the Depositor / Owner reads and understands the Conditions of Deposit as 

stated on the reverse of the Form. 

Museum Signatory 

The Curator should sign, name and date the form. 

It is a good idea to take a photograph of the object for extra identification purposes and, 
importantly, it shows the condition of the item at the point of entry.  Provide the details as to where 
the digital photograph is kept. 

Curator’s Comments 

After considering the gift/sale/loan/identification of the object, tick the appropriate box and add any 
comments.  Once the depositor is informed, circle ‘Yes’. 

Return of Object to Owner 

Contact the depositor by telephone and/or letter to arrange return of the item.  The Curator and 

depositor must sign this section when objects are returned.  The person collecting the object should 

bring their receipt with them. 

Filing of the Entry Forms 

Three copies of each entry form are needed: 

The WHITE copy is the Depositor / Owner’s copy. 

The PINK copy is the Museum copy for the Object Entry Form File. 

The BLUE copy is the Museum copy to remain with the object until it has been accessioned.  Once 

this has happened, it can be discarded. 
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Example of a completed Object Entry Form  
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faqs 

What do I do with the item after it has been brought to the museum? 

The blue copy of the Object Entry form should be kept with all incoming objects.  They should be 

marked with their entry number as an interim measure – you could: 

 put the objects in a re-sealable plastic bag with the entry number marked on the exterior 

 carefully tie an acid-free paper tag to the object (using acid-free string in the Museum Store) 

 for paper/photographic material, mark with a soft (HB) pencil 

NB: This Entry Number is not an Accession Number! 

But what if the depositor is not present? 

It is vital that the Object Entry Forms are completed.  This is to protect the museum in case of any 

future misunderstandings. 

You should photograph the object (without breaking any copyright rights) making note of the 

condition of the item.  Keep any packaging the item came in and document the circumstances 

through which it was received.  If the depositor is known, contact them and give them their copy of 

the entry form as a receipt. 

If the depositor is not known, record as much information as possible on the Object Entry form.  

Unsolicited items may be acquired, returned or disposed of. 

A depositor hasn’t collected an item 

If the item was submitted for identification, the museum reserves the right to dispose of uncollected 

items after a period of three months.  Loaned items should be returned when agreed, otherwise we 

might contravene our Loans Policy. 

Every effort must be taken to ensure items are returned to the owners/depositors using telephone, 

email and letters (registered, when appropriate).  However, it should be recognised that on rare 

occasions items may be become subject to probate. 

Ultimately, it is the responsibility of the Museum’s Board of Trustees to decide what to do with 

unclaimed items. 
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when creating an inventory of items in the museum… 

[Inventory] 

 
Spectrum 5 procedure:   Inventory (See Appendix 4) 

Summary:    Accredited museums need to know what they have, 

where it is and details of ownership. This is the first step to cataloguing and/or 

rationalisation of the collections, which require informed decisions about the collections to 

be made. 

Person responsible for due diligence and discrepancy checks:   The Curator 

Location of completed Object Entry Forms:  The locked cabinet adjacent to the 

Curator’s desk. 

Location of completed Loans In / Out Forms: The locked cabinet adjacent to the 

Curator’s desk. 

Location of Object History files:   Store 4, on the shelf. 

Location of Accession Register:   Museum Safe 

Location of electronic files:    \\server\collections\Inventories\Room 

Inventories 

 

The Inventory procedure: 

1. Record the key information (see below) for items on a room-by-room, shelf-by-shelf, and 

box-by-box basis 

2. Inventories are recorded in Excel sheets for most areas, and are used as a starting point. 

These have been formatted so that the key information is recorded 

3. Any items not labelled or marked should be given a ‘T’-number (temporary number), write 

the T-number on a Tyvek label and place with the object 

4. Once the initial inventory is completed within a specific room, check for any discrepancies 

(e.g., using Object Entry/Transfer of Title Forms, Accession Books and MODES). Re 

label/number where required, reconcile MODES 

5. The Curator will then be able to start Cataloguing or consider Disposal for remaining items 

 

The information that is recorded: 

 Object number (if there is one) 

 Number of items 

 Object Name 

 Brief description 

 Current location (see Locations listed in Location and Movement Control procedure) 

 Recorder and date (e.g., MC 2018-06-14) 
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faqs 

Why are we putting the inventory in an Excel sheet? 

The inventory for each room location will be merged into one large file. We will then easily be able 

to see discrepancies and duplicate material. Once we are ready to catalogue the items, after careful 

formatting and editing, we will then be able to import this file into MODES. 

As well as Object Entry / Accession records and MODES entries, what other sources can be used? 

 Correspondence 

 Exhibition records 

 Hitchin British Schools Trust documents 

 Indexes 

 Labels 

 Loan agreements 

 Reports and minutes 

 Newspaper cuttings 

 Research notes 

 Staff and volunteer memories 

Once the Inventory has been completed will we have to do it again? 

No. If the other Spectrum 5 Primary Procedures are carried out, then this should never be needed to 

be done again. Periodic audits may be completed – there is a Spectrum procedure on this – see the 

Collections Trust website. 

How were the object numbers / accession numbers assigned historically? 

Hitchin British Schools Trust was formed in September 1990 and led a campaign to save the buildings 

of the former Hitchin British Schools.  The museum opened to the public in April 1996. 

All items donated to the museum since 1996 have been recorded using a basic entry form, the first 

numbers run from 1 – 390.  After this the numbers were prefixed each year with a letter, starting 

with A in 2000 and using Collections Trust Object entry Forms. This continued until 2008 (where E 

was used). After which, each object was given a year-specific prefix, e.g. 2008.12.1. 

Volunteers often used the Object Entry Form as an accession record; the terms Object Entry and 

Accessions are often used in this period, and mostly do not cover formal accessioning. Since January 

2008, any new donations should have been listed in the Accessions Register – see the 

Documentation Plan for details on how complete this is. 

Included within the Museum’s collection is the closed Jill Grey Collection of c.36,000 items, given to 

the Trust in December 1994 by North Hertfordshire District Council.  Manual cataloguing of this 

collection was started in 1998, and the same system was used until 2015.  Jill Grey kept a detailed 

record of her acquisitions in a series of notebooks; the numbers she allocated to items have been 

used.  The rest of the collection has historically been termed the Benchmark collection. 

Historically, objects selected by the Curator for the resource collection are prefixed with the letter 

‘R’ and assigned a number.  These are listed separately but not fully catalogued, as they are not part 

of the permanent collection. 
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Historically, objects selected by the Curator for the handling collection are prefixed with the letter 

‘H’ and assigned a number.  These are listed separately but not fully catalogued, as they are not part 

of the permanent collection. 

There have been previous attempts at Inventorying the collection – some items have secondary 

numbers prefixed with INV or HMH (INVentory and Head Master’s House). 

 

Collection areas and historical prefixes used 

Collection / classification Prefix 

Jill Grey Collection:  
Jill Grey Archive Not assigned 
Jill Grey Books JGB#, e.g. JGB12759 
Jill Grey Ephemera JG#, e.g., JG540 
Jill Grey Objects JG#, e.g., JG1540 
Jill Grey Photographs jgc# e.g., jgc858 
Jill Grey Postcards jgc#, e.g., jgc49 
Jill Grey Costume JGC#, e.g., JGC9417 
Jill Grey Needlework Part of JGC 
Items added to Jill Grey Book collection in 2000 HBST# 
‘Benchmark’ collection:  
Books Accession #, UB# 
Ephemera Accession #, U# 
Objects Accession #, U# 
Oral History Not assigned 
Photographs Accession #, or U# 
Postcards Accession #, or U# 
Costume / Textiles Accession #, or U# 
Secondary numbering systems:  
Old Inventory project INV# 
Headmaster’s House Inventory HMH# 

 

  


