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Collections Management Policies, Part III:
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By Tamara Hemmerlein, Director, Local History Services and Karen DePauw, Director,
Sharon (CT) Historical Society

When museums are planning exhibitions, they will most often utilize objects from their
permanent collections. However, there may be times that a museum needs to tell a more
comprehensive story than its collections allow. When that happens, museums may reach out
to other institutions and request objects be loaned. A museum may also receive loan
requests from other museums.

Interior South Bend Public Library (Indiana Historical Society)

A good Collections Management Policy will cover loans to and from the museum. The policy
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should take into account decision making, object transfer and handling (in transit and onsite),
storage, exhibit, access, environmental controls, and insurance requirements.

Example from the (fictional) Vintage County Museum (VCM) Collections Management
Policy:

Loans
Purpose: This section is sometimes called “Lending and Borrowing Collections Materials.”  It
explains the conditions covering the temporary transfer of objects to or from the museum (not
their ownership, just temporary, physical custody). Clarifies who can approve loans,
collections care standards, how long a loan will be made or held, and terms of insuring the
loaned or borrowed objects.

Resources: Insurance policy; database-generated loan form templates; American Alliance of
Museums Collection Stewardship best practices

Guiding Questions: Will the museum participate in giving or receiving long-term loans? To
whom will the museum loan items?  For what purpose can these items be loaned? What are
the insurance requirements? Is a facilities report required prior to making the loan decision?
Who has final approval of loans from the museum to other entities?  Are there standards
concerning how loans are packed, transported, acclimated, and exhibited?  

Example:
Loans are a method of borrowing or lending an item between institutions or from a private
collector for research or temporary exhibition. The VCM only loans items to institutions for
use in a manner keeping with the approved use of items within the VCM. Items on loan from
other institutions or private individuals will be treated in the same manner as objects in the
permanent VCM collections. Loaned items will be tracked, carefully handled, and used in
keeping with the loan agreement.  Items requested for loan from the VCM will be carefully
examined prior to signing a loan agreement to ensure that the requested item is capable of
withstanding any wear and tear potentially caused by the transportation of the item to and
from the borrower or from the use of the item by the borrower. If the object is not fit for the
rigors of the loan request, is slated for use by the VCM during the requested loan period, or
the borrower wishes to use the item in a way not in keeping with VCM or general museum
best practices, the loan may be denied.  

The required VCM loan documents must be completed, submitted, and approved by the
collections manager prior to any physical loans.

All outgoing and incoming loans will be consistent with long-term preservation of objects in
the VCM collection and will be mindful of the continued education and exhibition needs of the
loaning and borrowing institutions. Incoming and outgoing loans will require an end-date at
which time both institutions must agree to return the loaned item or extend the loan period,
establishing a new end-date. No loans will be accepted or provided without an established
end-date, no permanent loans.

Incoming loans to VCM will be covered by the insurance policy of the VCM both at the
institution and in transit between the VCM and the lending institution, under special riders
when necessary, unless otherwise agreed upon with the lender. Similarly, outgoing loans
from the VCM collection will be required to be covered by the borrowing institution in transit to
and from the VCM and while in the borrower's custody, unless a different agreement has
been established.

Resources
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Developing a Collections Management Policy (American Alliance of Museums)
Loans (American Alliance of Museums)
Museum Handbook - Loans (National Park Service)

Further Resources

Collections Advisors (Indiana Historical Society)
Timely Tips (Indiana Historical Society)
American Institute for Conservation and Foundation for Advancement in Conservation
Northeast Document Conservation Center

Collection Trainings

C2C Care Course: Practical Risk Assessment for Small and Mid-Sized Cultural Heritage
Institutions
March 5 - 26 (Connecting to Collections Care)

Saving Your Stuff: An introduction to Preserving the Things You Value
March 6 (Texas Historical Commission)

C2C Care: De-mystifying Environmental Data
March 17 (Connecting to Collections Care)

National NAGPRA Program – Notices under NAGPRA
March 21 (National Park Service)

Webinars

Recorded Webinars (Indiana Historical Society)
Collections Management Policy Toolkit (Connecting to Collections Care)
Museum Core Documents Collections Management Policy (Association of Tribal
Archives, Libraries, and Museums)

This is a free publication. Anyone may subscribe.
Read past issues of Collections Advisor here.

Local History Services
(317) 232-1882 | localhistoryservices@indianahistory.org

https://www.aam-us.org/wp-content/uploads/2018/01/developing-a-cmp-final.pdf
https://www.aam-us.org/
https://www.nps.gov/subjects/museums/upload/MHII_Ch5_OutgoingLoans.pdf
https://www.des08.com/t/47349430/575379932/104085462/0/110/?f5d63f87=Q29sbGVjdGlvbnMlMjBBZHZpc29yJTIwMy0xLTI1&x=0683a78f
https://indianahistory.org/across-indiana/local-history-services/online-resources/
https://www.youtube.com/playlist?list=PL-xVwN6Ke-aitgbbwU95rWwEfBrBizpNg
https://learning.culturalheritage.org/public
https://www.nedcc.org/free-resources/overview
https://www.des08.com/t/47349430/575379932/104380546/0/110/?f5d63f87=Q29sbGVjdGlvbnMlMjBBZHZpc29yJTIwMy0xLTI1&x=e42a81e1
https://indianahistory.org/across-indiana/local-history-services/workshops-and-webinars
https://connectingtocollections.org/ccaha_cmpt_toolkit/
https://www.youtube.com/watch?v=Jj1y8qewgvQ
https://indianahistory.org/across-indiana/local-history-services/online-resources/
https://indianahistory.org/across-indiana/local-history-services/online-resources/
mailto:localhistoryservices@indianahistory.org
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