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BBEAEHUE

Bpolutopa npeaHasHavyaeTcsl BCEM, KTO UHTEPECcyeTcs
KOMNEKLMOHMPYET NPeaMETbI COLMANbHON, XyA0XKECTBEHHOMN UMK
MCTOPUYECKOV LIEHHOCTY, @ TakKe TeM, KTO OTBeYaeT 3a nyonmyHble
W YacTHble KOMNMeKLmu.

[aHHast nybnukaums nocesiLyeHa NnpuHUmMnam LoKyMeHTaLum.
Psa npegnaraemMblXx Mep OTHOCUTCS K OpraHusauusim,
pacrnonaratoLm 06opya0BaHNEM U NEPCOHANOM, a HE K YaCTHBIM
KONneKUMoHepam, HO [JaHHbIE PEKOMEHAALMM COOTBETCTBYHOT
BbICOKOMY KayecTBy paboTbl, KOTOpoe crefdyeT CTPEMUTLCS
[OCTUYb KaK MOXHO CKOpee.

INTRODUCTION

This booklet is infended 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 ifems.

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

UNESCO



[MOYEMY BAXHA OOKYMEHTALMA
WHY DOCUMENTATION IS IMPORTANT

JlokymMeHTauuss — 3To NpoLecc 3anucu
MHOopMaLMM O KOMMEKUUsX, 3a KoTopble
MY3eU UMK YUPpeXOeHUs KynbTypbl HecyT
OTBETCTBEHHOCTb.

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

MpaBunbHasa OoKyMeHTauus nossonseT
MYy3€el0:

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

* 3HaTb pacrorioXeHne NpeamMeToB,

¢ [QOKa3aTb MpaBO COOCTBEHHOCTM Ha
KONMeKUMOHHbIe NpeaMEThl,

* co3gaBaTb M 0OHOBNATE MHGOPMALMIO O
KONMeKUmsX.

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

« know if anything is missing

* know where objects are located

* prove ownership of objects

* create and maintain information about
collections

UNESCO
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MPABUINA OOKYMEHTALIUA

DOCUMENTATION STANDARDS

MpeaomeTbl  OOMKHbI  eAuMHOO6pasHo
perucTpupoBaThCs B COOTBETCTBUU C
YCTaHOBMEHHbIMM CTaHdapTamu. 3TU CTaH-
AapTbl pa3pabaTbiBalOTCS HaLMOHAMNBHBIMY
M MeXOYHapOAHbIMU OpraHusayusimu,
BKMtovas MexayHapomHblii CoBeT My3eeB
(ICOM) u FOHECKO.

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.

CraHpapTusaunsa CTpyKTypbl 3anucu u
TEPMUHOJIOTMM NoMoraeT 06ecneynTb:

* HaEeXHOCTb MH(opMaLMK,

* NerkocTb €€ pacnpocTpaHeHus,

* eanHoobpa3sne 3anuceil,

* 0bneryeHHbIii 4OCTYN K MHOpMALMK.

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

« reliability of information

e ease of sharing

e consistency of records

* improved access



OMUCAHWE 1 KATANTOIM3ALWA NMPEOMETOB
DESCRIBING AND CATALOGUING OBJECTS

Cne,qyeT MMETb TOYHOE U ﬂOﬂpO6HO€
onucaHne npeamMeToB, KOTOpPbIEe NPUrogAaTca
B Cliy4ae ux yTparbl.

Takke 3T0 NOMOXET Bam y3HaTb U OTIINHNTDL
Ball npeaMeT OT APYrnX MOXOXKKUX.

I/t /s 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 to recognise it and
distinguish it from other similar objects if
found.

Macnopt npeameTa

MpuBedeHHbIe HWXE NpaBuna onucaHus
OCHOBaHbl Ha MeX/IyHapoaHOM CTaHZapTe,
KOTOpbI Ha3biBaeTcs lacnopTt npegmeTa.

Object ID
The following guidelines are based on an

internationally-recognised standard called
Object ID.

UNESCO
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OMNCAHVE W KATAITOTM3ALINA MPEOMETOB
DESCRIBING AND CATALOGUING OBJECTS

Tvn npegmeta

Crnepnyet onpegenuTb TN NpeaMeTa, KOTopbIi
Bbl OMKcbIBaeTe. Hampymep, aTo:

* CkynbnTypa?

* Ba3a?

* kKapTuHa?

* pyKonucb?

* FOBENMPHOE n3penve (oxepense, 6poLub, T.4.)?

Object Type

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

e sculpture?

e vase?

e painting?

e manuscript?

« jffem of jewellery (neckiace, brooch etc.)?

Matepuan

13 kakoro maTepmana n3rotoBneHo usgenme?
aT10:

* KaMeHb?

* kepamuka?

* BpoH3a?

* epeBo?

Material

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

e ceramic?

* bronze?

* wood efc.?



OMNCAHUE W KATAITOIM3ALINA MPEOMETOB
DESCRIBING AND CATALOGUING OBJECTS

TexHuka

Kakaa TexHuka npuMeHsinacb npu
M3roTOBNEHWN NpeaMeToB? bbina nn 3To:;

* pe3bba?

* nernka’?

* Okpacka?

* nevyatb?

Technique

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

e carved?

e cast?

e painted?

e printed etc.?

Pa3wmep

KakoBbl napameTpbl WAM eguHULbI
n3mepeHua? BelbepuTe TO, YTO NOAXOANT:
* BbICOTA,

* ASVHA,

* LIMPUHA,

* anamertp.

MoxHo ykasaTb Bec npegmeTta.

Dimensions

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

* width

* depth

* diameter

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

UNESCO
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OMNCAHVE W KATAITOTM3ALINA MPEOMETOB
DESCRIBING AND CATALOGUING OBJECTS

Hagnucu u 3Haku

MmeeT nn npeameT YeTko pacrno3HaBaeMble
Hagnmen nn 3Haku? OHW MOTYT BKMOYaTh:
* 3HaK UM Mapka U3roToBUTENS,

* Hane4yaTaHHbIN UMM HAaAMUCaHHbIA TEKCT,
* noanucu,

* NpoobI,

* UOEHTUDVKALMOHHBIE HOMepa (Hanpumep,
KOMNMEKUMOHHBLIA  HOMep My3esl)

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

OTnuunTenbHble YepTbl

MmeeT nn npegMeT OTNMUMTENbBHbIE YepTb,
KoTopble ngeHTMduumnpyroT ero? OHu MoryT
BKMOYATb:

* MOBpEXOeHNs],

* pecTaBpaLuu,

* MoaudouKaLmu,

* 0edeKTbl N3rOTOBIEHNSI.

Distinguishing Features

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

e damages

* repairs

* modifications

* manufacturing defects



OMNCAHUE W KATAITOIM3ALINA MPEOMETOB
DESCRIBING AND CATALOGUING OBJECTS

HasBaHue

NmeeT nu npegmeT HasBaHue? 31O 4acTo
NoKa3blBAET NOAMMHHOCTb XYO0XECTBEHHOM
paboTbl U MOMOraeT Npyu pacno3HaBaHUK
npegMeTa B criyyae yTparl.

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.

MpeameTt nsobpaxeHus

Ecnun npegmeT — xygoxectBeHHas pabota,
TO YTO OH coboW NpeacTaBnseT? Hanpumep:
* nupamuabl B ['n3e,

* MaTb 1 pebeHoK,

* FOpHbIA NaHawadT v T.4.

Subject

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

e the pyramids at Giza

 mother and child

* landscape with mountains efc.

UNESCO
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OMNCAHVE W KATANOTN3ALINA NMPEOMETOB
DESCRIBING AND CATALOGUING OBJECTS

Hata unu nepuog
KakoBa gatvpoBka npegmeTa?
Korga oH Obin M3roToBneH?

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

MN3rotoButenn

Kem 6bin n3rotoBneH npeameTt? 310 MOXET
ObITb:

* aBTOp (XYAOXHWK, CKyNbnTop, M3roTo-
BUTENL MeGenu v T.4.),

* KOMMaHus,

* KynbTypHast o6LWHOCTb (Mone3Ho Ans
onucaHnsl OpeBHUX apTedakToB.).

Maker

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

e a company

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



OMNCAHVE W KATAIOT3ALNA MPEOMETOB
DESCRIBING AND CATALOGUING OBJECTS

KpaTkoe onucaHue

KpaTko onuwwnTte npegmeT, BKIYas
[OMOMHUTESIbHY MHGOPMALWo, KOoTopas
MOMOXET NPy ero MAeHTUUKaLMN. YKaxuTe:
* LiBET,

* hopma,

* MECTO M3roTOBNEHUSI (ECIN 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)

JononHuTenbHble cBeaeHus
Ecnn oObekT cocToUT M3 HECKOMbKUX
npeaMeToB, NPUAETCA OnucaTb Kaxablii
npeameT 13 Habopa OTAEsbHO.

MoxHo ccoTorpacmpoBatb npegmeT u
3anucatb TpeboBaHMs K YCnoBUSAM ero
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.

UNESCO
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®OTOrPAGUPOBAHME MPEOMETOB
PHOTOGRAPHING OBJECTS

doTorpacdmpoBaHie npeameTa NoMoxeT
MOEHTUULMPOBATL €70 B Cllyyae yTpaTbl.

doTorpacumm cokpawatot notpebHoCTH
HenocpeACTBEHHON paboTbl C XpyMKUMU
npeameTamMmu, 1 No3BonsiOT n3bexatb KX
CrnyYanHbIX NOBPEXAEHWNA.

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
damage.

Paswvep u uset
Bkntounte macwrtabHyto wkany B ¢oTo-
rpacomto, 4ToObI NOKa3aTb pasmep npeameTa.

lNonb3yiTech LIBETOBOM AnarpaMmon, YToobl
npaBuIbHO onpefenuTb LBeTa. YepHo-
6enble cdoTorpaduy MOryT MCMoNb30BaTh
cepyto rammy, 4tobObl onpeaenuTb
NpaBWIbHbIE 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
fo allow the correct fones to be determined.
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®OTOrPAGVPOBAHUE MNPEOMETOB
PHOTOGRAPHING OBJECTS

NoeHTndmkaumMoHHble HoMepa

Ecnu y npeometa ectb naeHTUMKaLMOHHOE
obo3HayeHne, NO KOTOPOMY €ro MoryT
0no3HaTb (Hampumep, My3enHbIN KOMMekK-
LIMOHHBIN HOMEP), TO CreayeT 3adMKCMpoBaThb
370 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.

OcBeLueHne npeamMeToB

Ncnonb3yinTe npaBunbHOE OCBELLEHUE
npeagMeToB npu ¢oTorpadupoBaHum.
CoBeTyntech ¢ NpotheCccrioHanom.

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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®OTOrPAGVPOBAHME MPEOMETOB
PHOTOGRAPHING OBJECTS

BbiGop npaBunbHoro hoHa

Cambiii nogxogsawmin oH ans dgoTtorpa-
mpoBaHns — 310 Genbiii  POH, KOTOPBINA
nomoraeT BbisiBUTb 6anaHc npu Bbibope
userta.

Bonee TeMHbI LIBET MUCMOMNb3yeTCs 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.

doTorpachmpoBaHue NNOCKUX NpeaMETOB
KapTuHebl, rpaBlopbl, PUCYHKU U TEKCTUIb
nerko ¢potorpacpmpoBatb. Hy»KHO NOMOXMUTb
WX Ha NIoCcKOCTb M hoTorpacmpoBaTh CBEPXY.
Ecnu HeobGxogmmo, cgoTorpadupyiite
obpaTHyl0 CTOpPOHY npeameTa, YTOGbI
nokasaTb OTNMYUTENbHbIE 3HAKM U
0COBEHHOCTW.

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

13



®OTOrPAGVPOBAHUE MPEOMETOB
PHOTOGRAPHING OBJECTS

doTtorpadpupoBaHMe pe3HbIX MOBEPX-
HocTel U penbedoB

Takune npegmeTtsl cnegyet gotorpadum-
poBaTb Kak Nnockue npegMeTbl, NonesHo
Aenatb Ux dpotorpacmm nog pasHbIM Yriiom,
4ToGbI 3achMKCMpOBaTh peribedbl NoBEpX-
HOCTell NpeaMeToB.

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.

®otorpadmpoBaHme 06BLEMHBIX NpeamMeToB
YTtoObl mepepaTb MOMHOCTbIO opMy
npeameta, choTorpadupynTe npeamer
CBepXy, NoKa3aB ero BEPXHIOK YacTb, hacag
1 0pHy 13 cTopoH. MoxHo caenatb GonblLue
doTorpacuii, ana Toro YToOLI NOKasaTb
HEBUAMMbIE YacTL.

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

UNESCO



®OTOrPAGVPOBAHME MPEOMETOB
PHOTOGRAPHING OBJECTS

doTorpachupoBaHue NOBpeXOEHUNA U
OTNNYMTENbHBIX YepT

MNonesHo ¢oTorpacupoBatb OTANYUTESb-
Hble 3HaKu UM 0COBEHHOCTU, KOTOPbIE MOTYT
MOMOYb MpW OMO3HaHWW NpeaMeTa.

Photographing Damage and Distinguishing
Features

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

YNPABNEHWE UHTENNEKTYANBHOM COBCTBEHHOCTbIO

UNESCO

MANAGING INTELLECTUAL PROPERTY RIGHTS

BnapeHue 1 npaBa MHTeNNeKTyanbHOW
COOCTBEHHOCTH

3akoHbl 06 aBTOPCKMX NMpaBax B KaKgow
CTpaHe pasnuyHbl U OxBaTbIBAKT Bonee
LUMPOKMIA nanasoH BOMPOCOB, YEM TOSbKO
npaBo cobcTBeHHOCTU. ObrnagaHve KapTUHOM
WNK CKYNbNTYPON HE O3HaYaeT Hanuuus
npaBa Ha VHTENMeKTyanbHyto COBCTBEHHOCTb
OTHOCUTENBHO AAHHOTO NpeaMeTa.

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.



YMPABJEHVE WHTENNEKTYAJTbBHON COBCTBEHHOCTHIO
MANAGING INTELLECTUAL PROPERTY RIGHTS

YcTaHoBneHue npa.

BaxHO ycTaHOBWTb, KTO MMEET NpaBo Ha
BOCMPOM3BOACTBO 0bpasa npegmeta. 3T10T
npouecc TpebyeT NpoBeaeHNs TLLaTENbHOM
AOKYMEHTaLWu.

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 GonblunHcTBE cnyvaeB ¢goTorpacum,
CHATbIE COTPyAHWKOM My3es, OyayT
npuHagnexatb Myseto. OgHako, ecnu Bbl
nonb3yetecb ycrnyramum He3aBWCHMOTO
doTorpaca, Bam 0b6si3aTenbHO crnegyeT
UMeTb npaBa Ha u3obpaxeHns. MoxHo
nonpocutb hoTtorpada 3anonHUTL opmy
OTKasa OT ero npas.

Waiving Rights

In most cases, photographs 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
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KOMMBIOTEPHBIE BA3bI JAHHBIX
COMPUTERISED DATABASES

BospacTtaeT nonynspHOCTb UCMONb30BaHNs
KOMMbIOTEPHbIX 6a3 AaHHBIX My3esMu W
YaCTHLIMM KOMIEKLUMOHepamMu Ans 3anvcu
MHdopMaLK O NpeameTax.

CylecTBYIOT KOMMNaHuWM, npogarwouiue
nporpamMMHoe obecreyeHne 4ns BeAeHUs!
yyéTa, a Takke pag 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.

CuctemaTtusaums MHcopmMalum
KomnbloTepHble 6a3bl 4aHHbIX 3aHUMatOT
MeHbLUEe MecTa, Yem ByMaxkHble 3anucu. OHn
No3BONSOT AenaTb AyOnuKaTbl apXMBHbIX
AOKYMeHTOB, o0b6neryawT XpaHeHue
MHGOpMaLIMK B NOCINeaoBaTenbHOCTU U B
CTPYKTYpE, U CNocobCTBYOT €€ BhicTpomy
MOWUCKY U BOCCTAHOBMEHWIO.

Keeping your Information in Order
Computer databases take up less space than
paper-based recording systems, allowing
backup copies fo 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.



KOMIMbHOTEPHBIE BA3bl JAHHBIX
COMPUTERISED DATABASES

KomnoHoBka nHdopmauum

Cuctema ynpaBneHust Konnekuymen myses
no3BOMSeT KOMMNOHOBATb MHOPMaLMIO C
LmdpoBbIMU GhoTorpadmsiMn. BonbLUMHCTBO
06a3 paHHbIX obneryawT XpaHeHue
UHopMaLmK, copepxallencs B OyMaxkHoI
LOKYMeHTaLuu.

Linking Information

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

PacnpoctpaHeHue nHdopmauum
Undposyto NHOpMaLnto nerye
pacnpocTpaHuTb, Tak Kak doTtorpadmm v
onucaHns NpeaMeTOB MOXHO OTMPaBuTb
uccnegoBatensam, NpaBoOXpPaHUTENbHLIM
opraHam 1 MexayHapoAHbIM OopraHu3a-
Topam, Takum kak FOHECKO.

Sharing Information

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

UNESCO
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KOMIMbOTEPHBIE BA3bl JAHHBIX
COMPUTERISED DATABASES

MHorokpaTHoe Mcnonb3oBaHue
MHcopmauum

NHpopmaums 13 6asbl AaHHBIX MOXET ObiTh
CMOsb30BaHa BO MHOTWX Criyyasix, BKIoYas
co3pgaHMe KkaTanoroB M 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 npeamet nepefatoT My3eto, AoSKHa
6bITb 3amonHeHa ¢hopma, kotopas byget
XPaHWTb BaxHYH MHGOPMALMIO 0 NpeameTe
¥ NOATBEPKAATb aKT nepeaauym.

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.



MPEAMETbI, MPUHUMAEMBIE MY3EEM
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OBJECTS ENTERING THE MUSEUM

AKTbI npuema
AKTbl LOMXHbI ObITb NPOHYMEpPOBaHbI U
HaneyaTaHbl Ha KONMpPOoBanbHON Gymare.

MepBasi KOMUS XpPaHUTCS My3eeM Cpeau
[OKYMEHTOB Bblgaun npeameToB. Opyras —
NpefoCTaBnsSeTCs HaNpaBIsoLLEN CTOPOHE.
TpeTbst — CONpoBOXAAET NpeaMeT.

Object Entry Forms
ldeally 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 nepegaum Moxet ObiTb
MCNONb30BaH [ANA  MHAWBUAYANbHON
HyMepauuu npeameTa.

Ecnun umeeTcsa Gonblue, Yem OfUH NpeaMeT,
TO 3anMcCb NPOM3BOAMUTCA Ha 3TOM Xe aKTe,
TOSNbKO MCMOMb3YHTCA AOMNOMHUTENbHbIE
Homepa (Hanpumep, 00301.1 1 00301.2uT.4.)

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 efc.).

UNESCO
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MPEOMETbI, NMPUHUMAEMBIE MY3EEM
OBJECTS ENTERING THE MUSEUM

HanpaensioLias ¥ NpMHUMAalOLLasi CTOPOHbI
HyxHo 3anucatb MMst U agpec Bragesbla
npeaMeTa v HanpaenstoLLEen CTOPOHbI, eCrin
OHM He coBnagatwT. [lonpocute
npeacTaBUTENsS HaNPaBMSOLENA CTOPOHbI
noanucaTbCcs M NocTaBWUTb AaTy AkTa
nepenayn. MNpeacraButeNb My3est JOIDKEH
nognucaTtbcsl, 4YTOObl NOATBEPAUTH
NpPaBUIbHOCTL COCTaBNEHUs AKTa nepeaaym.

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 deposifor to sign and
date the Entry Form. A representative of the
museum should also sign to confirm that the
details recorded are correct.

YctaHoBneHne npaB COGCTBEHHOCTU
BaxkHO NpoBepuTb, XO4ET N HanpaBnAoLLas
CTOpPOHa BMOCNEACTBUN BEPHYTb NPeaMET.
Ecnu HeT, MOXHO monpocuTb Brnagenbla
nepepatb AaHHble MO NpeaMeTy My3eto
(cm.pasgen “MMpuobpeTeHne”). Ecnu Bbl
BMOCNEACTBUN He 3aX0TUTE XPaHUTb NpeaveT
B My3ee, Bbl CMOXeETe pacnopsixatbcs MM 6e3
cornacoBaHusi (cM. pasgen “PacnopsbkeHue
npegmMeTom”).

Establishing Ownership Rights

It is a good idea to check whether or not the
depositor wants the object to be returned. 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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OBJECTS ENTERING THE MUSEUM

Cnocob6 npuobpeteHus

3anuwute cnocob, KoTopbIM NpeameT Bbin
nosy4YeH my3eem. ITO MOXET ObIThb;

* hap,

* MOKYrKa,

* NONyYeHne BO BPEMEHHOE XpaHEeHMe,

* 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

* jdentification

MonyuuTte BaxHy MHopmaLmIo
lNocTapainTeck NoONy4nTb Kak MOXHO 60sbLUe
nHbopMaLy npy NpuobpeTeHnn npeameTa.

Ecnu BbI NPUHOCUTE MNMpegmMeT B My3el7l, TO
HY>XHO NPUHECTU TakKXe HeobXxoaumMble
OOKYMEHTbI.

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 fo bring
any relevant details or documents with you.

UNESCO
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MPEOMETbI, NMPUHUMAEMBIE MY3EEM
OBJECTS ENTERING THE MUSEUM

Opyrve petanu

OHM MOryT BKITHOYATH:

° KpaTKoe onucaHve npegMeTa

* CTPaxoBYt0 OLIEHKY

* LieHy (Mpu Kynne-npogaxe)

e obnapartens aBTOpPCKOro npaea (CM.
pa3gen “YnpasrneHve npasamu’)

° fiaTy BO3BpaTa

Other Details

Other details may include .

« a brief description of the object

* insurance valuation

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

e agreed refurn date

[MPUOBPETEHME N COBUPAHMUE NMPEOMETOB
ACQUIRING AND ACCESSIONING OBJECTS

My3en [OMKHbl [daBaTb Has3BaHMUs
XPaHALLWMMCS Y HUX NpeameTam W LOKyMEeH-
TMpoBaTb N0OON akT nepemeHbl cobeT-
BEHHOCTY.

CobupaHue — 3To npouecc, B KOTOPOM
00BbEKTBI CTAHOBSATCS 0chMLManbHOM YacTbto
KOMneKkumm my3es.

Museums need fo be able to establish fitle 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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ACQUIRING AND ACCESSIONING OBJECTS
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MepemeHa hopMbl COGCTBEHHOCTH

XoTs nepemeHa popMbl COGCTBEHHOCTY Ha
npeaMeT MOXET BbITb 3ahMKCPOBAHA B aKTe
nepegayn (cm. pasgen “MpuobpeteHne
npeaMeToB”), HO Mydyle UCMNofb30BaThb
OTAenbHY0 hopMy Anst YCTaHOBNEHNS NpaBa
cobctBeHHocTU. OHa [JoSkHa BKMoYaThb
MHQOPMaLM0 MO MPEeXHEMY W HOBOMY
BragenbLy, a Takke AeTanm BbinnaThbl.

Transfer of Title Forms

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

MpuunHa npuobpeteHus

He Bce npegmeThbl NprobpeTanTCs My3eem
[NS1 BKIMIOYEHNS B OCHOBHOW KOMNNMEKLMOHHbINA
¢oHa. BmecTo 3TOro OHM MoryT GbiTb
1CMONb30BaHbl B BCMIOMOraTenbHbIX LEMSX.
MpyurHa nNpuobpeTeHns 3anucbiBaeTcs B
AkTe Np1obpeTeHns NpeaMeToB (CM. pasaen
“MprobpeTeHne npegMeToB”).

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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MPNOBPETEHWE 1 COBUPAHUE MNPEAMETOB
ACQUIRING AND ACCESSIONING OBJECTS

PerncTtpaums HOBbIX NOCTYMJIEHMHI
HoBble nocTynnenns fomkHbl BbiTb 3anucaHbl B
KHUre mocTtynneHun. 9To obsasatenbHas opMa
pervcTpaLmmn Konnekumuy, CyLLecTBytoLas Hapsay
C VHBEHTaPHbIMU KHraMmM 1 KOMMbIOTEpHOV 6a3oi
[aHHbIX, BKMOYAET CredyroLLyo MHhopMaLmio:
WCTOYHMK MOCTYNIEHUs; HOMep Mo KHure
MOCTYNNEHUS; KONNEKLMOHHbIA HOMEp; AaTa
MOCTYNNEHUS!; NNLIO UM OPraHW3aLus, OT KOTOPOA
Mony4YeH NpeaMeT; KpaTkoe onmcaHue.

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
or computerised aatabase. Includes: initial storage
location, entry number; accession number; dafe
accessioned, person or organisation received
from, brief description.

MPEOMETbI, HAXOOALWWECA BO BPEMEHHOM MOJIb30BAHN

UNESCO

BORROWING OBJECTS

JoroBopbl 0 nonyvyeHuu/nepenaym Bo
BpeMeHHoe Nofib30BaHue

Korga myseinn nonyyaet npegmeTr BO
BPEMEHHOE MOMb30BaHWe, COCTaBbTe
foroBop 06 YyCNoBUSIX BPEMEHHOrO
Monb30BaHMWs, NOANUCAHHbLIA My3eeM W
HanpaenstoLLei CTOPOHON. [loroBop AoMmKeH
YyCTaHOBUTb NepVoS nepefadn, KOTopbii
MOXeT ObITb MPOATIEH 1 COrMacoBaH 3aHOBO.

Loan Agreements

When your museum borrows an object, try
to establish a proper loan agreement, signed
by both the museum and lender. Loans
should ideally be for set periods of fime,
although these can be extended or renewed.
Long-term or open-ended loans are best
avoided wherever possible.
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BORROWING OBJECTS
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JoKkymeHTauuMs no BPEeMEHHOMY
nosib30BaHuI0

Basa gaHHbIX MK kaTanor My3est JOSTKHbI
(ukcupoBaTh: UM UM Has3BaHue
HanpaBnsOWEN  CTOPOHbI;,  Mepuosd
BPEMEHHOro Nonb30BaHus; 3annaH1poBaHHas
pgaTta Bo3BpaTa; CTaHgapThl M yCroBus
0BecrneyeHst COXpaHHOCTU; OTBETCTBEHHOCTb
3a COXpaHEHWe; YCMNOBUS CTPaxoBaHUs;
YCIIOBUSI TPAHCTIOPTUPOBKHN.

Recording Loans

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

BepeHve JOKYMeHTaLMKU No BpeMeHHOMY
XpaHeHuIo

Takxe Kak M XpaHeHMe [OroBOPOB O
BPEMEHHOM MOJ1b30BaHWM Cpeam AOKYMEHTOB
no MUCTOpPWUU NMPEaMETOB, KOMUM AOTOBOPOB
XPaHATCS Cpeay AOKYMEHTOB Mo BpEMEHHOMY
NoMb30BaHWIO, KOTOPbIE FPYNNMPYOTCS B
nocnefoBaTeNlbHOCTM BO3BpaTta. JTO
obneryaeT oTcnexuBaHne u oOHOBNEHME
[OKYMEHTOB N0 0HOPMITEHMIO BPEMEHHOTO
Nonb30BaHWs.

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 to be monitored and renewed
more easily.
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PASMELLEHWE W NMEPEOBVXXEHME MNPEOMETOB
LOCATION AND MOVEMENT OF OBJECTS

Myseu 3aboTtsaTca o npegmeTax,
HaXOAALLMXCS Y HAX HA XpaHeHUW. KOHTporb
Hag pasMeLleHneM W nepeaBuKeHnem
npegmeToB obecneunmBaeT ux GoicTpoe
obHapyKeHwe.

Museums need fo be able fo 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 XpaHeHus

OTBOaMTE KaXKOOMY NpeameTy onpenerneH-
HOE MeCTO XpaHeHusi, 4Tobbl BEPHYTb
npeaMeT B Cryyae ero HoBOro BPEMEHHOMO
pasmelLLeHus.

Recording Storage Locations

Try to assign each object a normal storage
Jocation. You will then know where it should
be returned fo ifitis taken to a new, temporary
location.
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LOCATION AND MOVEMENT OF OBJECTS
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OOGHoBNEHMe 3anucen B KaTanore
duKcupyiiTe nepeaBuxeHNe NpeamMeToB B
kaTanore unu 6ase gaHHbIX My3es. OTu
3anucun JOMKHbl OTpa)XaTb U3MEHeHUs
NOCTOSIHHOIO MECTa XpaHeHWs 1 copepKaTb
UHGopMauu 006 ero BpPEeMEHHOM
nepeaBuKXeHUN.

Updating the Catalogue

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

KapTouku-ygoctoBepeHus

Koraa npeameT BpeMEHHO NMepeHeceH,
OCTaBbTe KapTOYKy-yAOCTOBEPEHUE Ha ero
mMecTe XxpaHeHus. KapToyka [AomkHa
coaepxaTb crneayioLlyl UHdopMaLuio:
KOMMEKLIMOHHbIA HOMep; Ha3BaHe NpeaMeTa;
oaTy  nepeMelleHnsi; HOBOe MecTo
HaXOXAEHWS; UMS LA, BbIMOMHWUBLLETO
nepemMelleHne; 3annaHupoBaHHyo 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; date removed; new location;
name of remover; expected return date.
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[MPOBEPKA COXPAHHOCTW MNPEOMETA
OBJECT CONDITION CHECKING

MpoBepka npeameToB

lNpoBepsiiTe NpeamMeTbl PerynspHo, 4Toobl
obecneunTb UX coxpaHHocTb. lNpoBoauTe
npoBepKy NpeaMeToB [0 BblAayu BO
BPeMEHHOE Monb30BaHWe U3 My3est AN
9KCMOHMPOBAHUSA UM KOHCEpBaLMK ( CM.
pasgen “Bbigava npegmeTtoB”). 370
Mo3BONSET NEerko YCTaHOBMTb ntobbie
MOBPEXAEHNS.

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 defected.

OnucaHne COCTOAHUA COXPAHHOCTU
CocTosiHME COXpPaHHOCTU npeameTa
3anucelBaeTcs B Katanor u 6asy AaHHbIX
myses. OGHoBnAnTe 3anucu, 4ToObLI
0TPasnTb U3MEHEHUSI COCTOSIHWSI COXpaH-
HOCTU NPeAMETOB. 3anuwwuTe gaty U ums
nvya, NPOBOAMBLLETO MPOBEPKY.

Recording Condition Assessments

The condiition of the object can be recorded
on the museum’s catalogue or database.
Remember fo update your records if any
alferations fo 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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[JoroBopbl 0 BpeMeHHOM MONb30BaHUU
MpeameTbl, BblaaBaeMble My3eeM BO
BPEMEHHOE MONb30BAHUE,  [OMKHbI
COMPOBOXAATHCS NPABUIIbHO COCTABMEH-
HbIMW 1 NOAMMUCAHHBIMY AOrOBOPaM MeXZy
My3€eM U NMpUHUMatoLLeii CTOPOHON. [ns
BPEMEHHOIO MOJIb30BaHUs TOYHO YCTaHaB-
NUBAKOTCS NEPUOALI BPEMEHU, Jaxe ecnu
BMNOCMNEACTBUM OHW M3MEHSIOTCA Mo
COrnacoBaHmio.

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 Nepegayn Bo BpeMeHHOe Nofnb3oBaHue
basa gaHHbIX Unu KaTanor My3est JOSKHbI
hvKCMpOoBaTh: UMSI MPUHUMAIOLLE CTOPOHbI;
nepuop BPEMEHHOTo XpaHeHus:;
3annaHMpOBaHHY0 AaTy BO3BpaTa; CTaH4apThl
M ycnoBusi obecrneyeHnss coxpaHHOCTH,
OTBETCTBEH-HOCTb 3@ COXPaHEHWE; YCIIOBUS
CTpaxo-BaHusi; YCMOBYSI TPAHCMOPTUPOBKH.

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 MPEAMETOB BO BPEMEHHOE MOJIb3OBAHVE

LENDING OBJECTS

JlokyMeHTauus nepegaym Bo BpeMeHHOe
XpaHeHue

Takxe kak U XpaHeHWe [OroBOpPOB O
BPEMEHHOM  MONb30BaHWWM  CPeau
[OKYMEHTOB MO UCTOPWUM NPESMETOB, KoMK
[OrOBOPOB XPaHATCS cpeaun AOKYMEHTOB MO
BPEMEHHOMY TMOMb30BaHWIO, KOTOpble
rpynnupyoTcst B NOCef0BaTENbHOCTH
Bo3BpaTa. J10 obneryaet oTcnexuBaHue u
0OHOBMEHME JOKYMEHTOB MO OPOPMIIEHNIO
BPEMEHHOTO MNOMb30BAHUS.

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 return date order.
This will allow loans to be monitored and
renewed more easily.

CMNCAHME NPEOMETOB
DISPOSING OF OBJECTS

Pa6oTa ¢ HexxenaHHbIMK NpegmeTaMu
Bpemss oT BpemeHu Mmy3ew cnegyet
NPOV3BOANTb CrIYICAHUE NMPEeaMETOB M3-3a TOrO,
YTO MPEAMETbI NepecTaloT COOTBETCTBOBATb
NPUHLUMNAM KOMMEKLMOHUPOBAHNS My3es, U
OKa3blBaeTCsl, YTO Nny4ywe ux nepegatb
Apyromy My3eto. [Nepefaya npegmeTta AomkHa
dhvkerpoBaTbest B AKTe Bbigaqu (CM. pasgen
“Bblgava npegmeTtos”).

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’).

31



CIMUCAHWE NMPEOMETOB
DISPOSING OF OBJECTS

CnucaHue

MNpeameTbl OCHOBHOIO KOMMEKLMOHHOMO
dhoHOa My3es, nognexalime UCKIIOYEHMIO 13
CocTaBa KOMneKumu, BOMKHbI ObITb CNCaHbI.
®dukcupynte 9TM onepauum B KHUre
NOCTYNIeHnn 1 B 6ase AaHHbIX, YkasbiBast
MPUYUHBI CIIMCAHMS.

Deaccessioning

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

MPEOMETbI, BIOABAEMBIE MY3EEM
OBJECTS LEAVING THE MUSEUM

32

My3en JOMmKHbI KOHTPONIMPOBATbL MPEAMETHI,
BbllaBaeMble 3a npedenb  Mys3es.
CooTBeTcTBYOWAS MHDOPMaLUS [OMKHA
cogepXxaTtbCda B aKTax BblAayn, a Takxe B
KOMMNblOTEpPHON ©ase fdaHHbIX, ecnn OoHa
umeetcq. Ecnu npeameT Bo3BpaljaeTcs
HanpaBnsloLLei CTOpoHe (B cryvae Bo3BpaTa
npeaMeTa, HaxoAMBLUEroCs BO BPEMEHHOM
NONb30BaHUN, NN HEXKenaTeslbHOro ,qapeva),
Torga akT Bblgaun TpebyeTcs He BCeraa, Tak
Kak npoueaypa Bblidauu uKkcupyeTcs B
0hOpMIIEHHOM paHee AKTe NPUEMKU.

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, BbIJABAEMbIE MY3EEM
OBJECTS LEAVING THE MUSEUM

AKT Bblgauu

AKTbl JOMXHbI ObITb NPOHYMEPOBaHbLI 1
HaneyaTtaHbl nog Konupky. MNepsas konust
XpaHWTCS My3eeM Cpeay AOKYMEHTOB Bbigaun
npeameToB. [ipyras konus npegocTaBnsercs
NPUHUMaKLWENn cTopoHe. TpeTbsa Konus
XpaHUTCS 4O BO3BpaTa NpegMeTa B nanke ¢
[OKyMEHTaMW MO BbldaHHEIM NpeaMeTam.

Exit Forms

ldeally 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.

HanpaBnsiowas n npuHMMaroLas CTOPOHbI
3anuwute “MS 1 agpec nvua, NonyymBLLEro
npeaMeT, a Takke AaHHbIE O NPUHUMAtOLLEN
CTOpPOHe, 3anncy AOIKHbI ObITb OAMHAKOBLIMM.
lNonpocute npeacTaBuTeNs NPUHUMALOLLEN
CTOPOHbI MOANMCATLCS M NOCTaBUTL AaTy AkTa
nepepaun. MpeacraBuTenb Mysest NOAMMCHI-
BaeTcs, YToObl NOATBEPANTL BEPHOCTb aKTa
nepegauu.

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 to confirm
that the details recorded are correct.
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MPEOMETbI, BbIAABAEMBIE MY3EEM
OBJECTS LEAVING THE MUSEUM

MpuumHbI BbIgAYM

3anuwunTe NpuYmHbl, Mo KOTOPbIM MpeameT
MOKVZAET CBOE NOCTOSHHOE MECTO XPaHEHUs!
B My3ee. OTO MOXET ObITb:

* nepegava *,

* Bblja4a BO BpeMeHHOe Momnb30BaHMe®,

* paspyLueHue®.

Reason for Removal

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

e fransferral *

e foan out *

* destruction”

WHcbopmaums o npeameTte

AKT Bblgaum JOIHKEH COAepXaTb OCHOBHYHO
VHopMaLwmio 0 npegMeTe, BKIYas:

* KpaTKoe onucaHue npegmeTa,

* KOJNEKUMOHHBIA HOMEP,

* CTpaxoBasi CTOMMOCTb,

* YCMOBWS Bblgaun

* cormacoBaHHas Aata Bo3Bparta.

Object Information

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

« a brief description of the object

« identifying number

e insurance valuation

« condlifions governing removal

e agreed refurn date
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MPEOMETbI, BbIJABAEMbIE MY3EEM
OBJECTS LEAVING THE MUSEUM

BosBpar npegmeToB

OpwurmHan AkTa Bblgayv NognucbiBaeTCs
npefcTaBuTenemM Mysesi, YTobbl NOATBEPAUTL
dhakT BO3BpaTa npeameTa B My3eii (B cryvae
Bbljau4u €ro BO BPEMEHHOE MOoMNb30BaHNe Ui
OTMpaBKW 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 fo the museum (for example if it has
been loaned out or sent for conservation).
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