
Object entry flow chart

Object enters museum

Record action in object receipt book

Object outside of Collection Policy 
parameters declined

Return object to owner if required

Enter information into 
database in standardised format

Object within Collection Policy 
parameters acquired

Donor issued with completed, signed 
object receipt form (copy)

Explain to donor about the importance 
of collecting information. Complete 

object receipt form

Record accession number in 
register/database

Acquisition committee refer to 
Collection Policy

Object isolated or sealed in a bag 
if evidence of mould, insects, or 

other contamination
Storage location recorded

Protected objects notified under 
Protected Objects Act, 1975 

see www.mch.govt.nz

Object removed to secure holding area 
with copy of receipt

Cataloguing process

Significance, provenance/history of 
the object

Record accession number in object receipt 
book and tag object with number

Allocate unique object accession number

Physical description, marks, condition, 
materials, measurements

Proceed to storage or display

Donor details: phone, address, email, etc

Apply permanent accession 
number to the object

*

Many museums send the donor Deed of 
Gift forms to sign at this point – signifying 
transfer of ownership to the museum. 

The NSTP Object Receipt form may 
function as both an object receipt and 
Deed of Gift form. 

A letter of thanks may be sent.

*
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