[image: image1.jpg]



Acquisition Guidelines & Procedures
1. Introduction

1.1 What is the purpose of this document?

The purpose of the Acquisition Guidelines and Procedures document is to assist staff and volunteers who acquire objects for the collection with clear and consistent information.  It will provide the reader with information regarding:

· What to consider before an acquisition is approved

· The steps to take to approve an acquisition

· Detailed accessioning procedures for each of the methods of acquisitions as stated in the museum’s Collections Management Policy

While the Collections Management Policy provides policy statements concerning the management of the collection, this document provides details on the procedures, including what forms to use and who can approve various actions.

2. Guidelines to follow when considering objects for the museum’s collection
2.1 The decision to acquire an object will be based upon the following considerations as stated in the Collections Management Policy:
· Relevance to the museum’s mission statement and collections mandate
· Significance, such as association with an event, person, historical period, or geographic area

· Oral or written documentation to support ownership, authenticity, study, and use

· Compliance with applicable legislation (i.e. Firearms Act)

· Compliance with the CMA’s Ethics Guidelines (2006)

· Availability of human and financial resources to acquire, document, preserve, store, and exhibit the artefact

· Opportunities for use, exhibition, research, and other program requirements

· Physical condition

· Cultural sensitivity

· Absence of threats to users or to other elements of the collection

· Absence of restrictions on use or disposal
2.2 Each object being considered for acquisition will be adjudicated using the Pre-Acquisition Review Form.  No object will be accepted without meeting all of the primary considerations (answers must be “yes” for the first 5 questions and “no” for the 6th question).
3 Guidelines for approving and accepting acquisitions to the collection 
3.1 The museum board of directors delegates responsibility for the development and preservation of the collection to the manager.  The manager has direct and prime responsibility for the acquisition, preservation, and documentation of the collection, no matter how they delegate these tasks.

3.2 Development of the collection will meet both the immediate and long-term objectives of the museum.  Development will build on strengths and address weaknesses of the collection as assessed by appropriate curatorial staff, and will take into account current and future projects and needs.  Strategies will include both planned and opportunistic approaches.

3.3 In some circumstances, acquisitions are taken to the board of directors for recommendation.  These include:

3.3.1 Purchases
3.3.2 Acquisitions of a potentially controversial nature (i.e. through related entities or events)
3.3.3 Acquisitions that require a significant outlay of resources, at the time of acceptance or in the future (i.e. storage space, treatment etc.) 
3.4 The prospective donor must be issued a Temporary Receipt when an object is left at the museum
3.5 Seasonal staff and volunteers who encounter potential donations from the public must be trained in how to complete the Temporary Receipt.  This training includes knowing to whom the object(s) and form should be given for safekeeping.

3.6 Staff must undertake the acquisition process in accordance with the highest professional standards and ethics.  When an acquisition is considered, the museum must make a serious, diligent, and documented effort to establish ownership.

4 Procedures for approving new acquisitions to the collection

4.1 A prospective donor is given a completed Temporary Receipt when an object is left in the care of the museum.  Designated museum staff will review the Temporary Receipt will the donor and complete as much of it as possible at the time of delivery.  The form must be dated and signed by both the donor and the museum’s designated staff.  If a receipt cannot be issued at the time the object is received, one can be mailed out to the prospective donor with a self-addressed, stamped envelope for completion and return.
4.2 Museum staff ensures the object, along with the completed Temporary Receipt, is kept in a safe place.  

4.2.1 The object must be isolated from the museum’s collection for at least 30 days to protect against pest infestation.
4.2.2 Staff are responsible for the safe-keeping of the object while it is in the possession of the museum.
4.3 The following information must be on the completed Temporary Receipt:

4.3.1 The appropriate box on the receipt is checked to indicate whether the object is being offered as a gift, for sale, etc.
4.3.2 Prospective donor’s name and full contact information
4.3.3 The object name and a brief description noting condition of the artefact.
4.3.4 Other information relating to the artefact, including history of use, ownership, and significance
4.3.5 Any matters of copyright or reproduction rights should be clarified and noted on the form. 
4.3.6 If possible, it should be indicated whether a tax receipt has been requested by the donor; or what price is being asked by the vendor.

4.4 The museum retains the original of the Temporary Receipt and a copy is given to the donor.
4.5 In preparation for the meeting of the acquisitions committee, the manager is responsible for documenting the object using the criteria listed in Section 2 of this document.
4.6 If the object is accepted, following the guidelines set out in the Documentation Flowchart
OR

4.7 If the object is not accepted, the prospective donor is notified of this decision and is requested to pick up the artefact.  See Section 5 for procedures relating to the disposal of rejected objects. 
4.8 The donor must present their Temporary Receipt to retrieve the object.  If this cannot be done, the museum will refer to their copy and confirm identification.
4.9 The donor presents and signs their Temporary Receipt as well as the museum’s copy acknowledging the return of their object.  This copy of the Temporary Receipt is kept as a record of objects that are not accepted.  Information deemed useful for further study will be kept in the research file.  The signed Temporary Receipt, noting its return and the accompanying documentation, will be retained for 5 years.
5 Guidelines and Procedures for Disposing of Rejected Objects
5.1 Procedures for disposing rejected objects should be outlined in the Temporary Receipt.  Donors should be clearly aware that although objects have been temporarily accepted into the museum, they may not accepted for acquisition.  
5.1.1
 If an object brought to the museum for consideration is rejected, the owner will be notified and given 90 days to retrieve the object.  
5.1.2
A decision is made that the object is to be returned based on the acquisition committee’s decision or legislation.
5.1.3 After making a minimum of 3 attempts to contact the perspective donor a registered letter will be sent informing them of the decision not to accept the object.
5.1.4 If the museum has been unsuccessful in contacting the donor, or if the donor has not come in to retrieve the object after 60 days of receiving the registered letter, the object(s) may be disposed of by the museum.  The museum should use disposition methods as listed in the Disposal section of the Collections Management Policy.

5.2 A list of the artefacts and their location(s) must be accessible at all times in case the prospective donor contacts the museum to reclaim the object.

5.2.3 All documentation relating to the rejected object and its disposition must be kept for 5 years.
6 Guidelines and Procedures for each Acquisition Mode

6.1 Gift or Bequest

6.1.3 Once the decision has been made to acquire an object, the object and Temporary Receipt are put together and kept in a safe place. 
6.1.4 A Gift Agreement is signed by the donor & museum representative, and a copy is given to the donor
6.1.4.1 If the donor is unable to sign the Gift Agreement at the museum, a letter and form will be sent to the donor with a stamped, self-addressed envelope.
6.1.5 Complete the Catalogue Worksheet, and Artist Report or Manufacturer’s Report as applicable, filing completed forms in the accession file with the Temporary Receipt and Gift Agreement.
6.1.4    Completed Temporary Receipt and Gift Agreement forms must be kept with the object’s file to act as proof of ownership.
6.2 Purchase
6.2.3 Objects cannot be purchased from a member of the board of directors, staff, or volunteers without unanimous consent of the board of directors.  All purchases must comply with CMA’s Ethics Guidelines.
6.2.4 Once the decision to acquire an object has been made, an invoice must be received by the museum.

6.2.4.1 The vendor must provide a signed and dated invoice which states: vendor, address, description of artefact(s) and price(s) agreed upon.  It is the responsibility of the museum to ensure that this invoice is acquired.
6.2.4.2 The original invoice or receipt is submitted for reimbursement.  Prior to this, a single copy should be made and retained for inclusion in the accession file.
6.2.4.3 The bill of sale must be kept with the object’s file to act as proof of ownership.
6.3 Found in the Collection

6.3.1 Unaccessioned objects that have been treated as artefacts over time but for which acquisition documentation can not be found are designated “Found in the Collection”.
6.3.2 Written documentation explaining what steps were taken to determine who the original donor was must be placed in the Transfer of Title or Accession File.
6.3.3 Objects must be formally catalogued, assigned accession numbers, and have temporary identification tags attached.

7  Loans
The museum will only accept loans for a period of one year, after which the loan agreement must be renewed or the object(s) must be returned to the lender. Loans are not an accepted form of acquisition.
8 Guidelines for issuing Income Tax Receipts

8.3 Only museums who have registered with the Canada Revenue Agency as a charitable organization are able to issue tax receipts.
8.4 Income tax receipts are available to all donors upon request, and will reflect fair market value at the time of acquisition, as determined by appraisal.

8.5 The appraisal must be completed before the Gift Agreement is signed, after which a tax receipt can be issued. 

8.6 The cost of the appraisal for income tax purposes will be dealt with on a case-by-case basis.

8.7 Documentation relating to the appraisal of an artefact must be kept with other financial records for review by Canada Revenue Agency if required.
[For more information regarding the issuing of tax receipts by charitable organizations please contact the Charities Directorate at: http://www.cra-arc.gc.ca/charities/ or by telephone at 1-800-267-2384]
