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COLLECTIONS PROCEDURE:   DEACCESSION AND DISPOSAL – External 

 

 

This Procedure describes what needs to be done, how, and by whom. It supports Te Papa’s 
Collections Policy [2016] and Collection Strategies [2017-2022], and applies across all 
collection disciplines.  

Where you see a  symbol this indicates a Guideline is available to provide additional detail 

and should be consulted.  

Where you see a footnote number (1) this indicates supplementary information can be found in 
the table at the end of the page. 
 

Using this Procedure 

The Procedure has four stages – propose, assess, deaccession, and repatriate or transfer 
(disposal). Each stage is colour coded.  

Approval Stage Gates are colour coded in yellow. 

Potential additional steps for specific situations are colour coded in grey. 

Additional detail (step-by-step) is to be considered and worked through for each stage. 
Considerations and options may vary according to the nature of the object or type of 
deaccession.  

Steps may be carried out concurrently and/or earlier than shown in the Procedure. 
 

References 

In developing this Procedure, collection procedures and guidelines of other international 
museums and agencies have been reviewed and benchmarked e.g. 
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 Whitney Museum of American Art 

 Victoria & Albert Museum 
 

Document Control table 

Date Change Approval  

21 November 2016 Draft for Consultation  

   

   

   

 

Procedure Owner Head of Collection Services 

Contact Person Senior Advisor Loans and Acquisitions 

Approved By Collection Development Committee (CDC) 

Approval Date 13 March 2017  



PROCEDURE:  Collection Deaccession & Disposal – External

Original Visio PM #3240645

Propose – External Assess

Determine costs and resource time to 
repatriate/transfer
- Cultural protocols and koha
- Registration time/resource
- Conservation treatment
- Preparation and packing
- Delivery: freight, courier, permits
- Transfer of rights, information, images

Collection Mgr
Conservator

+Rights Advisor

Iwi Rels Advisor

Curator

Confirm support to repatriate or transfer, 
and draft agreement terms
- Identify iwi relationship considerations 

and protocols
- Consult source communities and relevant 

organisations to confirm support
- Identify rights, information and images to 

transfer
- Draft agreement terms  

Conservator
+Collection Mgr

    +Curator

Confirm physical condition is acceptable to 
repatriate or transfer
- Establish physical condition
- Identify any treatment and transit support 

required for the item/taonga to be 
usable and safely repatriated or 
transferred

Curator
+Collection Mgr

+Kaihautu
+CEO

Receive request to repatriate or transfer
- Receive request to repatriate item/taonga 

or transfer it to another museum or 
collecting institution

- Forward request to Director CRL and L&A 
Advisor

Deaccession

NoDeaccession approved

Yes

L&A Advisor
Curator

Notify all parties
- Notify team
- Notify external parties

Collection Mgr
L&A Advisor

Update catalogue record
- Change status to Deaccessioned
- Update information in the catalogue 

record for the item
- Retire the record

Conservator
Collection Mgr

Document condition
- Prepare or organise final condition report
- Organise final image

L&A Advisor Document decision and 
notify team

L&A Advisor Decline request to 
repatriate or transfer

Repatriate or Transfer (Disposal)

CS Managers Confirm staff resources

Curator
+L&A Advisor

+external parties

Negotiate agreement
- Negotiate agreement to repatriate or 

transfer

L&A Advisor
Transfer ownership 
- Prepare and send Deed of Gift and 

copyright transfer form

DEFINITIONS

Deaccession:   To permanently remove a collection item/taonga 
from the collection.

Disposal:   The donation, repatriation or transfer of an item/taonga, 
the sale of an item/taonga, or the appropriate destruction of an 
item/taonga, following its deaccession.

Resolve any issuesCurator

Prepare proposal for approval (1)  
- Prepare paperwork for approval process 

(including transfer agreement)
- Check information is complete and in 

central collections information system.

Curator

L&A Advisor

Collection Mgr
+Kaumatua

Prepare item and pre-departure protocols
- Organise cultural protocols
- Address any H&S risks
- Organise packing
- Organise delivery and outgoing receipt

Curator
+Rights Advisor

Transfer information
- Pass catalogue information and copies of 

digital images/scans/film to new 
owner (as per negotiated agreement)

L&A Advisor 
Report
- Ensure all information gathered during 

the deaccession process is entered into 
the central collections information 
system

- Record for Board and Annual reports

.

Supplementary Information

1.     Deaccession Approval Delegations 
Deaccession of an item/taonga with value $150,000 – 250,000 
requires approval by the Chief Executive, following 
recommendation by the Collection Development Committee.

Deaccession of an item/taonga with value over $250,000 requires 
approval by the Te Papa Board, following recommendation by the 
Collection Development Committee and Chief Executive.  The 
board paper is prepared by the Curator.

Conservator
  + Collection Mgr
  + Curator

Confirm physical condition is acceptable to 
repatriate or transfer   (1)    

Responsible for this task

Contributes to this task

Task to be doneKEY

Ref to  Supplementary 
Info or Guideline

Curator  
+external parties

Research deaccession to confirm valid basis 
to repatriate, or relevance to other 
museum or collecting institution
- Confirm provenance, legality, and 

copyright status
- Confirm source community
- Consult to confirm relevance to source 

community, iwi or individual
- Identify relevance to other museum or 

collecting organisation
- Identify and compare relevance to Te 

Papa Collection Strategies
- Identify risks of declining/agreeing 

request, and mitigation options
- Seek relevant cross-disciplinary support

L&A Advisor
Circulate request to repatriate or transfer
- Establish legal title
- Allocate deaccession number
- Circulate to Curator, Iwi Rels Advisor, 

Rights Advisor, Collection Mgr, 
Conservator 

L&A Advisor
Decline request to repatriate or transfer 
- Send decline letter 
- Document decision

No

Yes

Decline of request approved by 
Collection Development Committee

Supported by Head of Discipline to 
proceed to Assess stage

 


