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TEMPORARY CUSTODY

WHAT IS TEMPORARY CUSTODY?

An accession is defined as one or more objects acquired at one time from one 
source constituting a single transaction between a museum and a source (Burcaw 
1997).

When items come into your museum, you may not wish to accession them right 
away. Many institutions have a Collections Committee that meets regularly to con-
sider new acquisitions. Other organizations must hold potential donations until a 
curator or other expert can examine them. For many reasons, possible donations 
may be held for consideration in a state of temporary custody. This allows your 
institution to analyze the proposed collection items to determine if they conform 
to your mission statement and can be cared for properly by your institution. 

The Temporary Custody module of PastPerfect is designed to help you record 
and retrieve source information and to create temporary custody documents. Past-
Perfect’s Temporary Custody screen records important information about incom-
ing items and their source, prints a receipt for the potential donor, and tracks the 
items prior to your museum’s decision to accession the items. Temporary Custody 
also tracks the eventual disposition of the items. If you decide to accept the dona-
tion, you may convert the Temporary Custody receipt into an accession record. If 
you prefer to return the items, add the date and method of return to the receipt 
and remove it from the active file.
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For occasions when you wish to accession items immediately, bypass the Temporary 
Custody procedure and enter source information directly in the Accession screen. 
This chapter will explain how to complete and use the Temporary Custody form. 

THE BASIC STEPS TO ACCEPT ITEMS INTO  
TEMPORARY CUSTODY

1.	 Launch the PastPerfect Program.

2.	 Click on the Temporary Custody command button.

3.	 Add a new Temporary Custody receipt.

4.	 Complete the form by entering data in each field.

5.	 Press the Save command to save the entry.

6.	 Print the Temporary Custody Receipt.

7.	 Accession, Loan, or return the items.

Double-click on the PastPerfect icon on the Windows Desktop to start the pro-
gram.

If this is the very first Temporary Custody receipt entered, the screen will dis-
play blank data fields. If you have already entered some receipts, the last-viewed 
receipt will be displayed.  Use the Browse button or the Find button to retrieve a 
particular receipt. To enter a new receipt, click the Add button.

ADD A NEW TEMPORARY CUSTODY RECEIPT 
Click on the Add button at the top of the screen. The New Temporary Custody 
screen, shown in Figure 4-1 will appear. Assign a unique receipt number to the 
new Temporary Custody receipt. Receipt numbers may be up to ten digits long, 
but cannot include characters or punctuation. PastPerfect recommends assigning 
sequential numbers. Should you choose to accession the items later, you will be 
asked to assign an accession number in accordance with your museum’s num-
bering policy. 
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PastPerfect will verify that the receipt number you assign has not already been 
used. If it has, you will receive a message asking you to assign a different number. 

Once a receipt number is approved, a new record will appear for completion. To 
complete the entry of the new receipt enter data in each field and press Save at 
the top of the screen. If you do not want to save your entries, press Cancel.

At any time, you can click on Edit to change or add to the entered information.
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Figure 4-1 
New Tempo-
rary Custody 
Screen

Figure 4-2 
Completed 
Temporary 
Custody 
Screen



NOTE
New Temporary Custody receipts will always be entered and displayed in the Active 

file. Using the command buttons at the top right of the screen, Active receipts may be Accessioned, 
Loaned, or Returned. There are also buttons that will allow you to view receipts in just one of the 
files, Active, Accessioned, Loaned, or Returned, or to view all receipts.

PRINT THE TEMPORARY CUSTODY RECEIPT

If you are satisfied with the receipt, you can print it directly from the preview 
screen by clicking the Printer icon on the toolbar; or, if you need to make changes 
to the information, click on the Exit icon and return to the active file. Click Edit to 
make changes. 

The Temporary Custody Receipt may be customized by going to Reports | Tem-
porary Custody | Temporary Custody Receipt | Modify Report Layout.

On the printed receipt, check the appropriate box to record the museum’s reasons 
for holding the items in temporary custody, as well as the method of disposi-
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Temporary 
Custody 
Receipt



tion, should the museum decide against accessioning the items. You may want to 
record the same information in the Temporary Custody screen’s Notes field. Be 
sure both the donor and the receiving agent sign the receipt. Finally, make a copy 
for the donor to keep.

PRINT THE TEMPORARY CUSTODY THANK YOU LETTER
You may also want to print a thank you letter or cover letter for the receipt to 
send to the donor. To edit or print the letter, click on the Thank you Letter com-
mand button on the right side of the Temporary Custody screen, which will 
reveal this screen:

The Thank you Letter is generated based on the data you entered on the Tem-
porary Custody screen and the default letter text that was entered under Add/
Modify Default Thank You Letter. Four default letters can be composed, one for 
each donor. You may personalize the letter further. To rebuild the letter based 
on the default letter and information on the Temporary Custody screen, press 
Rebuild Letter. Finally, you can print the letter as well as an envelope to put it in.  
When finished, click on Exit to return to the Temporary Custody screen. 
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Figure 4-4 
Temporary 
Custody 
Thank you 
Letter



TIP
Not all printers are capable of printing envelopes, and for those that are capable you may 

need to adjust the settings from the Reports menu by selecting Temporary Custody | Thank You Let-
ter Envelope | Modify Report Layout.

At this point, exit the Temporary Custody screen by clicking the Exit button on the 
toolbar. The receipt will remain in the active file until you initiate the next step-
returning or accessioning the items.

ACCESSION, loan, OR RETURN THE ITEMS
The next step depends on whether the museum decides to accession the items 
held in Temporary Custody, keep them as a long term loan, or return or dis-
pose of them. First, bring up the receipt. Use the Find command to locate the 
correct receipt. You can search for a particular receipt by receipt number, donor 
(source), or type. 

Another way to find receipts is to click Browse at the top of the screen. A list of  
Temporary Custody receipts will appear. Click on the receipt you wish to view 
using the right-mouse button, or position the cursor over the appropriate record 
and press the Enter key on your keyboard. 

To exit Browse mode without choosing a record, just click the “X” in the upper 
right corner of the screen.

Return Items

If items are to be returned or disposed of without becoming a loan or entering 
the permanent collection, click the Transfer to Return File command button at 
the top of the screen. 

A box labeled Return Date & Information will appear, asking you to enter the 
return date and information. You will be asked “Transfer All Items?” or “Transfer 
Some Items?” If you click Transfer All Items, the record will be stored and dis-
played in the Returned file. 

62     PastPerfect Museum Software User’s Guide



Transferring Some Items to the Return File

Clicking Transfer Some Items will bring up the following screen. 

This screen allows you to choose which items you wish to accession and which 
items you wish to return to the donor. Using this screen will create an addi-
tional record to track the returned item. The returned item will be given the 
temporary receipt number plus point one (.1). The original temporary custody 
receipt retains the original receipt number but no longer shows the returned 
item on the receipt. 

Temporary Custody     63

Figure 4-5 
Returned  
Date and 
Information

Figure 4-6 
Temporary 
Custody  
Partial 
Return

Move the items to be returned 
to the Description of Items 
Returned column.

Move the non-returned items 
to the Description of Items 
NOT Returned column.



New Accession of Incoming Loan Screen
Should your museum agree to accept the items into the collections, you will 
click on the Accession or Loan command button near the top of the screen. A 
box labeled New Accession or Incoming Loan will appear, beginning the acces-
sion process. The Temporary Custody information will be moved from the active 
file to the accessioned or loaned file, and a copy will be converted to an acces-
sion record or incoming loan record. 

Enter the new Accession Number or the New Incoming Loan Number and select 
whether you want to transfer all or selected items, then click OK. This will take 
you to the Accession screen or Incoming Loan screen. PastPerfect will transfer the 
donor information and the descriptions of the items. 

If you wish to cancel the transfer and return to the Temporary Custody screen, 
click on the Cancel command button.

multiple donors

The Temporary Custody record will allow you to record information about three 
additional donors.  A separate receipt and thank you letter may be printed for 
each donor.

To add another donor, click on the Add/View Additional Donors command but-
ton to open this screen.

You can type in the donor information or press Add from Contact File to select a 
donor from your Contacts database.
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Figure 4-7 
Other Tempo-
rary Custody 
Donor


