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o  

Objects identified for accession by 

Executive Director, Chief Curator and 

Registrar 

 

Review and recommendation of accession by 

Art and History Collection Committee 

Approved: 

Board of Trustees Reviews and 

votes on recommendations from 

the Collection Committee 

Not Approved: 

File information in appropriate 

correspondence file and return object 

on loan for review to owner. 

Registrar assigns an accession number and makes entry into accession book. 

If object to be kept on site, owner 

is given temporary loan 

agreement and Registrar assigns 

temporary receipt number. 

Registrar creates an object folder to hold Deed of Gift and other documents and files the 

folder in the appropriate object file cabinet. (This will be used to catalogue object) 

Registrar tags objects with accession numbers and stores object in 

appropriate location until catalogued.  Gifts: Deed of Gift and thank you 

sent to donor. 


