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1. Introduction
This Documentation Procedure Manual is a requirement 2.7 (Documentation Procedures) of
the Accreditation Standard and the procedures detailed within it are written in accordance
with SPECTRUM 5.0 standards.
The manual is to give guidance to those responsible for the management of objects in the
permanent collections to ensure the safe, secure, and effective management of the objects in
the collection. It supports any training that may be given to staff, volunteers, or interns who
are with the Egypt Centre and working with object management. It also serves as a document
outlining the variety of tasks carried out by teams within the Egypt Centre, especially Curator
and Collections Access Manager, and it is available to any member of staff. It was compiled
by Carolyn Graves-Brown (Curator) in 2004 and was last reviewed and updated in September
2019. In 2005, a section on the history of documentation at the museum was added by the
Curator. The manual will be regularly updated whenever any new forms are introduced and
all staff will be informed regarding any changes to procedures.
Information about the collection is currently recorded in a variety of formats:
 Digitally on the collections management system, MODES
 Paper based records in the object files
 Day books
 Old inventory cards

2. Aims
The aim of the Documentation Policy is to ensure that the Egypt Centre fulfils its
responsibilities in relation to security, management, and access of the collection. It aims to:
 Improve accountability for the collection and the management of related data
 Maintain at least minimum professional standards in documentation and seek to attain
the very highest standards wherever possible
 Extend access to collection information
 Strengthen the security of the collection
The Egypt Centre is committed to maintaining at least the minimum level of collections
documentation that allows it to identify and locate all items for which it is legally responsible,
including loans.

3. Ethics and Legislation
Collections information will be recorded in compliance with all legal requirements, including
the Data Protection Act (2018), GDPR (EU/2018), and the Freedom of Information Act
(2000). Collections information will be acquired, stored, managed, and used in compliance
with the Museum Association’s Code of Ethics for Museums and to SPECTRUM 5.0
Standards.
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4. Documentation Standards
4.1. SPECTRUM 5.0 Standards
The Egypt Centre is committed to following SPECTRUM 5.0, the UK Collections
Management Standard, and to meeting the minimum standards for the SPECTRUM 5.0
primary procedures in relation to:
- Object Entry
- Object Exit
- Acquisition
- Location and Movement Control
- Cataloguing
- Loan In
- Loan Out
- Retrospective Documentation
For all new acquisitions and through programmes of retrospective cataloguing and collections
auditing, the Egypt Centre aims to ensure that:
- Every object has documentary proof of legal title that also meets ethical standards
- Every object has an accurate record in the appropriate Accessions Register
- Every object has an accession number which uniquely identifies the object with that register
entry
- Every object has an accession number that is labelled or otherwise marked on the object
- Every object has a robust link with all associated documentation
- Every object has an accurate and up-to-date record of location
All staff responsible for recording and documenting collections information must firstly
receive the necessary training in the relevant data standards and Collections Management
System (CMS), DACE, to enable accurate and consistent input and retrieval of collection
information. Staff will not be granted access to the CMS if they have not received this
training.
4.2. Minimum and Target Levels for Documentation
All staff responsible for recording collections information must comply with the Egypt
Centre’s guidelines for first and second level documentation. Objects are catalogued using
MODES. The table below defines the Egypt Centre’s minimum, mandatory level for
documentation (Level 1) compared to its ideal, target level for documentation (Level 2). This
is compared to minimum SPECTRUM 5.0 and Accreditation standards, for which it exceeds
both. All objects must adhere to the Egypt Centre’s minimum Level 1 documentation. For all
new acquisitions and through targeted, annual programmes of more detailed documentation
in specific collection areas, the Egypt Centre aims to raise the standard of collection
information to its target Level 2.
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Fields

Minimum
requirement (level 1)

Target (level
2)

SPECTRUM
Minimum

Accreditation
Minimum

Object number
Mark or Label object
Current location
Simple name
Object description
Previous number(s)
Number of parts
Material
Acquisition details
Donor
Dimensions
Curator’s notes
Provenance
Key words
Condition report(s)
Previous owner(s)
Auction details
Object condition
Welsh label
Image
Reproduction details
Bibliography













































4.3. Object Entry (including Loans In)
An Entry Form (see Appendix 1) must be completed for any object which enters the care of
the museum. An Entry Form should be raised regardless of the reason for entry—e.g., gift,
loan, or identification. (NB: For Loans In, the loaning body will have a loan agreement form.
This is to be kept in the Entry Form file in the Egypt Centre Office). Groups of objects
brought by a single donor/lender can all be listed on one form. Objects from more than one
donor/lender need to have a separate form for each donor/lender.
If you are not a museum curator, remember to inform a the Curator (Carolyn GravesBrown, Assistant Curator (Wendy Goodridge), or the Collections Access Manager (Kenneth
Griffin) that an object has come in. Make sure to also record this in the diary.
Form No.
Each Entry Form should have a unique entry number. E.g., 2019.1. (starting with the year).
The next number to be used can be found by referring to the Enquiry Book in the Egypt
Centre Office, which needs to be filled in. If you are unsure, leave it blank and it can be filled
in later. If you take a form away, remember to leave a note or a photocopy of the form in the
Enquiry Book to ensure the number you have used is not used by anyone else.
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Depositor/Owner
If the depositor is not the owner, please complete both the depositor/received from and owner
section. Home addresses rather than work addresses should be noted, particularly as they are
usually more permanent, unless the donation is from an organisation rather than the
individual. It is important to try to establish and record ownership of copyright at the time of
object entry. Further information about copyright can be found at www.mda.org.uk.
Nature of Enquiry
Details of deposited material should be recorded in this section. Please complete this as
thoroughly as possible. Include information about the history of the object and its owners as
this may be the only opportunity we have to find out about the objects from the depositor.
Please write everything as clearly as possible so that all members of staff are aware of the
object’s significance. Please pay particular attention to the condition of the object at the point
of entry, making sure the depositor checks and agrees with what you have written. If at any
time in the future a depositor makes a claim against the museum regarding the condition of an
object this is the only proof we have of the object’s condition when it entered the care of the
Egypt Centre. Continue on a second entry form if more space is needed, ensuring that you
relate the two forms to each other. E.g., 1 of 2, 2 of 2.
Entry/Reason for Entry
Record reason for entry. E.g., loan/gift/identification/purchase. Complete a price for
purchases and an insurance value, where known, for loans in and identifications. Fill in the
agreed return date. It is extremely important to obtain written confirmation of the depositor’s
wishes in the event that the items are not accepted into the collection. Museums are unable to
keep objects indefinitely due to limited resources. Therefore, if objects have not been
collected within thirty days the objects will be disposed of.
Always consult the University’s normal source of legal advice when establishing terms
and conditions of a deposit, or if you are in any doubt as to the ownership or legal status of an
object. Please make sure that depositors are aware of these conditions.
A signature must be obtained for all objects whether they are entering the collection
permanently, as an identification or on loan. This is to ensure that the depositor agrees with
everything that has been recorded. A member of the museum staff must also sign and date the
form.
Action/Return of Object to Owner
A member of staff and the depositor/owner must sign this section when objects are returned.
Filing of Entry Documentation
Three copies of each entry form are needed. One form stays with the object until it has been
accessioned, one form goes to the depositor, one form goes in the Entry Form file.
Entry Number Marking
All incoming objects should be placed in a bag with their entry number as an interim
measure. NB: This is not an accession number. Entry numbers are a distinct sequence of
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number to keep track of objects entering the museum. An accession number is only given
when the object has been formally accepted into the museum collection.
4.4. Acquisition
All accessions catalogued prior to or during March 2014 were printed out from the computer
catalogue and then each page signed and dated by a curator. These were then bound.
Accessions since that date are entered in the accessions register by a member of the curatorial
team. We believe there is no retrospective documentation required (it is possible that less that
2% is required and these should be shown as the collection is audited).
Because of the nature of documentation prior to 1997, it was difficult to determine the
acquisition status of some objects. Therefore, items which were thought to have been part of
the Wellcome transfer in 1971 were catalogued as “assumed loan: Wellcome Trustees” and
given the accession date of 15.2.1971. Only those items where it seemed almost certain that
they had come from the Trustees, had a Wellcome slip or label, or a Wellcome number, were
catalogued as “loan: Wellcome Trustees” (the items were treated as a loan although we have
had an assurance that they will not be asked for by the Trustees). It could not be assumed that
all items with a “W” prefix were from the Wellcome Trustees, as, for example, an old
catalogue card for W1260 stated that this object came from the British Museum.
How to make an entry in your Accession Register
Accessioning is the process by which objects are formally accepted into the museum
collection, following a decision made after object entry and in accordance with the collecting
policy. It includes all the steps from allocating a unique accession number, making an entry
in the accession register, to marking and/or labelling the object. Accession registers must be
filled in using permanent ink e.g., Pilot Drawing Pens (0.1–0.8) or Pigma Micron 03 Archival
Ink Pen. These are kept in the Curator’s office.
Accession Numbering
The accession number is the unique identifying number for all objects within the permanent
collection. Objects can only be accessioned when they have been accepted by the Curator,
Assistant Curator, or Collections Access Manager.
Accession Register
Make your new entry in the accession register. Use an archival ink pen and take care to write
as clearly as possible. Complete all fields: Received from should include name and address;
method of receipt e.g., gift.
Marking and Labelling
Each object must be marked and/or labelled with its accession number. This is a link between
the object and the information about it. It is not a security mark in case the object is stolen.
For marking and labelling procedures follow the collections trust factsheet, which can be
downloaded at: https://collectionstrust.org.uk/resource/labelling-and-marking-museumobjects-booklet/.
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The mark should be durable, safe (i.e., will not cause the object damage), and
ultimately reversible. The mark should be in a place where it is easy to find but does not
intrude on the aesthetics of the object. The numbers should be marked as clearly as possible
and be in proportion to the size of the object. At the Egypt Centre two main methods are
used:
1. Labels are printed on acid free paper using a laser printer, which are then attached
to an object with Paraloid B-72 diluted with acetone. The top of the label is then
sealed with the same Paraloid solution. This is particularly useful if the surface of
the object is uneven or porous and requires less manual dexterity than marking
objects by hand. It is not used on crumbling objects. Additionally, textiles are not
marked but placed in labelled bags or boxes. Labelling and marking is done with
the advice of the Council of Museums in Wales.
2. Photographic prints and paper archives are marked using a medium soft pencil
using light pressure.
4.5. Location and Movement
A museum must have a policy regarding the documentation and management of information
concerning location and movement control of all the objects in its care. It should include:
1. Location plans (ideally, all such areas should be allocated numbers in order to make
finding items easier).
2. List of persons responsible for moving objects.
3. How movement is recorded?
a. How is movement recorded temporarily? E.g., location change forms.
b. If the change is permanent, how is it recorded? E.g., catalogue record.
Location plans of the galleries are available on the S-drive under admin. They are also in
Appendices 6–7. There are currently two Egypt Centre stores: Rooms 4A and 8 in the
basement of the Taliesin. However, it is expected that the objects stored in Room 8 will have
been transferred to Room 4A by the end of 2020. Room 8 will be retained by the Egypt
Centre and will perhaps be used to store archival material.
Location Change Forms
Objects moved within the museum for a short period of time should be logged on a Location
Change Form. Copies are kept in the original location. Additionally, an object condition form
is filled out each time an object is moved, even if only for a short period of time (see
Appendix 2). This is kept in the object file.
When an object is moved permanently it must be entered on the MODES catalogue (the
main copy of the catalogue is held in the Curator’s office in the Taliesin basement). The
relevant sheet for the item is printed out, before and after movement of object, and is signed.
Changes on the catalogue should only be done by curatorial staff. These catalogue sheets are
then placed in the object file.
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Audit Checks
These are carried out by the Collections Access Manager or by volunteers under the
supervision of the Collections Access Manager. They can be carried out as part of the
condition check. They consist of checking the location of the object, ensuring that it is
identifiable, and briefly checking its condition. The audit check differs from the condition
check in that it does not necessarily require a full condition sheet to be filled in. Instead, the
date is put on the condition check field on the main MODES database. A MODES catalogue
entry is printed out, signed, and dated, before being filed in the object file.
4.6. Exit Procedure (Including loans out)
If an object is being returned to its owner, the owner should sign the entry form to
acknowledge receipt of their items. If an object is loaned out, a loan out form must be filled
out and a copy given to the borrower. If an accessioned object is disposed of, a member of the
curatorial staff must write a report giving reasons for disposal.
If a non-accessioned object is disposed of, the exit book must record why and how the
item was disposed of. Those lending objects must be informed of the Egypt Centre’s decision
to dispose of items and time given for them to reply (thirty days). In all cases, the Exit Book
must be filled in. This is kept in the main Egypt Centre office.
Items Returning to Owner
Most objects will be “exited” because they are being returned to someone who has lent us an
item. In this case, the loan form needs to be signed in order to acknowledge that the item is
received by its owner. Additionally, the Exit Book should be filled in and the Entry Number
added.
Completing a Loan Out Form
This is for loans out. I.e., objects belonging to the Egypt Centre that are lent to outside
bodies. An Exit Form must be filled in for all objects that leave the museum. See Appendix 3
for loans out form.
Each Exit Form should have a unique number. E.g., 2019.1 (exit). The next number to
be used can be found by referring to the Exit Form File. If you are unsure, leave it blank and
it can be completed later. If you take a form away, remember to leave a note or a photocopy
of the form in the file so that the number you have used is not taken by anyone else.
Name of Borrower
Please complete the details of the person who is removing the object and the person who is
receiving it. Addresses will usually be business rather than home. Often the remover and
receiver will be the same person.
Accession Number, Insurance Value, etc.
Accession numbers and descriptions should be recorded to ensure that all parties are clear as
to which objects are being loaned. It is extremely important that conditions are noted in the
event that any dispute arises when the object is returned. Please also note the reason for exit,
insurance value, and whether the object is to be returned.
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Disposal
Please note that the Egypt Centre has a strong presumption against disposal of accessioned
items (see Forward Plan 2013). For accessioned items, the Curator, Assistant Curator, or
Collections Access Manager will write a report on why and how the object was disposed of.
This will then be put in the object file. The report will include a description of the object, its
value, any witnesses to disposal, etc.
For non-accessioned items, an attempt must be made to contact the lender. This should
be recorded in the Exit Book and/or in the day book or letters out file.

5. History of Documentation
The Situation Prior to 1997
The collection has been partially catalogued on a number of occasions. There is a card index,
but, unfortunately, parts of this are missing. Individual objects were sometimes given two or
more numbers. In addition, a number of objects were not labelled, thus making it difficult to
match objects to numbers. The subject indexes were not complete and entry and exit records
seem to be lacking. An attempt had been made prior to 1997 to catalogue the collection using
the MODES cataloguing system. As this simply involved inputting information from the old
card system, it was not satisfactory.
The Situation After 1997
In August 1997, with the appointment of the first Curator, an attempt was made to recatalogue the collection. This was done with the advice of other museums and Egyptologists.
Cataloguing was done using MODES Plus and later MODES for windows. In 1997, it was
estimated that there were around 2000 artefacts in the Centre. However, currently, there are
5652 catalogued objects.
Prior to the immediate setting up of the Egypt Centre display, which took place in the
months between August 1997 and May 1998 and was undertaken by the Curator and
volunteers, it was necessary to catalogue many items quickly. Items had been placed for
research in a room in the Classics Department, which not only subjected them to light
damage but other environmental and security hazards. They had thus moved out ASAP.
Volunteers were co-opted to help in the cataloguing process. Mr. V. A. Donohue, a
researcher, had catalogued some of the items and at this stage (c. October 1997) so it was
decided to copy his catalogue onto MODES without checking against the objects (these were
later checked and changes made where necessary). Those objects that were catalogued in this
way had the field recorder cataloguer: Donohue, A. This was later changed when the items
themselves were checked. It was also discovered that some of the old documentation and
even some objects had been removed from the museum by the researcher. They were brought
back to the Centre piecemeal. The result is that the catalogue, although better than the
previous ones, was not perfect. In 2002, an audit of the cataloguing system was carried out by
the University Finance Department. This proved satisfactory in that all objects that the
Department tested were located.
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The Numbering System
If the item already had a number clearly identified with it, this was retained. Prior to 1997, it
seems that most objects with “W” numbers belonged to the Wellcome collection. “C” stood
for a coin, “GR” for a classical items, “I. Gibbs” meant these came from the Gibbs collection.
“LIH” meant these items came from Ivor Hutchins. The Curator has been unable to trace him,
though has been told that these items originally came as a donation.
Where “W” or other numbers had been given to objects by previous cataloguers but the
objects could not be specifically identified, they were retained in the cataloguing system in
the hope that at a future date information may come to light regarding them. Objects, which
could not be matched to previous “W” or other numbers, were given new “EC” numbers.
Where objects had clearly already been given two or more “W” or other numbers, the lowest
“W” number was retained. Other “W” numbers were recorded in the “Previous Number”
field. Finally, if objects which were given “EC” numbers subsequently could be matched
with “W” numbers, the “EC” number was put in “Previous Number” field. Thus, the old
numbering system was retained where possible and some “W” numbered items do not have
objects allocated to them.
Items from Armant were labelled “AR”. It is possible that these did not come though
the Wellcome Collection but rather were from the Petrie collection (when the Wellcome
material came from the Petrie Museum in 1971, it is possible that other items were mixed in
the group which belonged to the Petrie Museum rather than the Wellcome Collection).
Items taken on loan after 2014 were given an “L” number.
Identification of Objects
Since April 1999, all items have been identifiable by an individual record number. There is a
brief description, location, measurements, etc., of the object in the MODES catalogue.
Indexes are in the process of being completed on the computer. They include donor’s name,
date of accession, location, conservation records, provenance, dates and periods to which the
objects belong, material of which objects are manufactured, photography numbers, etc.
Additionally, there has been a programme of systematically photographing the collection.
Photographs of items within the collection are being digitised and added to the computer
catalogue. This involves scanning the images or slides and saving them on the S-drive, which
is backed up externally.
Objects may also be identified by the numbers physically attached to or written on
them. Objects are in the process of being marked when their correct number has been
identified. Accession numbers are written on objects in an area which would not interfere
with their aesthetic appreciation for display (see Section 4.4).
The academic descriptions of the objects are important, but not as vital as the location,
donor, descriptions, etc. Retrieval of this information began once the initial documentation
was complete. The process of acquiring information on the objects is infinite. The catalogue
will, therefore, be added to as information is received. However, there are notable gaps in the
information available. For most of the items the provenance is unknown. The flint work and
textiles, for example, will need research so that they can be adequately catalogued.

9

The Computer Catalogue
At least one copy of the computer catalogue is held off the Museum premises for security
purposes, on the University’s infrastructure. Previous copies of the catalogue are held on the
University server at: Egypt Centre/ADMIN/Documentation/ACCESSION registers. This is
largely for audit purposes. The most up to date copy of the catalogue is held on the C-drive
computer in the Curator’s office, with weekly backups being made and added to the S-drive.
In May 2002, a complete printout of the catalogue was requested by the Management
Committee to be given to the Secretary of the Management Committee (later held by the
finance department of Swansea University) to be used for audit purposes. This was produced
and handed over. A copy called “catalogue” (dated April 2002) is on the University S-drive,
as noted above.
Identification of Donors and Lenders
It seems that a number of items are on long-term loan. The Curator has written to all
individuals who have loaned items in order to change these to fixed-term loans (prior to
2000). It transpires that some items were never loans but donations, and other lenders have
reclaimed their objects.
Unfortunately, it may now be impossible to trace donors and provenances for some of
the items. However, over 99% of objects are attributable to donors/lenders. This is an
improvement on 1997 where the Curator estimates that only 85% were attributable to specific
donors.
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Appendix 1: Entry/Enquiry Form
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Appendix 2: Object Condition Report
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Appendix 3: Loans Out Form
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Appendix 4: Standard Facilities Report
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Appendix 5: Case Data Sheet
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Appendix 6: Ground Floor Plan
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Appendix 7: First Floor Plan
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