Accessioning Policy

RAFM/DCM/2/6/3/9


THE ROYAL AIR FORCE MUSEUM’S POLICY FOR ACCESSIONING ARTEFACTS INTO THE COLLECTIONS


INTRODUCTION

1.
Accessioning is defined as the documenting and managing of the addition of artefacts and associated information into the Museum’s collections.

2.
This policy will apply to all items acquired and accessioned into the Royal Air Force Museum’s permanent collections or on loan-in to the Museum for a period of six months or longer.

3.
The Museum will ensure that it obtains and retains written evidence of the original title to an artefact entering its permanent collections and the transfer of title to the Museum in accordance with the Museum’s Acquisitions and Disposals Policy (RAFM/DCM/2/6/3/1). Objects entering the Museum as Loans-In will be processed in accordance with the Museum’s Loans-In Policy (RAFM/DCM/2/6/7/1). 

NUMBERING THE ACCCESSIONING TRANSACTION

4.
The Museum will assign a unique identifying number to every artefact it accessions.  This number will be called the accession number. Accession numbers will be generated in accordance with the Museum’s Numbering Policy (RAFM/DCM/2/6/9/1).

5.
The Museum will mark the accession number onto the artefact in a temporary or semi-permanent way, in accordance with the Museum’s Labelling and Marking Policy (RAFM/DCM/2/6/15/1).

RECORDING THE ACCESSIONING TRANSACTION

6.
The Museum will add the artefact to its inventory, see Appendix One, as soon as possible after acquisition by making a permanent electronic record on its Collections Management System (CMS) of the artefact, including:

· object accession number;

· brief description or title containing sufficient information to identify each object and separately numbered part;

· acquisition date;

· accession date;

· reference to transfer of title information, including the method of acquisition and source;

· current location.

THE ACCESSIONS REGISTER

8.
Annually, a hard-copy print-out will be produced from the CMS Inventory, to form the Accessions Register. This will be printed on archival quality paper, using a durable print medium and bound securely in permanent form. Each page of the print out will be signed by the Registrar and dated. Dates output by the computer will be sufficient. This register will be kept in a secure condition, in a fire-proof cabinet.

9.
Back-up copies of the hard copy (in microfilm form) and computer record will be made and held at an external location.

ADDITIONAL DATA RECORDED

10.
An image of the artefact will be loaded into the CMS where necessary for the purposes of security and identification.

11.
In addition to this information, the cataloguing Curator will assign a Stock Check Priority Code, and a Scarcity Value Code to artefacts shortly after accessioning them.

12.
The Museum will record additional information about the artefact to preserve its context in the collection.  Refer to the collection-specific Cataloguing Rules for a list of the additional information which is required.

REPORTING ACCESSIONS

13
To provide senior management with the means to supervise accessioning, a quarterly report will be made to the Acquisitions and Disposals Committee of all newly accessioned items.

ARTEFACTS OF UNCLEAR PROVENANCE BEING CONSIDERED FOR ACQUISITION INTO THE PERMANENT COLLECTIONS

14.
The Museum will not normally acquire objects if the vendor or donor declines to sign the Transfer of Title. Any such artefacts being considered for acquisition should be referred to the Museum’s Acquisitions and Disposals Committee before proceeding to acquire.
15. Artefacts found outside the remit of the Inventory Project (see Appendix One) with no accession number or provenance may only be accessioned if there is other reason to trace the origins of such objects (e.g. a dispute about title). In such cases, all information about the object in question will be recorded in case of any subsequent claims to that object. All other objects will remain unaccessioned until the completion of the Inventory, when they will be reconciled with objects not found during the Inventory project.

BACKLOG ACCESSIONING

16. Artefacts that are accessioned and were acquired before 1998 and therefore not subject to the Inventory Project are to be accessioned in accordance with the above policy.
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APPENDIX ONE

THE INVENTORY PROJECT

INTRODUCTION
1. This appendix describes the standards for the retrospective entry of accessions onto the CMS (the Inventory Project).

2. The Inventory Project is the Museum’s project to compile a computerised database (the CMS) of its accessioned collection.  This will aid the Museum in knowing what it has and where, so it can make informed judgements on future acquisitions and backlog accessioning. 

3. The project began with the entering of object data in May 1998.  Any new artefacts that were accessioned into the collection from this date are considered as new accessioning; see Accessioning Policy above.
4. The emphasis is about being an inventory of the collection not just a computerisation of records.  To this end it includes locating the artefact and using this as a source of information during recording, in addition to any existing documentation (accession lists, registers and day books).

NUMBERING THE ACCCESSIONING TRANSACTION

5. The Museum will use the unique identifying number assigned to every artefact it enters onto the CMS.  This number is called the accession number. 

6. The Museum will either mark the object during the Inventory or if impractical flag the electronic record as requiring marking. Any marking will be in accordance with the Museum’s Labelling and Marking Policy (RAFM/DCM/2/6/15/1).

RECORDING THE ACCESSIONING TRANSACTION

7. Mandatory data to be collected on each artefact during this project:
· Collection;
· Object Status (e.g. Accessioned);
· Accession Number;
· Title or Object Name;
· Brief Description (where relevant);
· Classification;
· Acquisition Details (Owner, Method, Source & Role);
· Current Location;
· Record Status (of the electronic record);
· Current and previous cataloguers (& date);
· Subject Indexing (where relevant).
ADDITIONAL DATA RECORDED

8. Additional information that can be captured from the manual records and the object where found:
· Accession Date;
· Maker & Role;
· Production date;
· Other IDs (e.g. Manufacturers’ serial numbers);
· Handling/Radioactive Restrictions;
· Relationships with other objects in the Museum.
9. In some collections a records conversion process may be undertaken to capture any remaining information from the manual records.  This can include (but not restricted to):

· Acquisition Notes (incl. Dates and Purchase Price);
· Measurement Details;
· Markings;
· Material;
· Condition;
· Historical Information (relating to the object before arriving at the Museum);
· Valuations;
· Copyright details.
10. An image of the artefact will be loaded into the CMS where necessary for the purposes of security and identification.

REACCESSIONING

11. In some instances (particularly if one accession number was assigned to multiple artefacts) it is advisable to re-accession each individual artefact with a new accession number. Whilst entering the previous accession number in Other ID and relating the artefacts together.  When this happens records are entered according to the Inventory standards above.

OBJECTS NOT LOCATED
12. If an artefact is not found and the documentation indicates that it has been deaccessioned before the start of the Inventory no electronic record will be entered onto the CMS.  
13. If the documentation does not indicate such a reason for the artefact being missing a record will be created on the CMS and recorded with a location of Not Yet Found.
BACKLOG ACCCESSIONING

14. During the Inventory project it may prove necessary to accession artefacts from the unaccessioned backlog (e.g. for Safety & Security, accountability reasons), where this is deemed necessary the Inventory standards above will be followed.
15. Artefacts accessioned outside the remit of the Inventory are subject to the Accessioning Policy.
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