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Procedural manual

Evolving series of clear instructions to standardise:

• the capture
• recording
• safekeeping 
• use 

…of information about museum collections.

https://collectionstrust.org.uk/resource/developing-
a-documentation-procedural-manual-2018/
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Procedural manual
• Provides a written record of the museum’s 

documentation system
• Helps a museum to demonstrate that it meets 

good practice standards
• Enables information about a museum’s 

documentation system to be passed onto all 
museum staff

• Ensures continuity of practice and standardisation 
of procedures

• Saves time - new staff will not waste time trying to 
work out how the documentation system works so 
training will be quicker.



• Object entry

• Acquisition and accessioning

• Location and
movement control

• Inventory 

• Cataloguing

• Object exit

• Loans in (borrowing)

• Loans out (lending)

• Documentation planning

Primary procedures

Accountability 



Procedural manual

• Introduction – the museum’s statement of 
purpose, roles and responsibilities etc.

• History of the museum’s documentation systems -
examples of records which are no longer in use in 
your museum, and their location, historic 
numbering systems etc. 

• Collections management policies – where to find 
them



Procedural manual

• The Spectrum definition of each procedure  
• The Spectrum minimum requirements for each 

procedure 
• Details of staff or volunteers responsible for the 

overseeing and/or carrying out the procedure  
• How and when the procedure takes place 
• Materials required and where to find them 
• The information to be collected during the 

procedure, including completed examples of forms 
etc. 

• Any additional information relevant to that 
procedure



Definition: Logging all objects coming into your care for 
whatever reason, including loans, enquiries and 
potential acquisitions.

Object Entry



Manual: activity

• Can you suggest any improvements that could be 
made to the Object entry procedure?  

• Does your museum do things differently, and why?
• Does the manual include enough information?



Inventory

How?



Resources

Spectrum related resources: 
https://collectionstrust.org.uk/spectrum-resources/

https://collectionstrust.org.uk/spectrum-resources/


Procedural manual

Related resources



Example forms

Example Entry form 
https://collectionstrust.org.uk/resource/object-entry-
forms/
Example Exit form
https://collectionstrust.org.uk/resource/

Example Accession register 
https://collectionstrust.org.uk/resource/accession-
registers/

https://collectionstrust.org.uk/resource/object-entry-forms/
https://collectionstrust.org.uk/resource/
https://collectionstrust.org.uk/resource/accession-registers/


https://collectionstrust.org.uk/resource/documentatio
n-procedural-manual-from-the-british-schools-
museum/
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Resources

Marking and labelling guidance:
https://collectionstrust.org.uk/resource/labelling-and-
marking-museum-objects-booklet/

https://collectionstrust.org.uk/resource/guidelines-on-
marking-and-labelling-methods/

Marking and labelling videos:
https://collectionstrust.org.uk/resource/labelling-and-
marking-textiles-in-museum-collections/

https://collectionstrust.org.uk/resource/labelling-and-marking-museum-objects-booklet/
https://collectionstrust.org.uk/resource/guidelines-on-marking-and-labelling-methods/
https://collectionstrust.org.uk/resource/labelling-and-marking-textiles-in-museum-collections/


New GDPR guidance

https://collectionstrust.org.uk/resource/data-
protection-guidance-sheet/
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Questions



Documentation planning

Definition: Making your documentation systems 
better and enhancing the information they
contain as an ongoing process of continual 
improvement.

Spectrum requirement: 
Review the collections information you already have and 
agree areas for improvement in the light of your 
collection management priorities.



Documentation Planning

Spectrum requirement: 
You have a written documentation plan setting out 
specific objectives that can be achieved within a 
realistic timeframe given the available resources.

Spectrum requirement: 
You review progress towards achieving your plan’s 
objectives regularly.



• What elements make up your documentation 
system? E.g. accession registers, forms, computer 
systems etc. 

• Objectives you wish to achieve, referring to any 
relevant standards – legal and ethical.

• Priorities for improving collections information.

Documentation Plan

https://collectionstrust.org.uk/resource/documentatio
n-planning-pack-2018/
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1. Introduction: context and background
2. Documentation systems
3. Backlogs and priorities
4. Action plan
5. Risk analysis

Documentation Plan

https://collectionstrust.org.uk/resource/documentati
on-planning-pack-2018/
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• Actions your organisation will be taking to meet 
those objectives (e.g. take photographs of the 
objects, carry out rights research on the collection). 

• Resources (e.g. people and time) that will be needed.
• Measurable results that are based on the stated 

objectives.
• Milestones that can be used to review progress by 

specified dates. 
• Roles and responsibilities.
• Be realistic.

Documentation Plan









Questions



Get a 10% discount from our online shop using the code:

GRYR69

This code will be valid for one month from today.

http://collectionstrust.org.uk/shop/

Discount

http://collectionstrust.org.uk/shop/


sarahb@collectionstrust.org.uk 

@CollectionTrust

#CToutreach

Contact


