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THE ROYAL AIR FORCE MUSEUM’S PROCEDURE FOR LOANS IN

INTRODUCTION

This procedure covers borrowing objects as detailed in the Loans In Policy (RAFM/DCM/2/6/7/1), and is 

divided accordingly:

1. Researching loan 

2. Making a loan request (internal)

3. Making a loan request (external)

4. Exchanging further information with lender

5. Agreeing the loan

6. Preparing to receive the loan

7. Monitoring the loan

8. Extending the loan

9. Return and closure of the loan

Each of these has been broken down into separate procedures. Please refer to the relevant procedure for 

the type of movement you wish to perform. 

This is a living document to be updated as required through feedback on how procedures function in 

practise. 

Roles and responsibilities for each activity are colour coded as follows:

Orange = Collections & Research Team (C&R team)

Blue = Collections Information Team (CI team)

Grey = Collections Care and Conservation Team (CCC team) & MBCC

Yellow = Loans Committee

                    Version 4



1. Researching loan 

2. Making a loan request (internal)

Loans in Policy 
Prospective loan is 
researched online or 
in person; initial 
communication 
started with the 
lender (institution or 
individual) about the 
object. 

Making the case for 
borrowing, fill in the 
Collection Impact Statement 
form for loans in and submit 
it to Museum Registrar to be 
added to the agenda of Loans 
Committee meeting.

Loans Committee discusses 
and decides on each loan in 
request at the meeting.

NoYes

Collection Impact 
Statement Form is 
updated and saved.



3. Making a loan request (external)

Formal loan request is organised 
to be submitted to the 
insititution/individual in writing 
on behalf of RAFM following the 
signatory levels at the Loans in 
Policy as far in advance as 
possible.

Loan request, all correspondance 
and object information about the 
loan maintened in its individual 
loan in folder. CMS record 
created and updated.

Result of the loan request is 
received from institution/
individual and circulated to the 
Loans Committee, Lead Curator/
Lead Reseracher, Head of 
Exhibitions and Interpretation, 
Conservation Managers.

NoYes

If the result is positive, 
communicate with the 
lender for the 
information requested.

If the result is negative, 
save the copy of it to the 
loan folder. And then 
archive the loan folder and 
update CMS record. 



4. Exchanging further information with lender

If requested, communicate with the responsible teams 
compile UKRG reports.

After signed, save them under the individual loan folder 
and share them with the lender.

If required, obtain further object information from the 
lender and update the loan file.

If the lender provides Object Condition Report  or 
information on the condition of the object, share this 
with Consevation Managers and seek their approval. Add 
this information to the loan folder.

If required by the lender, liaisie with Head of Finance to 
prepare insurance document. Add this to the loan folder. 

If the lender provide the value of the object, share this 
with Lead Curator/Researcher and seek confirmation. 
Add this to the loan folder

Once all the relevant information is collated, Museum 
Registrar shares this information with the Loans 
Committee and seeks any concerns.

Loans Committee evaluates this information and make 
any suggestions if needed. 



5. Agreeing the loan

If no objections, communicate 
with the lender for the 
preparation of the loan 
agreement.

If lender has a loan agreement, receive this 
and save under the loan folder and inward 
loans folder to be signed by the responsible 
signatory identified in the Loans Policy v.4.

If lender does not have a loan 
agreement, prepare a draft loan 
agreement and share this draft with 
lender for their comments. 

Once the lender confirmed the 
conditions on the draft loan agreement, 
seek the signatures of the responsible 
signatory identified in the Loans Policy 
v.4.

Once signed by both parties, add 
the signed agreement and any 
other relevant correspondance to 
the loan folder. 

If requested, share with the 
lender insurance and indemnity 
documents.

Update the CMS  and the RAFM 
Loans in Document.



6. Preparing to receive the loan

Liaise with Lead Curator/Researcher, 
Conservation Managers, Head of 
Exhibitions and Interpretation for the 
requested arrival date of the loan and 
schedule this. 

Assign individual object numbers  and 
create CMS records for each object based 
on the information provided by the 
lender.

Liaise with lender to confirm the arrival 
date, arrange transport, obtain license if 
required. 

Schedule the arrival of the loan and 
inform Lead Curator/Researcher, 
Conservation Managers, Head of 
Exhibitions and Interpretation.

Liaise with lender about the arrival of the 
loan, share object condition report if they 
did not provide. If there is any problems, 
inform the lender immediately. 

On arrival of the object, if the object 
condition report provided by the lender, 
arrange the conservator to check and sign 
the report. If not provided, arrange with  
the conservator to prepare and sign the 
report.

If there is any damage to the objects, 
inform the Museum Registrar, 
Conservation Managers, Head Collection 
Services and Head of Collections and 
Research.

Object  Entry 
Procedure

Location and 
Movement 
Procedure



7. Montoring the loan

Thoughout the course of the loan, Collection 
Care and Conservation Teams conduct regular 
checks of the objects on display, Lead 
Researcher of the objects in storage. 

If there is any damage to the objects observed 
during regular checks, inform the Museum 
Registrar, Conservation Managers, Head 
Collection Services and Head of Collections and 
Research. 

After investigation of the damage, Museum 
Registrar communicate with the lender and 
provide information and discuss any further 
steps with the lender.

Any change of agreed circumstances resulting 
from fire, flood, security breach, etc is reported 
to the lender immediately. 



8. Extending the loan

6 months before the end of the loan period, Lead Curator/Researcher 
prepared the Collection Impact Statement form to be submitted to the 
Loans Committee for the renewal of the loan.

Loans Committee discusses and 
decides on loan in request.

Liaise with lender 3 months 
before the end of the loan 
period to renew the loan 
agreement.

Follow the “return and 
closure of the loan” part of 
this procedure below. 

If requested, communicate with the 
responsible teams compile UKRG 
reports.

Liasie with Conservation Managers to 
prepare Object Condition Report.

If required by the lender, liaisie with 
Head of Finance to prepare insurance 
document. Add this to the loan folder. 

If the lender provide the value of the 
object, share this with Lead Curator/
Researcher and seek confirmation. 
Add this to the loan folder.

Provide all the information to the 
lender and  and seek the signatures of 
the responsible signatory identified in 
the Loans Policy v.4. 

Update the loan folder and CMS 
records.

Yes No



9. Return and closure of the loan

If it is not requested to renew the loan, 
3 months before the end of the loan, liaise 
with lender to arrange for the return of 
objects.

Liaise with Conservation Teams and arrange 
the final Object Condition Report to be 
completed.

Liaise with Lead Curator/Researcher, 
Conservation Managers, Head of Exhibitions 
and Interpretation for the return date of the 
loan.

Arrange the transport of the objects to the 
lender.

Return the objects to the lender.

Confirm with the lender the arrival of the 
objects. 

Update the loan folder, CMS records. 
Archive the loan folder. 

Object  Exit 
Procedure

Location and 
Movement 
Procedure
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