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Collections Management Policy for 
Towson University Foundation Collection 

(Appendix E) 

   

 
I. INTRODUCTION 

 

The purpose of this Collections Management Policy is to provide the Board of Directors of the 

Towson University Foundation staff, and volunteers with a set of guidelines to assist them in making 

collection decisions in accordance with the collection’s mission statement 

 

This policy delineates the authority and responsibilities of various staff members, the Board of 

Directors, and volunteers.   

 

Following approval by the Board of Directors, this document will be followed by all Board 

members, staff, and volunteers.  As ethics and laws evolve it may be necessary to revise and update this 

policy in order to ensure that the guidelines outlined by this policy remain current and effective.  It will be 

the responsibility of the Chair of the Collections Committee to provide for the review of this policy and 

obtain suggested revisions.  The revised edition must be presented to the Board of Directors for approval. 

 

 

II. MISSION STATEMENT  

 
The art collection at Towson University is a focal point for the promotion of the arts and cultures of the 

world to its students, faculty, local, national and international constituencies. It  

  

a) presents visual and performing arts,  

b) collects and exhibits representative artifacts, 

c) offers select educational opportunities, 

 

which allow those diverse constituencies to experience and better understand the aesthetics and 

achievements of various cultures. 

 

 

The education goal of the Foundation is to provide visitors with an understanding and appreciation of the 

breadth and depth of arts and culture.  

 

Priority will be given to: 

 Making the collections and their resources available to the general public. 

 Providing a motivating environment for students of all ages to gain an understanding of the arts and 

culture  

 Supporting artist/organizations who share the goal of preserving for future generations significant 

milestone achievements in art. 

 Demonstrating to the  community, through stimulating exhibits, its historic heritage and heightening 

the overall awareness of and pride in its contributions to the community’s quality of life. 
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III. COLLECTING OBJECTIVES 
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V. ACQUISITIONS 
 

DEFINITION 

 

Acquisition - the formal process by which artifacts are added to the Foundation’s collection.  The 

process includes the following: discovery, preliminary evaluation, negotiation for, taking custody of, 

documenting title and rights to, and acknowledging receipt of materials and artifacts. 

 

GENERAL STATEMENT OF POLICY 

 

The Committee's goal is to acquire artifacts that fulfill the mission and purpose of the collection.  

When the Committee accepts an artifact into the collection, it is t
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VI. DEACCESSIONS 
 

DEFINITION 

 

Deaccession - the formal process of permanently removing an accessioned artifact from the 

collection.  The deaccession process is cautious, deliberate, and scrupulous. 

 

GENERAL STATEMENT OF POLICY 

 

The Committee will do its best to keep the Library, Archives and Historical Collections intact.  

However, when a situation arrives when an artifact meets one of the criteria for deaccession, the Committee 

will consider the situation and do what is best for the collection and the public.   

 

Artifacts that belong to the Educational Collection category do not have to meet the following rigid 

requirements for disposal.  When their purpose has ended they may be disposed of. 

 

Only the Committee can decide to transfer an artifact from one type of collection to another. 

 

TYPES OF DISPOSITION 

 

An artifact can be disposed of by one of the following methods: exchange, sale (negotiated, public 

auction, open bid), outright destruction (scrap), 
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AUTHORITY 

 

The Committee will consider deaccessioning an artifact in the Historical Collection following a 

recommendation to deaccession from the Board, staff, or any member of the Committee itself.  There must 

be a consensus of the Committee before the deaccession is made final.  

 

To dispose of any artifact in the Educational Collection, only the Director's approval is necessary.   

 

DOCUMENTATION 
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CRITERIA FOR INCOMING LOANS
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9) It is the responsibility of the Lender to inform the Foundation of any change in address or 

ownership. 

 

10) The object can be returned to the Lender at any time with the approval of the Committee. 

 

11) If the Foundation’s efforts to return a loan within a reasonable period following the termination 

of the loan are unsuccessful, the object(s) will be maintained at the lender's expense for a maximum 

of one (1) year.  If after one (1) year the object(s) has not been claimed, the lender shall be deemed to 
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already one on file.  Upon arrival, the borrower should examine the object, sign the report, and return 

it to the Foundation to verify the object's safe arrival.  An Outgoing Loan Receipt should also be 

filled out and returned with the Condition Report. 
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VIII. RECORD KEEPING 
 

The following records shall be kept regarding the collections: 

 

1) Temporary Custody Receipts (all collections) - When a potential donor delivers an artifact or 

group of artifacts for the Committee's consideration or for identification, a temporary custody receipt 

will be signed and kept on file.  This receipt should include the individual's name, address, phone 

number, a description and condition of the artifact(s), the purpose of the deposit, a list of the 

conditions of deposit, and signature of depositor/owner. 

 

2) Deed of Gift (all collections) - A Deed of Gift will be sent to each donor to be signed and returned 

to the Foundation.  The Deed should state that the donor is the rightful owner of the artifact(s) and 

that he/she understands that all rights of ownership are being passed on to the Foundation.  It should 

be clear that the Foundation would have every right to display, store, or dispose of the artifact.  The 

Deed should include a description of the artifact(s) donated, donor's name, address, date, and 

signature.  The Deed should also include the signature of the Assistant Director or Director. 

 

3) Accession Sheets (Historical collection) - Every artifact shall have an accession sheet containing 

information about the artifact itself, location, donor, value, and condition.  These sheets will be kept 

on paper and the information will be transcribed into a computer file.  

 

4) Accession Files (Historical collection) - Every artifact will have an accession file containing all 

correspondence regarding the artifact.  Included in this file will be letters between the donor and the 

foundation, evidence of transfer of title (i.e. Deed of Gift, letter of transmittal or bill of sale), record 

of and location of manuals or documentation that accompanied the artifact, and deaccession and 

outgoing loan information when necessary.  

 

5) Loan Agreements (Historical collection only) 

a) Incoming Loan Agreement - An Incoming Loan Agreement will be sent to each 

lender to be signed and returned to the Foundation prior to or concurrent with receipt of the 

loaned artifact(s).  This form will be kept in the Incoming Loan File.  Included on this form 

will be the period of the loan, the purpose of the loan, the lender's name and address, the 

value of the artifact, any special conditions pertaining to the loan, appropriate signatures, and 

a statement that the lender is the owner of the artifact or is a duly authorized agent of the 

owner with full authority to enter into the loan agreement.  All regulations will be printed on 

the reverse of the Incoming Loan Agreement.  If the lender has an agreement, it may be used 

in place of this form. 

b) Outgoing Loan Agreement - An Outgoing Loan Agreement 

shall be signed for each artifact or group of artifacts prior to shipment of the loaned 

artifact(s). This form will be kept in the Accessions File.  Included on this form will be the 

period of the loan, the purpose of the loan, the borrower's name and address, the value of the 

artifact, any special conditions pertaining to the loan, appropriate signatures, and a statement 

that the borrower will indemnify the Foundation for any loss or damage to the artifact on 

loan.  The Outgoing Loan Agreement should also include a statement that failure of the 

borrower to have in effect the agreed-upon insurance will in no way release the borrower 

from liability from loss or damage.  All regulations will be printed on the reverse of the 

Outgoing Loan Agreement. 

 

6) Incoming Loan File - A file will be kept for each artifact that is on loan to the Foundation.  The 

file will contain all correspondence and signed loan forms. 
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7) Deaccession Forms (Historical Collection) - A Deaccession Form will be kept for the deaccession 

of any artifact out of the Historical Collection.  This form will become part of the artifact's 

permanent record.  The form should include the artifact's name, university identification number, 

donor name, reason for deaccession, recommended method of removal, date of recommendation, 

actual method of removal, date of removal, and a minimum of two (2) signatures from the following: 

Committee members, Director, or the Chair.   

 

8) Condition Reports (Historical collection) - Condition reports shall be made for all newly 

accessioned historic artifacts.  The report should include a description of the artifact and it's 

condition.   

 

9) Receipts for Incoming Loan Returns - A receipt shall be mailed to all lenders upon return of their 

artifacts.  This receipt should signify the safe return of the artifact(s).  The receipt should include the 

name of the object(s) and a brief description.  This receipt should be signed by the lender and 

returned to the Foundation to become part of the Incoming Loan File. 

 

10) Outgoing Loan Receipt - An Outgoing Loan Receipt shall be completed by the borrower upon 

receipt of an artifact from the Foundation.  This receipt shall include the loan number, description of 

the artifact, and the date.  The Outgoing Loan Receipt will serve to validate that the borrower 

actually received the artifact and when.  The receipt shall be signed by the borrower and returned to 

the Foundation to become part of the artifact's permanent file. 

 

Computer files will be copied and kept in a separate location for backup in case of fire or  accidental loss. 

 

 

IX. TEMPORARY CUSTODY OF OBJECTS 
 

Objects may be left temporarily in the custody of the Foundation for the following reasons: 

 

1) For Committee review as a possible acquisition 

 

2) For identification purposes 

 

A Temporary Custody Receipt will be executed and signed for objects left in the temporary custody      

of the Foundation.  The Temporary Custody Receipt will contain the following conditions or   

regulations: 

 

 

1) The Foundation will inform the individual within sixty (60) days regarding its intentions if the 

object is under consideration for acquisition. 

 

2) The Foundation will exercise the same care with respect to the object(s) left in its care as it does in 

the safekeeping of comparable property of its own. 

 

3) The object will not be restored, treated, or altered in any way without prior written approval from 

the depositor. 

 

4) Any object that is not accepted into the collection or that has been left for identification must be 
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Temporary Custody Receipt.  If, after this date, the object has not been removed, the object(s) will be 

considered a gift to the Foundation. 

 

 

Objects left in the temporary custody of the Foundation should be processed and returned in a timely 

manner. 

 

It is the responsibility of the Director to monitor all objects in the Foundation’s temporary custody.  

The Director will execute and sign for all objects in temporary custody.   

 

 

X. CARE AND CONTROL OF COLLECTIONS 
 

GENERAL STATEMENT OF POLICY 

 

It is the desire of the Committee to care for its collections in order to ensure each object's long-term 

preservation.  Whether on display or in storage, each object should receive the reasonable care and handling 

that the Foundation can provide within its financial resources. 

 

The following Regulations for Conservation apply to objects in the Historical Collection.  Objects in 

the other types of collections do not need to be handled with the same strict guidelines.  However, all objects 

in the collection should be handled carefully and with regard to their long-term preservation. 
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HANDLING 

 

Objects in the Historical Collection should only be handled, following the Foundation’s handling 

procedures, by authorized staff members, and the Committee members. 

 

Objects in the Educational Collection are meant to be used. 

 

SECURITY 

 

All objects should be kept secure, whether in storage or on display.  Access to the storage area is 

limited to staff or volunteers with staff supervision.  When deemed necessary objects on display should be 

under acrylic covers, fastened down, or otherwise protected.  This is particularly the case with small or 

fragile objects. 

 

INVENTORY 

 

An inventory of all objects on display and in storage should occur on a rotating basis.  Such a 

schedule would have the galleries, warehouse shelving, high storage, special storage, and the flat files 

inventoried on a rotating yearly basis.   

 

Inventory records should become part of the permanent file. 

 

Any object that is discovered to be missing should be reported to the Director and to the Collections 

Committee.  Every effort should be made to find missing objects.  If an object continues to be missing 

following two complete inventories, it should be noted in the accessions file. 

 

DELEGATION OF AUTHORITY AND RESPONSIBILITIES 

 

It is the responsibility of the Director to monitor all objects on display and in storage, constantly 

ensuring their proper care and security.  It is also the Director's responsibility to oversee all inventories and 

maintain all records regarding conservation and inventories.   

 

It is also the responsibility of the Collections Committee to monitor all objects on display and in 

storage noting any objects that need conservation work performed.  When conservation is needed on an 

object, the Committee shall bring this to the attention of the Director.  If the conservation work is expected to 

be extensive, it shall be brought to the attention of the Executive Vice President and Executive Committee 

for a recommendation for the appropriate source of funding before proceeding.   

 

Objects in the Historical Collection shall not be altered in any way without the approval of the 

Collections Committee or its designee.   

 

 

XI. ACCESS TO THE COLLECTIONS AND RECORDS 
 

GENERAL STATEMENT OF POLICY 

 

The Foundation holds its collections in trust for the public.  Thus, the University will have regular 

operating hours at which time the public may visit and enjoy the objects on display.   
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Objects in storage and records are available for legitimate study, research, inquiry and examination 

by responsible parties. Access will be granted on a “case by case” basis, with the safety of the collections 

being the primary concern. 

 

The  University will make a reasonable effort to ensure that objects on display are accessible to 
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XII. INSURANCE 
 

The Foundation will carry insurance for objects in its possession, and objects on loan to and from the 

university (according to the loan agreements) as part of the Foundation's overall insurance package.  The 

amount of coverage has been determined by the Director of Finance in conjunction with the Executive 

Committee, based on an appraisal every five (5) to seven (7) years.  Only items appraised at $10,000 and 

above will be insured. 

 

The Foundation Board periodically will review and approve the insurance coverage. 

 

Objects on loan to the Foundation will be insured according to the agreement that is made between 

the lender and the Foundation.  The value and agreement specifics should appear on the Incoming Loan 

Agreement that is executed. 

 

Objects on loan from the Foundation will be insured by the borrower, unless other arrangements 

have been made.  Before shipment of any object, the borrower is responsible for furnishing adequate 

documentation of insurance.  The value (determined by the Foundation) and agreement specifics should 

appear on the Outgoing Loan Agreement. 

 

Funds recovered from insurance claims will be used to do one of the following: 

 

1) Provide for the purchase of objects that would serve to improve the collections, or 

2) Provide conservation for objects already in the collection. 

 

DELEGATION OF AUTHORITY 

 

It is the responsibility of the Director of Finance and the Executive Committee of the Foundation 

Board to determine appropriate levels of insurance and to execute all insurance needs. 

 

XIII. ETHICAL STANDARDS 
 

The Foundation endorses and adopts as a guide the American Association of Museums' Code of 

Ethics for Museums (see Appendix I). 

 

XIV. OBJECTS FOUND IN THE COLLECTION AND ABANDONED PROPERTY 
 

RULES AND REGULATIONS 

 

If an individual attempts to claim an object that the Foundation has categorized as "Found in the 

Collection", the advice of the Foundation's legal advisor should be sought.  The claimant must prove that he 

or she holds title and is the sole party at interest. 

 

If the Foundation wishes to dispose of objects "Found in the Collection", it should be extremely 

careful and weigh each situation individually. 

 

Once the Foundation considers an object to be "Abandoned Property" it will consider the object to be 

an unrestricted gift to the Foundation. 
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DEFINITION 

 

The phrase "Found in the Collection" refers to objects in the Foundation's possession that have never 

been officially accessioned into the collection.  With no solid records, it becomes difficult to identify the 

original donor, acquisition date, and any other relevant information.   

 

The Foundation considers an object to be "Abandoned Property" when a year has passed without any 

attempt by an individual or organization to retrieve it. 

 

 

 
 

Policy Approved at 10/18/05 Annual Board Meeting 

 

 


