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

Launch the PastPerfect Program.

Click on the Temporary Custody command button.
Add a new Temporary Custody receipt.

Complete the form by entering data in each field.
Press the Save command to save the entry.

Print the Temporary Custody Receipt.
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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.

Figure 4-1
New Tempo-
rary Custody

Screen

o
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Change your name & sddress on forms

Modify defautt thank you letter

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.

Figure 4-2
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The Packwood family has been prominent in the Perfectown area since the Revolutionary War =
Period, The famnily patriarch, Horace W, Packwood, was a pioneerinthe area, receiving a land
grantin 1770, Meil Packwood Sr. was a Chester County Justice of the peace from 1875 1o
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Update History

At any time, you can click on Edit to change or add to the entered information.
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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.

Figure 4-3 ) |3
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Temporary Custody Receipt

PastPerfect Musewn, 312 Main Street, Pastville, PA 10234 425/555- 1256

This is to acknowledge receipt of the items listed below by the PastPerfect Museum from:

Mame: Packwood, Meil Jr Date: 01/04/2004
Address 12343 Elmwood Drive

City: Perfectown State: PA Zip: 18822
World:  610/555-6789 Ext  Home# £10/555-2356 Faxdt: 610/555-6788 Cell#: £10/555-8473
Wehsite Ernail. paker@yahoo.com

The items listed below are left in the custody of the PastPerfect Museum to be considered
as:

l:l Anunconditional donation. The Museum reserves the right to keep, lend, or otherwise dispose of the donated
matend.

l:l To be considered for acquisition.

l:l Foridentification. Does not constitute an authent cation; wall not include appraisals. Museum reserves the
right to photograph

l:‘ For other. Flease specify

Disposition if not accepted for accession:
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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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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:

Flg ure 4-4 ® Pastime WordRite
Temporary Print Letter bITemporary Custody Thank you Letter &) Frint Letter | (=] Print Envelops | [ Rebuild lefier Insert Image | Ext & Save |
Custody Diate of letter: | 010472004 Dear: [ Neil Address name: [neil o Packvoad

DEESR|Ealoc Amdd |l N aldsle =
Thank you | Hormal [se]| Times New Roman [« || 12 p———

Letter | owm % . SRR TR

PasTPERFECT MUSEUM

300 North Pottstown Pike Suite #200, Exton, Peansylvanial9341
Voice: 610-363.7844 Fax: 0610.303.7845 Toll-free: 800.502-6080

January 4, 2004

Ieil Jr. Packwood
12343 Elmwo od Drive
Perfectown, PA 19822

Dear Neil:

On behalf of the officers and directors of the PastPerfect Museum, I would like to thanlk
you for your genereus gift to the museum. Members of the Collections Committee, which
includes our curator, the assistant director, and the registrar of the museum, will be
considering your item for the permanent collection. When this decision has been made we
will be sending you additional forms to sign. If your item is not accepted for the collection,
we will arrange a date and time for you to pick up the item at your convenience

INS Page: 1 Ling: 2 Gal: 1 [:]

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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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.
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D?te an(_j Feturned date & information
Information 0R(21/2004
* Transfer All kems QR " Tranzfer Some tems

(0],9 Cancel

Transferring Some Items to the Return File

Clicking Transfer Some Items will bring up the following screen.

Figure 4-6 B Partial Return g@
Temporary
Modify the descriptions below to reflect which items are to be returned and which items will be retained.

Custody
Partlal 1 Engagement Ring, 18th century diamaond ‘i 1 Engagerment Ring, 159th century diamand ‘I
Return 1 Book, Bread frotm God 1901 1 Book, Bread from God 1901

1 Letter Ethel Gregory to Meil Packwood Sr. 1888 1 Letter Ethel Gregory to Meil Packwood Sr. 1388

1 Photo Ethel & Meil Packwood Srowedding 1902 1 Photo Ethel & Meil Packwood Sr.wedding 1902

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

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

Returned date & information o |
|oBiz1i2004

Cancel |

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.
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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.

Figure 4'7 B Other donors information
Other Tempo- | Other Temporary Custody Donors

rary Custody Donor 52

Donor Source Caliber Software, Inc. Work# 212/555-6T6H7
Contact Henry Hanover Home# 212/955-TE3T
Bddress 1254 Pormeroy Ave Faw# 212/555-8900
CellPager 212/555-9000
City, State, Zij Pashille PA 19345
E:r:ﬂJ‘Cuumr}:r Hanaverigcamb.net oxtest 1442 7 WLI

Weh site calibersoftware com Print Receipt | Thank you Letter I

Donor #3 Sdl fram Cortact File

Source Work# [ -
Contact Home# 1 -
B et e AT bttt s e

You can type in the donor information or press Add from Contact File to select a
donor from your Contacts database.



