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BBEOEHUE

Bpowtopa npegHasHavaeTcs BCEM, KTO MHTepecyeTcs W
KOMMNEKLMOHMPYET NpeaMETbI COLIMANBHON, XyA0XKECTBEHHOMN UMK
MCTOPUYECKOI LIEHHOCTH, @ TakKe TeM, KTO OTBEYaEeT 3a NyonnyHble
W YaCTHbIE KOMNeKUuK.

[aHHast nybnukaums nocesLieHa NpuHUmMnam JOKyMeHTaLuw.
Paa npeanaraeMbix Mep OTHOCWUTCS K OpraHusauusm,
pacronaratoLm 060pya0BaHNEM U NEPCOHANIOM, a HE K YaCTHbLIM
KONneKLUMoHepam, HO [JaHHble PEKOMEHAALMM COOTBETCTBYHOT
BbICOKOMY KayecTBy paboTbl, KOTOpoe crefyeT CTPEMUTLCS
[OCTUYb KaK MOXHO CKOpee.

INTRODUCTION

This booklet is intended for all who collect and are fond of
items of social, artistic and/or historical significance, as well as
those in charge of public or private collections of such items.

This booklet focuses on principles of documentation. Certain
measures are directed ftowards institutions with equipment and
personnel not within the means of private individuals. However,
these recommendations embody levels of best practice which
one should endeavor to reach as far as possible.

UNESCO



[MOYEMY BAXHA OOKYMEHTALA
WHY DOCUMENTATION IS IMPORTANT
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JokyMmeHTaums — 3To npouecc 3anucu
MHOPMALMM O KOMMEKLMSX, 3a KoTopble
My3en UNN YYpexaeHust KynbTypbl HecyT
OTBETCTBEHHOCTb.

Documentation is the process of recording
information about the collections for which a
museum or cultural institution is responsible.

MNpaBunbHas [OKYMeHTauus no3BonseT
MY3€H0:

* 3HaTb, KaKUMW NpeaMETaMN OH BrafeeT,
* 3HaTb YTO OTCYTCTBYET,

* 3HaTb pacrnosnoXeHue NpegMeTos,

* [OKa3aTb NMpaBO COOCTBEHHOCTW Ha
KONNEKUMOHHbIE MPeaMETb,

* co3gaBaTb M 0BHOBNATL MHGOPMALMIO O
KOMNneKumsix.

Proper documentation will allow a museumn to:
 know what it has in its possession

* know if anything is missing

* know where objects are located

* prove ownership of objects

e create and maintain information about
collections

UNESCO



MPABUINA OOKYMEHTALIA

DOCUMENTATION STANDARDS

Behew

UNESCO

MNpegMeTbl  [OMXHbI  eAnHOOBOpasHo
perncTpupoBatbCs B COOTBETCTBUW C
YCTaHOBJIEHHbIMW CTaHZapTaMu. JTu CTaH-
[apTbl pa3pabaTbiBatoTCA HaLyOHaNbHbIMM
U MeXZyHapoAHbIMU OpraHu3aunsmMu,
Bkntoyas MexayHapoaHelii CoBeT My3eeB
(ICOM) n KOHECKO.

Objects should be documented consistently
using recognised standards. These have
been developed by national and international
organisations, including ICOM and
UNESCO, and will help you.

CraHpapTusaums CTpyKTypbl 3anucu u
TEPMUHOMOTMK NoMoraeT obecneynTs:

* HaeXHOCTb MHopMaLmu,

* NErKOCTb €€ pacmpoCTpaHeHus,

* eanHoobpasve 3anucen,

* 0GNErYeHHbIN  JOCTYN K MHGOpMaLmK.

Standardising the structure of records and
the terminology helps to ensure :

« reliability of information

« ease of sharing

e consistency of records

e Improved access



OMUCAHWE U KATANTOTU3ALUWA MNMPEOMETOB
DESCRIBING AND CATALOGUING OBJECTS

b ob

bject ID

" The J. Paul Geity Trust, 1999."

CnemyeT MMeTb TOYHOE U MogpobHoe
onucaHue NpeaMeToB, KOTOpbIE NPUrOAATCS
B CMyyae X yTparsl.

Taroke 3TO NOMOXET Bam Yy3HaTb U OTIINYNTDL
Ball npeaMeT OT APYrnX MOXOXKKX.

It is a good idea fo have an accurate and
detailed description of your object in case it
is lost or stolen.

It will also help you fo recognise it and
distinguish it from other similar objects if
found.

MacnopT npeameta

lNpuBeneHHble HXe NpaBuia onucaHus
OCHOBaHbl Ha MEXZyHapoOHOM CTaHZapTe,
KOTOpbIV HasbiBaeTcs [lacnopT npeamera.

Object ID
The following guidelines are based on an

internationally-recognised standard called
Object ID.

UNESCO
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OMNCAHME W KATAITOIM3ALINA MPEOMETOB
DESCRIBING AND CATALOGUING OBJECTS

Bebe'es

Tvn npeameta

CnienyeT onpenenmTb TVn NpeameTa, KOTopbIi
Bbl OMKCbIBaETE. Hampymvep, 3To:

* CKynbnTYypa?

* Ba3a?

* kapTuHa?

* pyKonuceb?

* FOBENMPHOE u3penve (oxepense, 6poLub, T.4.)?

Object Type

You will need to record the type of object you
are describing. For example, is it a .

e sculpture?

* vase?

e painting?

e manuscript?

« jtem of jewellery (neckiace, brooch efc.)?

Martepuan

3 kakoro maTepmana u3rotoBneHo usgenme?
aro:

* KameHb?

* kepamuka?

* OpoH3a?

* 0epeBo?

Material

What materials is the object made from? Is it:
« stone?

 ceramic?

* bronze?

* wood efc.?



OMNCAHVE 1 KATANOTN3ALINA NPEOMETOB
DESCRIBING AND CATALOGUING OBJECTS

TexHuKa

Kakas TexHuka npuMMeHsinacb npu
M3roTOBNEHWN NpeaMeToB? bbina nn 3To:;

* pe3bba?

* fienka?

* OKpacka?

* neyatb?

Technique

What techniques were used in the production
of this object? Was it .

e carved?

e cast?

* painted?

* printed efc.?

Pasmep

KakoBbl napamMeTpbl WNn eauHUUbI
n3mepeHusa? BoibepuTe TO, YTO NMOAXOOMT:
* BbICOTA,

* ANVHa,

* LUMPWHA,

* OuameTp.

MoxHo ykasaTb BeC npeamerta.

Dimensions

What are the measurements and units of mea-
surement of the object? Include as appropriate:
* height

* width

* depth

* diameter

You may also want to include the weight of the
object.

6 UNESCO
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OMNCAHME W KATAITOIM3ALINA MPEOMETOB
DESCRIBING AND CATALOGUING OBJECTS

Hapnucu m 3Haku

NmeeT nu npeaMeT YeTKo pacro3HaBaemble
Hagmmey M 3Haknm? OHW MOTYT BKMOYaTh:
* 3HaK WM Mapka M3roTOBUTENS,

* HaneyaTaHHbIA UMW HAOMUCAHHbIA TEKCT,
* moanucu,

* NpoobI,

* MAEHTUMKALMOHHBIE HOMEpPa (Hanpumep,
KOMMEKUMOHHbI HOMep My3est)

Inscriptions and Markings

Does the object have any clearly identifiable
marks or inscriptions? These could include :
e maker's mark or stamp

e printed or inscribed fext

e signatures

e assay marks

e dentification numbers (e.g. a museum
accession number)

OTnuunTenbHble YepTbl

NmveeT nn npegMeT OTNMUMTENBHbIE YepTbl,
KoTopble ngeHTMdmumnpytoT ero? OHu MoryT
BKMOYaTh:

* MOBpEXaeHws],

* pecTaBpaLuu,

* MoaudorkaLumu,

* nedeKTbl U3roTOBMIEHUS.

Distinguishing Features

Are there other features about your object
that could help to identify it? These could
include :

* damages

e repairs

 modifications

e manufacturing defects



OMNCAHUE W KATAITOI3ALINA MPEOMETOB
DESCRIBING AND CATALOGUING OBJECTS

HasBaHue

NmeeT nu npeameT Ha3BaHune? JTO 4acTo
MoKa3blBaeT NOANMHHOCTb XYAOXECTBEHHOW
paboTbl U MOMOraeT Npu pacno3HaBaHU
npegMeTa B criyyae yTpartsl.

Title

Does your object have a title? This is often
true of artworks and may help in the
identification of your object if lost or stolen.

Sbe

MpeameT n3obpaxeHus

Ecnun npeomeT — xygoxecTBeHHasi pabota,
TO YTO OH coboW NpeacTaBnseT? Hanpumep:
* Nupammabl B ['13e,

* MaTb U pebeHoK,

* FOpHbIA NaHawadT v T.4.

Subject

Ifyour object is an artwork, what does it depict
or represent? Examples could include:

« the pyramids at Giza

 mother and child

e landscape with mountains efc.

8 UNESCO



OMNCAHVE W KATAIOTM3ALNA NMPEOMETOB
DESCRIBING AND CATALOGUING OBJECTS

Hata unu nepuoa
KakoBa gatvpoBka npegmeTa?
Korga oH Obin M3rotToBReH?

Date or Period
When does the object date from?
When was it made?

MU3rotoButens

Kem 6bin n3rotoBneH npeameTt? 3T0 MOXET
ObITb:

* aBTOp (XYLOXHWK, CKyNbnTOp, M3roTo-
BUTENL MeGenm 1 T.4.),

¢ KOMMNaHus,

* KynbTypHast 06LWHOCTb (MONe3Ho Ans
onvcaHusl OpeBHUX apTedakTos).

Maker

Who was the object made by? This could be:
e an indivigual (painter, sculptor, furniture
maker etc.)

* g company

* a cultural group (particularly useful for
describing ancient artefacts)

UNESCO 9



OMNCAHUE W KATAIOTM3ALWA MPEOMETOB
DESCRIBING AND CATALOGUING OBJECTS

KpaTtkoe onucaHue

Kpatko onuwute npegmet, BKNOYas
JOMNOSHATENBHYI0 MHGOPMaLMIo, kKoTopas
MOMOXET NPW €ro AEHTUMKaLMN. YKaxnTe:
* LiBET,

* hopma,

* MECTO U3roTOBNEHUS (€CN U3BECTHO).

Short Description

Write a short description of the object
including any other information that will help
to identify the object. This could include :

* colour

* shape

* where the object was made (if known)

OononHuTenbHbIe cBeaeHUs
Ecnn oOGbekT COCTOMT M3 HECKONbKUX
npeaMeToB, NPUAETCS onucaTb Kaxablii
npeaMeT 13 Habopa OTAENbHO.

MoxHO coTorpacumpoBaTs nNpeameT u
3anucatb TpeboBaHMs K yCnoBUSM €ro
XpaHeHus.

Additional Points

If your object consists of more than one part
(e.g. a set of furniture), you may need to
describe each part separately.

You may also want to photograph your object
and record information about its storage
requirements.

10 UNESCO



®OTOrPAGUPOBAHUE MPEOMETOB
PHOTOGRAPHING OBJECTS
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doTorpadupoBaHne npeameTa NoMoxeT
UOEHTUUUMPOBATL €ro B criydae yTparhbl.

doTorpadumm cokpawjatot notpebHoCTH
HenocpeACTBEHHOW paboTbl C XPYyMKUMU
npegMeTaMu, 1 No3BonsT usbexartb ux
CnyYanHbIX NOBPEXAEHWN.

Photographing your object will help in
identification if it is lost or stolen.

Photographs can also reduce the need to
handlle fragile objects, preventing unnecessary
gamage.

Pazmep v uer
Bkniounte macwTabHyto Wkany B goTo-
rpachuio, YTOObI NOKa3aTb pasMep npegMerta.

lMonb3yiTech LIBETOBOW AMarpaMmon, YToObl
npaBuUbHO onpefenuTb uBeTa. YepHo-
Benble doTorpacum MoryT 1Mcnonb3oBaThb
cepyl rammy, 4ToObl OnNpepenuTb
npaBuIbHbIE TOHA.

Size and Colour

It is a good idea to include a scale in your
photograph to show how large the object is.
A ruler will do.

If possible, include a colour chart. This will
allow colours to be properly determined. Black
and white photographs can use a grey scale
to allow the correct tones to be determined.

11



®OTOrPAGVPOBAHUE MNPEOMETOB
PHOTOGRAPHING OBJECTS

12

NoeHTndmkaumoHHble HoMepa

Ecnun y npegmeTa ectb UaeHTUMKaLMOHHOE
o0603HayeHne, NoO KOTOPOMY €ro MoryT
0Mo3HaTb (Hampumep, My3enHbIN KOMMeK-
LIMOHHBI HOMEP), TO CneflyeT 3athuKCUpoBaTh
3T0 0DO3HAYEHNE Ha CHUMKe.

Identity Numbers

If the object has a unique number by which it
can be identified (e.g. a museum accession
number) it is a good idea fo include this in
the photograph.

OcBeLlleHne npeameToB

Ncnonb3ynTe npaBuiibHOE OCBELLEHME
npegMeToB npu goTorpadupoBaHuu.
CoBeTyintech ¢ NpogheccoHasnom.

Lighting Objects

Try to use the right kind of lighting for the
object you are photographing. It is worth
getting advice from an experienced
photographer.

UNESCO
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®OTOrPAGVPOBAHUE MNPEOMETOB
PHOTOGRAPHING OBJECTS

Bbi6op npaBunsHoro ¢oHa

Cawmbii nogxogawmmn oH gns goTorpa-
mpoBaHust — 310 Genbii  POH, KOTOPBIA
nomoraeT BbisiBUTb 6anaHc npu Bbibope
uBeTa.

Boree TeMHbIil LBET UCMOMb3yeTca ans
KOHTpacTa.

Choosing the Right Background

Objects are best photographed against a
plain white backdrop. This is particularly
helpful in ensuring the correct colour balance
/s achieved.

Darker backgrounds should be used if it is
necessary fo provide contrast.

®oTorpachmpoBaHme NIOCKUX NpeaMEeTOB
KapTuHebl, rpaBlopbl, PUCYHKM U TEKCTUMb
nerko otorpacmpoBatb. HyXHO MONOXMTb
VX Ha MIOCKOCTb 1 choTorpacpmpoBaTh CBEPXY.
Ecnu HeobGxogmmo, cgoTorpadupyiite
0OpaTHyl0 CTOPOHY npeameTa, 4TOObI
nokasaTb OTIIMYUTENbHLIE 3HAKW W
0COOEHHOCTM.

Photographing Two-dimensional Objects
Objects such as paintings, prints, drawings
and fextiles are best phofographed head on.
Where possible, remove pictures from walls,
laying them flat and photographing from
above. If necessary, photograph the reverse
side of the object fo show any distinctive
markings or features.

13



®OTOrPAGMPOBAHUE MNPEOMETOB
PHOTOGRAPHING OBJECTS

14

doTorpachmpoBaHMe pe3HbIX MOBeEPX-
HocTel U penbedoB

Takne npeameTsbl cnegyeT goTtorpadu-
poBaTb Kak Niockue npeameThbl, MOne3Ho
fenatb ux potorpadoum nNof pasHbIM YriioM,
4yT0ObI 3adhmKcMpoBaTh penbedbl NOBEPX-
HOCTEN NpeaMeTOoB.

Photographing Carved or Cast Surfaces
and Reliefs

Although these are best photographed head
on, like paintings or prints, it is also a good
idea fo take other pictures from angles to
record the depth of the object.

®otorpacmpoBaHme 06bEMHbIX NPeAMETOB
YT106bl Nepepatb MOMHOCTbO opmy
npeameta, cgoTtorpadupyinte npegmet
CBEpXyY, NOKa3aB ero BEPXHIOK YacTb, hacag
1 ofHy 13 cTopoH. MoxHo caenatb Gonblue
doTorpacuin, ana Toro 4YToOLI NOKas3aTb
HEBMAMMbIE YacTy.

Photographing Three-dimensional Objects
Try to convey the overall shape of the object.
To do this, photograph it from above, showing
the fop, front and one side. You can take
more photographs to show any parts of the
object not visible.

UNESCO



Belhe'a

®OTOrPAGMPOBAHME MPEOMETOB
PHOTOGRAPHING OBJECTS

doTtorpadupoBaHue NoBpeXQeHUN U
OTNINUYUTENBHbIX YepT

MNonesHo goTorpachupoBath OTANMYUTENb-
HbI€ 3HaKV 1IN 0COOEHHOCTW, KOTOPbIE MOTyT
MOMOYb NpY OMNO3HaHWUK NpegMeTa.

Photographing Damage and Distinguishing
Features

As with writfen descriptions, it is a good idea
to photograph any distinguishing blemishes
or features that will help to identify the
object.

YNPABNEHWVE MHTENNEKTYANIBHOM COBCTBEHHOCTbIO
MANAGING INTELLECTUAL PROPERTY RIGHTS

UNESCO

BnapeHne v npaBa UHTeNNeKTyanbLHON
COOCTBEHHOCTH

3akoHbl 06 aBTOPCKMX NpaBax B KaXdow
CTpaHe pasnunyHbl U oxBaTbiBalOT Gonee
LUMPOKWIA nana3oH BOMPOCOB, YEM TOJbKO
npaBo cobcTeHHoCcTM. ObnagaHne KapTUHON
UMM CKYNbNTYpOi HE O3HAYaeT Hanuyusi
npaBa Ha MHTeNnNeKTyanbHy COGCTBEHHOCTb
OTHOCUTESBLHO JaHHOTO MpeameTa.

Ownership and Intellectual Property
Rights

Law on rights management will vary from
country fo country and cover more than just
ownership. Although you may own a painting
or sculpture, you do not necessarily own the
intellectual property rights fo it.

15



YMPABNEHVE WHTENNEKTYANTbBHOW COBCTBEHHOCTHIO
MANAGING INTELLECTUAL PROPERTY RIGHTS

16

YctaHoBneHue npaB

BaxxHO ycTaHOBWTb, KTO MMEET NpaBo Ha
BOCMpPOK3BOACTBO 0bpasa npegmeTa. IT10T
npouecc TpebyeT npoBeaeHUs TLLATENbHOM
LOKYMeHTaLuu.

Establishing Rights

It is important to establish who owns the
reproduction rights fo an object or image in
case you want to reproduce it in the future.
This should be carefully documented.

OTka3 ot npaB

B GonblumnHcTBE cnyvaeB coTorpaduu,
CHATbIE COTPyAHWKOM My3es, OyayT
npuHagnexatb myseto. OgHako, ecnu Bbl
nonb3yetecb ycnyramm He3aBWCUMOro
doTorpada, Bam 06s13aTenbHO cnegyeT
MMeTb npaBa Ha usobpaxeHus. MoxHo
nonpocutb ¢potorpada 3anonHUTbL hopmy
oTKa3a OT ero npas.

Waiving Rights

In most cases, phofographs taken by an
employee of a museum will belong fo the
museum. However, if you use a freelance
photographer you will not necessarily own
the rights fo the images. If necessary, get
the photographer to sign a form waiving their
rights.

UNESCO



KOMMbIOTEPHBIE BA3bl JAHHbBIX
COMPUTERISED DATABASES

Toch

UNESCO

BospacTaeT nonynspHOCTb UCMONb30oBaHKs
KOMMbIOTEPHbIX 0a3 JaHHBIX My3esMu W
YaCTHLIMM KOMNIEKLMOHepamMmn Ans 3anvcu
MH(OpMaLMK O NpeameTax.

CyuwiecTBylOT kOMNaHuu, npojatolme
nporpaMmHoe obecneyeHve AN BeLEHNS
yyéTa, a Takke psag OGecnnaTHbiX
MPOrPaMMHbIX MPOLYKTOB.

Increasingly museums and private collectors
record information about their objects using
computerised databases.

There are many companies supplying
collections-management software as well as
some simple shareware applications
available for free.

Cucrtematunsauus MHcopmaumm
KomnbtoTepHble 6a3bl AaHHbIX 3aHMMalOT
MeHbLUe MecTa, YeM byMaxkHble 3anucu. OHn
No3BONSIOT AenaTb AybnukaTbl apXMBHbIX
LOKYMEHTOB, 00neryawT XpaHeHue
MHopMaL MM B NocrneaoBaTenbHOCT U B
CTPYKTYpe, M cnocobcTByoT €€ BricTpoMy
MOUCKY U BOCCTAHOBMEHWIO.

Keeping your Information in Order
Computer databases take up less space than
paper-based recording systems, allowing
backup copies to be made. They also make
it easy for information fo be stored in an
ordered and structured manner and allow for
fast searching and retrieval of records.

17



KOMIMBIOTEPHBIE BA3bl JAHHBIX
COMPUTERISED DATABASES

18

KomnoHoBka uHcopmaLmm

CucTtema ynpaBneHust Konnekumen mysest
Mo3BONSEeT KOMMOHOBATb MHDOPMaLMIO C
LmpoBbIMU thoTorpacmsMi. BombLUMHCTBO
a3 paHHbIX obner4yawT XpaHeHue
MHpopMaLmK, copepxallencs B GyMaxkHo
JOKyMeHTaLmK.

Linking Information

Museum collection management systems
allow information fo be linked fo digital images
of the object. Most databases also make it
easy to store information about supporting
paper-based documentation.

PacnpocTpaHeHue uHdopmauum
Lndposyto MHopMaLuo nerve
pacnpocTpaHnTb, Tak Kak hoTtorpacpum u
OnMncaHust NPeaMETOB MOXHO OTMpPaBWTb
uccnegoBaTensiM, nNpaBoOXpaHUTENbHbIM
opraHam u MexayHapoOHbIM OopraHusa-
Topam, Takum kak FOHECKO.

Sharing Information

Digital information is easy to share, allowing
photographs and descriptions of items to be
sent to researchers, the police or
international bodies such as UNESCO.

UNESCO
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KOMIMbHOTEPHBIE BA3bl JAHHBIX
COMPUTERISED DATABASES

MHorokpaTHoe ucnosnb3oBaHne
MHdopmauun

NHgpopmaumsa 13 6asbl aHHbIX MOXET ObiTb
1CMOMb30BaHa BO MHOMMX CryYasix, BKOYast
co3faHue KaTanoroB u paspaboTky
BbICTABOK.

Multiple Uses for Information
Information held in databases can be
reused in many different ways, including
creating catalogues, exhibition texts or on-
line exhibitions.

MPEOMETbI, NMPUHUMAEMbBIE MY3EEM
OBJECTS ENTERING THE MUSEUM

Korga npegmet nepefatoT My3eto, JOImKHA
ObITb 3amofHeHa ¢opma, kotopas byget
XpaHWUTb BaXHYH MHOPMaLMIO O NpeaMeTe
1 NOATBEPKAATb aKT Nepeaaum.

When an object enters a museum,
Iinformation about it should be recorded on a
form.

This will capture important information about
the object, as well as acting as a receipt for
the depositor.

19



MPEOMETbI, NMPUHUMAEMBIE MY3EEM
OBJECTS ENTERING THE MUSEUM

AKTbl npuema
AKTbl OOMXHbI ObITb NPOHYMEPOBaHbI 1
HaneyaTaHbl Ha KonuMpoBaribHON Bymare.

MepBas konua xpaHUTCS My3eeMm cpeau
[OKYMEHTOB Bblauu npeamertos. dpyras —
NPEnOCTaBMSETCS HaNPaBMSOLLEN CTOPOHE.
TpeTbs — cOnpoBOXAAET NpeaMeT.

Object Entry Forms
Ideally these should be pre-numbered and
printed on carbonless copy paper.

The top sheet is retained by the museum and
stored in the object-entry file. One copy
should be provided to the depositor. The
second copy should be kept with the object.

Hymepauus npegmeToB npu npueme
Homep 13 AkTa nepepgaym MoxeT ObiTb
MCMOMb30BaH AN WHAUBMAYANbHOW
Hymepauuu npegmeTa.

Ecnn nveetcs Gonblue, YeM OayH Npeamer,
TO 3annCb NMPOM3BOAMUTCA HA 3TOM e aKTe,
TOMbKO MCMOMb3YKTCA LOMNOMHUTENbHbIE
Homepa (Hanpumep, 00301.1100301.2mT.40.)

Object Entry Numbers
The number from the Entry Form can be used
to uniquely identify the object.

If more than one object is recorded on the
same form then sub-numbers can be used
(e.g. 00301.1 & 00301.2 etc.).

Bdew
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MPEOMETbI, NMPUHVMAEMBIE MY3EEM
OBJECTS ENTERING THE MUSEUM

HanpaBnstowas n npuHuMaroLLas CTOPOHbI
HyxHo 3anucatb Ums 1 agpec Bnagenbla
npeameTa v HanpaBMnsoLLE CTOPOHBbI, €I
OHM He cosnagawT. [lonpocute
NpeAcTaBUTENS HaNpPaBNALWEN CTOPOHbI
noanucatbca W nocTaBuTb gaTy AkTa
nepegaun. lNpeacraButens My3es AOMKEH
noanucatbcs, 4TOObI MoATBEPAUTb
NPaBUIbHOCTb COCTaBNEHMS AKTa Nepeaayn.

Owner and Depositor

You will need to record the name and address
of the owner of the object, as well as that of
the depositor as these will not necessarily
be the same. Ask the depositor fo sign and
date the Entry Form. A representative of the
museum should also sign to confirm that the
details recorded are correct.

YctaHoBneHUe npaB COOCTBEHHOCTU
BarkHO NpoBepuTb, XO4ET N HaNpaBnALLas
CTOpPOHa BMOCNEACTBUN BEPHYTb NpeameT.
Ecnu HeT, MOXHO nonpocuTb Bragenbla
nepefaTtb AaHHble MO NpegMeTy My3eto
(cm.pasgen “lMpuobpeTeHune”). Ecnu Bbl
BMOCNEACTBUN HE 3aX0TUTE XPaHUTb NpeameT
B My3ee, Bbl CMOXETE pacnopsixatbcs MM 6e3
cornacoBaHus (cM. pasgen “PacnopsbkeHvie
npeameTom”).

Establishing Ownership Rights

It is a good idea to check whether or not the
deposifor wants the object fo be refurned. If
not, you may want to ask the owner to
transfer tifle of the object fo the museum (see
“Acquisition’). If you then don't want to keep
the object you will be free to dispose of it
appropriately without further consultation
(see “Object Disposal’).
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MPEOMETbI, NMPUHUMAEMBIE MY3EEM
OBJECTS ENTERING THE MUSEUM

Cnoco6 npuobpeTeHus

3anuwwuTe cnocod, KoTopbIM NpeaMeT Obin
nosy4eH myseem. ITO MOXET OblIThb:

* Aap,

* MOKyTKa,

* MOIy4YeHNe BO BPEMEHHOE XPaHEHWe,

* 3KCMepTn3a.

Reason for Entry

Record the reasons why the object has been
brought into the museum. These may
include:

« offer for donation

e purchase

e loan

* [dentification

Monyuute BaxHyo UHdopmMaumio
lNocTapaiTeck Nony4nTb Kak MOXHO GonbLue
nHbopMaLmm npu NpuobpeTeHnn npeameTa.

Ecnu BbI NpuHOCUTE NpeaMeT B My3eid, TO
HY)XXHO MPUHECTM Takxe HeobXxoauMble
[IOKYMEHTbI.

Capturing Important Information
Try to capture as much information as
possible when the object enters a museum.

If you are bringing an object into a museum
for donation or as a loan, remember to bring
any relevant details or documents with you.
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MPEOMETbI, NMPUHVMAEMBIE MY3EEM
OBJECTS ENTERING THE MUSEUM

Opyrvue petanu

OHM MOryT BKITHOYATH:

* KpaTKoe OnucaHve npegveTa

* CTPaxoBYt0 OLIEHKY

* LUeHy (Mpu Kynne-npogaxe)

- obnapatens aBTOpCKOro npasa (cMm.
pasgen “YnpaeneHue npasamu’)

° [iaTy BO3BpaTa

Other Details

Other details may include :

* a brief description of the object

e insurance valuation

e price (if purchased or offered for sale)
« copyright holder (see ‘Rights
Management’)

e agreed refurn date

[MPUOBPETEHME N COBUPAHWE MPEOMETOB
ACQUIRING AND ACCESSIONING OBJECTS

Mysen [omxHbl [JaBaTb Ha3BaHUS
XPaHALWMMCS Y HUX NpeaMeTamM u JOKYMeH-
TUpOBaTb Nt0OOOW aKT nepemeHbl cobCT-
BEHHOCTH.

CobupaHve — 3aTo npoLecc, B KOTOPOM
00bEKTbI CTAHOBATCS 0hMLMATbHOM YacTblo
KOMneKkuun myses.

Museums need fo be able to establish title to
the objects they own. This means recording
any ftransfer of ownership.

Accessioning is the process by which an
object becomes a formal part of the
museum’s collection.
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MPUOBPETEHVE I COBMPAHUE MPEAMETOB
ACQUIRING AND ACCESSIONING OBJECTS

24

MepemeHa hopMbl COGCTBEHHOCTHU

XoTs nepemeHa opMbl COGCTBEHHOCTY Ha
npeaMeT MOXET ObITb 3a(MKCPOBAHA B aKTe
nepegaun (cm. pasgen “MpuobpeteHne
npegMeToB”), HO nydlle MCNonb30BaThb
OTAeNbHY0 hopMy Anst yCTaHOBNEHNS MpaBa
cobctBeHHoCTU. OHa [JoSkHa BKMoYaThb
MHGOPMaLUNIO MO NMPEXHEMY M HOBOMY
Brafernbly, a TakKe AeTanu BbinnaTbl.

Transfer of Title Forms

Although transfer of title can be recorded on
an Object Entry Form (see “Object Entry’) it
Is often better for ownership to be established
using a separate form. This should include
the current and new owner and details of any
payments made.

MpuumHa npuobpeTeHus

He Bce npegmetsbl npuobpeTtaioTcs My3eem
NS BKNOYEHWS B OCHOBHOW KONMEKLMOHHDIN
¢oHA. BmecTo 3TOro oHM MoryT ObiTb
UCMOSIb30BaHbI B BCTIOMOraTerbHbIX Liensix.
MpuynHa NpuobpeTeHNs 3anncbiBaeTcs B
AxTe nprobpeTeHus NnpeaMeToB (CM. pasgen
“MprobpeTeHne npeamMeToB”).

Reason for Acquisition

Not all objects are acquired by museums for
addiftion to the permanent collection. Insteaa,
they can be used for handling or teaching
collections. The reason for acquisition should
be recorded on the Object Entry Form (see
“Object Entry’).
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[MPUOBPETEHVE V1 COBUPAHUE MPEAMETOB
ACQUIRING AND ACCESSIONING OBJECTS

Pernctpaumsa HOBbIX NOCTYNNeHUn
HoBsble nocTynnexns omkHbl BbiTb 3anncaHbl B
KHUre nocTynneHuin. 1o obs3aTensHas dopma
PErUCTpaLMmn KOMNEKUMN, CYLLECTBYIOLLAS Hapsiay
C VHBEHTaPHbIMU KHUraMM 1 KOMMbOTEPHOI 6a3oi
[aHHbIX, BKMOYAET CredyLLyo NHhopMaLmL:
WCTOYHWK MOCTYMNSIEHNUs; HOMep MO KHure
MOCTYNIIEHUS; KONMEKUMOHHbLIA HOMEp; JaTa
MOCTYNNEHMS!; NLIO UM OPraHN3aLus, OT KOTOPOA
nony4YeH NpeaMeT; KpaTkoe On1caHue.

Accession Register

Accessioned objects should be recorded in the
museum’s Accession Register. This is an
unalterable written record of the museum’s
collection and exists in addition fo the catalogue
orcomputerised aatabase. Includes: initial storage
location; entry number; accession number; date
. dccessioned; person or organisation received
from, brief description.

MPEOMETbI, HAXOOALWWNECA BO BPEMEHHOM MOJIb30BAHN
BORROWING OBJECTS

MUsSEUM JoroBopbl 0 nony4yeHuu/nepenayun Bo
BpeMeHHoe Mosib30BaHne
Korga mysen nonyyaet npegmeT BO
BPEMEHHOE MOSIb30BaHME, COCTaBbTe
poroBop 06 yCnoBMSIX BPEMEHHOTO
nonb30BaHWsl, NOANUCAHHbLIA My3€eeM

: v X i HanpaensLLEN CTOPOHON. [IoroBop JOMmKeH
r‘: \ yCTaHOBMUTb MEPUOA Nepeaayun, KoTopbiii
MOXeT BbITb NPO/NEH W COTNacoBaH 3aHOBO.

Loan Agreements

0 = When your museum borrows an object, try

o E= : # fo establish a proper loan agreement, signed
NN =50 by both the museum and lender. Loans
f ZAN 22 should ideally be for set periods of time,
: i although these can be extended or renewed.

Long-term or open-ended loans are best
avoided wherever possible.
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MPEOMETbI, HAXOOALMECA BO BPEMEHHOM [10J1b30BAHWM

BORROWING OBJECTS

e et

26

JoKkyMeHTauuMas no BPEeMEHHOMY
nosib30BaHUI0

Basa fgaHHbIX MM kaTanor My3est JOSTKHbI
(ukcupoBaTb: UMS UM HasBaHue
HanpaBnswLWENn  CTOPOHbI,  nepuof
BPEMEHHOro Nonb30BaHus:; 3annaH1poBaHHas
JjaTta Bo3BpaTa; CTaHaapThbl U yCrosus
obecrneyeHns COXpaHHOCTY; OTBETCTBEHHOCTb
32 COXpaHEHWe; YCrOoBUS CTPaxoBaHUs;
YCIIOBUSI TPAHCTIOPTUPOBKHI.

Recording Loans

The museum’s database or catalogue should
record: the name of the lender; duration of
loan, expected return date; standards of care;
responsibility for conservation; insurance
arrangements; transport arrangements.

BeneHve goKymeHTaumm no BpeMeHHOMy
XpaHeHuIo

Takxe Kak M XpaHeHMe [OroBOPOB O
BPEMEHHOM MOJ1b30BaHNM CPEAN AOKYMEHTOB
no WCTOpWUK NPeaMeToB, KOMWUKM AOTOBOPOB
XPaHSTCS CPeay SLOKYMEHTOB M0 BPEMEHHOMY
NoJSIb30BaHWIO, KOTOPbIE TPYNNUPYHTCS B
nocnefoBaTeNnibHOCTM BO3BpaTta. JTO
obneryaeT oTcnexuBaHne n oOHOBREHME
[OKYMEHTOB N0 0HOPMIEHI0 BPEMEHHOTO
Mosb30BaHuS.

Filing Loans Records

As well as keeping loan agreements in the
object’s history file, copies can also be stored
in a ‘Loans In File” in return date order. This
will allow loans fo be monifored and renewed
more easily.
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PASMELLEHWE W NMEPEOBVMXXEHME NPEOMETOB
LOCATION AND MOVEMENT OF OBJECTS

Fabe's

UNESCO

Mysen 3abotaTca o0 npegmeTax,
HaXOAALLMXCS Y HAX Ha XpaHeHWW. KOHTporb
Hag pasMeLlleHneM U nepeaBuKeHUEM
npegmeToB obecneunBaeT ux GoicTpoe
obHapyxeHue.

Museums need to be able to account for
objects in their care. Controlling the location
and movement of objects will ensure that they
can easily be found and losses quickly
spotted.

3anucu o MecTax XpaHeHusl

OTBoaMTE KaXKOOMY NpeameTy onpenerneH-
HOe MeCTO XpaHeHusi, YTobbl BEPHYTb
npegMeT B Cllyyae ero HOBOro BPEMEHHOMO
pasmelLeHus.

Recording Storage Locations

Try to assign each object a normal storage
location. You will then know where it should
be returned fo if it is taken to a new, temporary
location.
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PASMELLEHVE W NMEPEOBMXEHWE MNMPEOMETOB
LOCATION AND MOVEMENT OF OBJECTS

[}

Leb'n

28

OOHoBMEeHWe 3anucen B Kartanore
®ukcnpyiite nepeaBUKeEHNE NPELMETOB B
KaTanore unu 6ase gaHHbIX My3es. OTu
3anucn JOMKHbl OTpa)XaTb U3MeHeHus
MOCTOSIHHOTO MECTa XpaHeHWsi 1 cofepKaTb
UHopmaunto 06 ero BpPEMEHHOM
nepeaBuxeHnN.

Updating the Catalogue

Itis a good idea fo record object movements
on the museum’s catalogue or database. This
should include changes to normal locations
as well as temporary movements.

KapTouku-ygoctoBepeHus

Koraa npeameT BpeMEHHO NepeHeceH,
0CTaBbTe KapTOYKy-yAOCTOBEPEHUE Ha ero
mMecTe XxpaHeHus. KapTouka AomkHa
coiepxatb crneaylLylo MHpopMauuio:
KOMMEKLIMOHHbI HOMep; Ha3BaHWe NpeaMeTa;
paTy nepeMelleHusi; HOBOE MecCTo
HaxXOXOEHWs;, UMS 1L, BbINOMHWUBLLETO
nepemMelleHune; 3annaHnpoBaHHy aaty
BO3BpaTa.

Proxy Cards

When an object is temporarily moved it is
often a good idea fo leave a card in its usual
location. This should include: identity number;
object name; aate removed; new location;
name of remover; expected return date.
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[MPOBEPKA COXPAHHOCTW MNPEOMETA
OBJECT CONDITION CHECKING

MpoBepka npegmeToB

MNpoBepsiniTe NpeaMeTbl PerynspHo, 4Toobl
obecneunTb MX COXpaHHOCTb. [1poBogmTe
npoBepKy NpeaMeToB 4O Bblgayu BO
BPEMEHHOE MOMb30BaHNWE U3 My3est Anst
3KCMOHMPOBaHUSI UM KOHcepBauun ( CM.
pasgen “Bblgava npegmetos”). 3710
Mo3BOMSAET NEerko ycTaHOBUTb mMobble
MOBPEXOEHNS.

Checking the Object

Objects need to be checked regularly to
ensure that they are not deteriorating. It is
also a good idea fo check them before leaving
the museum on loan or for conservation (see
“Object Exit’). This will allow any damage fo
be easily detected.

OnucaHne COCTOSHUA COXPAHHOCTU
CocTosiHME COXpaHHOCTM npeameTa
3anucelBaeTcs B Katanor u 6asy AaHHbIX
myses. OOHoBnANTE 3anucu, 4TOObLI
0TPa3UTb U3MEHEHWSI COCTOSIHWS COXpaH-
HOCTW NMPEeAMeToB. 3anuwnTe Jaty 1 umst
nuua, NPOBOAMBLLETO MPOBEPKY.

Recording Condition Assessments

The condiffion of the object can be recorded
on the museum’s catalogue or database.
Remember fo update your records if any
alferations to the objects storage conditions
are required. It is a good idea to record the
name of the per-son carrying out the check,
along with the date.
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BbIJAYA NMPEOMETOB BO BPEMEHHOE MOJIb3OBAHWE
LENDING OBJECTS

[oroBopbl 0 BpeMEHHOM MOJib30BaHUU
MpeomeTsl, BbljaBaeMble My3eem BO
BPEMEHHOE MOMb30BaHWe, [OMXHbI
CONpPOBOXAATbCS NPaBUIIbHO COCTaBIIEH-
HbIMW ¥ NOAMCAHHBIMY SOTOBOPaMU MEXAY
My3eeM W MpUHUMatoLen CTOPOHOW. [Ang
BPEMEHHOr0 MoSb30BaHWS TOYHO YCTaHaB-
NMBAKOTCS NEPUOLbl BPEMEHU, Aaxe ecnu
BMOCNEACTBMM OHU WU3MEHSTCH Mo
COrMacoBaHuio.

Loan Agreements

Objects lent by museums should be the
Subject of proper loan agreements signed by
the museum and borrower. Loans should
ideally be for set periods of time, although
these can be extended or renewed. Long-
term or open-ended loans are best avoided
wherever possible.

AKTbI nepegayy BO BpeMEHHOE Nofnb30BaHue
basa gaHHbIX MK KaTanor Mysest JOMKHbI
UKCHPOBATB: MMS MPUHMMALOLLEN CTOPOHBI;
nepwog BPEMEHHOTIO XpaHeHus;
3annaHMpOBaHHy0 AaTy BO3BpaTa; CTaHaapTbl
1 ycnoeusi o6ecneyeHns CoOXpaHHOCTU;
OTBETCTBEH-HOCTb 3a COXpaHEHWE; YCroBus
CTpaxo-BaHusl; YCIOBWSI TPAHCMOPTUPOBKM.

Recording Loans to Others

The museum’s database or catalogue should
record: the name of the borrower, duration
of loan, expected return date; standards of
care, responsibility for conservation;
insurance arrangements, transport
arrangements.
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BbIOAYA TNPEAMETOB BO BPEMEHHOE MOJIb30BAHVE
LENDING OBJECTS

JokymeHTauus nepenayn BO BpeMeHHOe
XpaHeHue

Takxe Kak M XpaHeHue [OroBOPOB O
BPEMEHHOM  TMONb30BaHUKM  cpeaw
[OKYMEHTOB MO UCTOPUM MPEeaMETOB, KOMuK
[IOrOBOPOB XPAHSATCS cpeay LOKyMEHTOB Mo
BPEMEHHOMY MONb30BaHMWIO, KOTOpble
rPYNNUpYTCS B MOCNeaoBaTeNbHOCTU
Bo3BpaTa. JT0 0BneryaeT OTCNexmBaHue u
0OHOBIIEHVE AOKYMEHTOB MO OPOPMIIEHMIO
BPEMEHHOrO MOJb30BaHMS.

Filing Loans Records

As well as keeping loan agreements in the
object’s history file, copies can also be stored
in a ‘Loans Out File” in refurn date order.
This will allow loans to be monifored and
renewed more easlly.

CMNNCAHME NPEOMETOB
DISPOSING OF OBJECTS

Pabota c HexenaHHbIMM NpeaMeTaMm
Bpemsi oT BpemeHu Mysew cneayet
NPOV3BOAUTb CrIMCAHUE NPeaMETOB W3-3a TOrO,
YTO NMpeaMeTbl NEPECTAOT COOTBETCTBOBAThL
MPYHLMNAaM KOMNEKLUMOHUPOBAHNS My3esi, U
OKasblBaeTCs, YTO Mydylwe ux nepegatb
Zpyromy my3eto. lNepesava npegmerta JormkHa
dhmkenpoBaThes B AkTe Bbldauu (CM. pasgen
“Bblgaya npeameTos”).

Dealing with Unwanted Objects
Occasionally a museum will want fo dispose
of an object. This is usually because it no
longer fits in with the museum’s collecting
policy or because it would be better fo transfer
it to another museum. The actual exit of the
object should be recorded on an Exit Form
(see “Object Exit’).
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CMUCAHWE NMPEOMETOB
DISPOSING OF OBJECTS

Cnucanue

MNpegmeTbl OCHOBHOIO KOMMEKLMOHHOMO
dhoHaa My3es, noanexallme UCKIYEHMIO 13
COCTaBa KOMMeKLWu, OMKHbI ObITb CINCaHbI.
dukcupynte 9TM onepauum B KHUre
NOCTYNNeHnin 1 B 6ase AaHHbIX, ykasbiBast
MPUYMHBI CMIMCAHNS.

Deaccessioning

Objects forming part of the museum’s
permanent collection and that the museum
world like to dispose of will need fo be
deaccessioned. Remember to record this in
the accession register and the database
along with the reason for disposal.

MPEOMETbI, BBIJABAEMBIE MY3EEM
OBJECTS LEAVING THE MUSEUM

32

My3en JOMKHbI KOHTPONIMPOBATbL MPEAMETHI,
BbllaBaeMble 3a npedenb  My3es.
CooTtBeTcTBylOWas MHpoOpMaLmsa OOMKHa
cofepxaTbCsl B akTax BblAayu, a Takke B
KoMnbloTepHon 6a3e daHHbIX, ecnu OHa
umeeTtcs. Ecnu npegmeT Bo3BpaljaeTcs
HanpaB/soLLEN CTOPOHe (B Cnyyae Bo3BpaTa
npegMeTa, HaxoaMBLUErocs BO BPEMEHHOM
NOMNb30BAHUM, U HEXKENATESBHOTO AAPEHNS),
Torga akT Bblgaun TpebyeTcs He BCerga, Tak
Kak npoueaypa Bblgauu duKkcupyetcs B
0hOpMIIEHHOM paHee AKTe NMPUEMKM.

Museums need to be able to account for all
objects leaving their care. This should be
recorded on an Exit Form, as well as on the
computerised database ifit exists. If an object
is returned to its owner (e.g. if it is a loan or
unwanted gift) then an Exit Form is not
usually required as its return can be ogged
on the original Object Entry Form.
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MPEOMETbI, BbIOABAEMbIE MY3EEM
OBJECTS LEAVING THE MUSEUM

AKT Bblgaum

AKTbl LOMKHbI ObITb NPOHYMEPOBaHbI 1
HaneyaTaHbl nog konupky. lNepeas konus
XpaHWUTCS My3eeM Cpeam OKYMEHTOB Bblaaum
npeameToB. [ipyras konusi npeaocTaBnsercs
npuHMMatoLWen cTopoHe. TpeTbs Konus
XpaHUTCA 40 BO3BpaTa npeameTa B narnke ¢
[OKyMeHTaMu No Bbl4aHHbIM MpeaMeTam.

Exit Forms

Ideally these should be pre-numbered and
printed on carbonless copy paper. The fop
sheet is retained by the museum and stored
in an Object Exit File. A copy should be
provided fo the recipient. If the object has
been loaned out, a second copy can be
stored in return date order in a Loans Out
File until the object’s return.

HanpagnstoLias u npuHUMaroLLasi CTOpoOHbI
3anuwuTe ums 1 agpec uua, nonyumBLLErO
npeaMeT, a Takke JaHHble O MPYHUMALOLLEN
CTOPOHE, 3anMCK JOMKHbI ObITb OANHAKOBBLIMU.
NonpocuTte NpeacTaBuTens NpUHUMatoLLEN
CTOPOHbI MOANMCATLCS M MOCTaBUTL AaTy AkTa
nepenaun. [NpencraButens My3est NOAMNMChHI-
BaeTcs, YToObl MOATBEPANTL BEPHOCTL akTa
nepegavn.

Remover and Recipient

It is a good idea fo record the name and
address of the remover of the object as well
as that of the recipient, as these will not
necessarily be the same. Ask the remover to
sign and date the Exit Form. A representative
of the museum should also sign fo confirm
that the details recorded are correct.
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MPEOMETbI, BbIAABAEMBIE MY3EEM
OBJECTS LEAVING THE MUSEUM

TRANSFERAL *

34

MpuymnHbI BbigAYM

3anuLumTe NpuYMHbI, MO KOTOPLIM MpeaMeT
MOKVAAET CBOE MOCTOSHHOE MECTO XpaHEeH!s
B My3ee. OTO MOXeT ObIThb:

* nepegava *,

* Bbljaya BO BpeMeHHOe Momnb30BaHue®,

* paspyLueHue®.

Reason for Removal

Remember fo record the reasons why the
object is leaving the museum. These may
include:

e fransferral *

e Joan out *

* destruction”

Wudopmauumsa o npeamete

AKT Bblga4M JOMKEH COAEPXXaTb OCHOBHYO
MHbOpMaLo O NpeaMeTe, BKIoYas:

* KpaTKoe onucaHue npeamera,

* KONNEKUMOHHBIN HoMep,

* CTpaxoBasi CTOMMOCTb,

* YCMOBWS Bblgaun

* cOrnacoBaHHas fgaTa Bo3spata.

Object Information

The Exit form should include key information
about the object including :

* a brief description of the object

e identifying number

e insurance valuation

« conditions governing removal

e agreed refurn date
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Fele'ot

MPEOMETbI, BbIOABAEMbIE MY3EEM
OBJECTS LEAVING THE MUSEUM

BosBpat npegmeToB

OpuruHan AkTa Bblgayv noAnucbiBaeTcs
npeacTaBuTeneM My3esi, YTobbl MOATBEPAUTDL
dhakT BO3BpaTa npeameTa B My3eii (B cryvae
Bbljaun €ro B0 BPEMEHHOE MOSb30BaHWE Ui
OTMNPaBKY Ha pecTaBpaLuio).

Return of Objects

It is a good idea for the original Exit Form fo
be signed by a museum representative to
record when an object is subsequently
returned to the museum (for example ifit has
been loaned out or sent for conservation).
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