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INCOMING LOANS

Loans may come into your institution from other museums or from private indi-
viduals. The most common type of loan is for exhibit purposes. These short-term
loans, often for traveling exhibits, are common in today’s museum community.

Donors may sometimes loan an object to the museum with the promise that it will
someday be given to the museum. Such objects should retain loan status until the
ownership has officially passed, by deed of gift, to the museum. Long-term or
permanent loans from individuals or institutions were standard operating proce-
dure in the early and mid 20th century. Such loans are less common today, how-
ever, you may still be administering long-term loans that came into your museum
before your arrival.

Loans of any kind should be accepted with great care. You must maintain meticu-
lous records of all such transactions. The loaning institution is in charge of the
loan procedures and forms. When you are the borrower, the loaning institution
or individual may set the conditions of the loan. You are under obligation to use
the loaned materials for the purpose expressed in the loan agreement and return
the loaned materials in the same condition as they came to you. Your institution
assumes all liability for the borrowed objects, including insurance, care, handling,
and transportation. Because your institution is responsible for the care of bor-
rowed materials for as long as they are in your possession, it is best to borrow
items only for a particular purpose and for a specified period of time.
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TRACKING INCOMING LOANS

PastPerfect includes an Incoming Loans screen. Incoming loans are treated much
like new accessions. To begin the process, click on the Incoming Loans command
on the main menu.

If you have no records in Loans In, the screen will be blank. If you do have
records, the last record viewed will appear on the screen. To create a new loan,
click the Add command button at the top of the screen.

ADD A NEW INCOMING LOAN

Figure 11-1 4 » | D X o M| & |
Command Priot Mes &dd | Browese | Delste | Edit Spel Fincd Pririt Exit
Buttons

Click here to open
the New Incoming

Figure 11-2 B Mew Incoming Loan b Loan screen
New Incoming
Loan screen =2y L= Last Loan#

| | L2001 1

Select lender from Contact file

[ Fill'\with Current Dats . .
Click here to modify
|v Fill Received date with today's date

the Default Loan
Agreement terms.
i “ ‘
Al Cancel

A

Modify Default Loan Sgresmert |

Each incoming loan must have a unique loan number to distinguish it from other
loans. The loan number may be any combination of numbers and letters up to 15
characters in length. We recommend that you use the basic two-part numbering
system with the prefix “L” for creating your loan numbers. For example: L2004.1.
This will give you information about the year of the loan (2004), and it tells you
that this is the first loan of the year 2004. However, PastPerfect is entirely flexible
and allows any loan numbering system you choose.
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If you have assigned a duplicate loan number, PastPerfect will give you an alert
and ask you to choose another number. PastPerfect displays the last loan number
used. After you have assigned the loan number and clicked the Add command
button, the following screen appears:

FIgUI’e 11'3 B Incoming Loans @
Incoming Loan
Screen

- Viewing All Records
Incoming Loan# L1998.1 Trackingt PHH.91.001 view sl | acive | Accessioned | Returned
Total Records - |
— e ——— A records V{61 £} M Transfer to Accession | Transfer to Returned file
Contact Pamela hyers, Phd., Gurator of American Decorative Arls View Loan Agresment | Wigsy Shipping & Insurance Information
Address 3459 Main Strest Purpose
Bhonc/iumberz) Received by Parr, Mary L
City, State, Zip | Perfectown PA 18324 Work 610/556-6762 Recerved date 0370111998
Exadl | Comntry  pami@pmh.org ] /- Dus date 12/01/2001
Web site prah.ary B - Retumed date £ 1
Credit line CellPager [ -
Brief iption of Loan Special C
1 - Plate Hopalong Cassidy _+|/{Pamela tyers is the curator ofAmerican Decorative Ars atthe = | Renewed by 11/30/2001
Perfactown Museum of Histary. Tenewal date 11/30/2001
-l Renswedwutil 12/01/2004
Restrictions

This fter may not be photographed without permission ofthe = Agreerent sigred 03/01/1 993

Perfectown Museum of History.
Loan Fees

| =l Valuz 50.00 | Calculste:
Loan includes 1 catalog record sgdkems | Edt, Delete, Returm, or view tems |
Ohject D Chjname Title Deseription / Summar. =
J 1 | ST i 1a# View Certact
O L1998.1.1 Plate, Commemorative The Hoppy Plate Commemorative plate depicting Hopalong Cassidy on his white h

Receipt# View Temp Custady
Accession# View Accession

e Dataset =
Record 201 Uncieter) 027252004 10:32 P | Updet=sl by

Fill in the name and address of the loaning institution, along with a contact name
and phone number. Use the Description field to enter a short description of the
items in the loan. If the loaning party provides a loan number, record it in the
Tracking Number field. Then press Save.

LOAN AGREEMENT, SHIPPING & INSURANCE

Now at the top of the screen are two command buttons, View Loan Agreement,
and View Shipping & Insurance Information. Click on the first button to com-
pose the legal language defining this loan. Most lending institutions will have
their own forms. However, you may need your own loan agreement forms when
loans are coming in from private parties.

On the screen shown in Figure 11-4, the loan agreement terms are displayed.
There are two radio buttons at the top of this screen, Default and Custom. If the
Default button is enabled, the loan agreement terms may not be edited from this
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screen. The default terms can only be edited from the New Incoming Loan screen
by clicking on Add at the top of the main loan screen and then Modify Default
Loan Agreement button. Changes made to the default terms will affect all loans
using the default loan agreement terms. Clicking the Custom radio button gives
you a blank screen where you may type loan agreement terms that apply only to
this loan.

F'g ure 1 1 '4 B Incoming Loan Agreement
Loan Agree— Loan Agreement Loan Argresment signed | 03/0111990 ||§"'C|'o'seu: 1
ment Screen ' Defautt Legal (" Custom Legal Default Legal Terms can be changed by pressing the £dd command on the top menu of the main loan screen

1. Ttis understood that the objects in this loan will remain in the condition received and will not be repaired, restored, J

cleaned, of altered in any way without the permission of the museum. The condition is understood to be as stated on the

fotn.

2. All damages to objects at any point in this loan from the ot date until returned witl be reported to the museum
immediately.

3. The objects may not be lent to a third party without the advance approval of the museum.

4 The ohjects may be photographed only with the permission of the lending museum. The horrower agrees that the
photographs taken of this loan will he used only for the purpose stated on this form and only for the nmamher of times stated
The lending ruasewm will receive a copy of all photographs. All publication of photographs of items in this loan will bear a
credit line acknowledging that the objects are the property of the lending institution.

3. The borrower is responsible for packing, transportation, insurance, and all othet factors of transpotting the loan, unless
otherwize stated. The borrowet is responsible for returning the loan at the time stated.

. The lending musevum may require proof of insurance, may wish to have its name on the policy, and may wish to receive a
copy of the insurance policy,

T. The borrower agrees to use the loan only for the purposes stated on the form

Borrower herehy acknowledges receipt of the object(s) listed on the attached page(s). The undersigned assumes full
responsibility for the objects subject to the conditions printed ahove until their return.

You can print or preview the loan agreement with the Print command button at
the top of the main loan screen.

To enter information about shipping and the insurance carrier for the loan, click on
View Shipping and Insurance Information located near the top of the main loan
screen.

ADD ITEMS TO THE INCOMING LOAN LIST

At the bottom of the Loan screen is a grid that lists the catalog records included in
the loan. At the top of the grid are command buttons labeled Add Items and Edit,
Delete, Return, or View Items. If some of the items loaned have been returned to
the lender, there is another button View Returned Items, which if pressed allows
you to view a list of those items.
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Figure 11-5 ' ] | | I; -

H Loan includes 1 catalog record ﬁdd ftems | Edit, Delete, Return, or View tems
Incomlng Loan |0biec1 D |Objnama |T'rt|e |Description .i;ﬂnmarv k tl r
Items List O L1995 Plate, Commemorative The Hoppy Plate Commemgyétive plate depicting Hopalong Casskdy on his whits h .
-~

=
U T % <)

To add a new To edit, delete,
item to the loan, tedeted | return, or view

click here. items, click here.

Click on the Add Items command button to open the Add Items to Catalog screen.
Much like entering a new accession, when you add items to a loan they will be
placed in one of the four catalogs.

Figure 1 1 '6 B Add item to Objects Catalog
Add Iltems to Object selectcatalon @ Onject @ Photo @ Archive | @ Library | [EECETNERE Add Congition Report | Clear | CancalﬂT
Catalog Callection Hanley Famiyf Collection Date
Object 1D L2004.2 Mote: Atter adding this tem, to completedetailed ‘fiEar range thiu
Other#t cataloging select Ok.ajects,Pthns,Ar ivES Or Catalog date | 062004
Library from the main menu.
Ol Cataloged by
Choose the catalog £ /Frainting Stetus dete |
you \{VlS.h to add to ‘ves, Jean Pierrd 2::“3‘3 To create a
s . e
by clicking on the — . _ | detailed Condition
appropriate radio = Fill in the informa- Coneltion Report for this
button : tion and click here Condier] .
. [_Press el . . conaiion it€m, click here.
T to enter the item in lotes
the catalog. It will E|
also appear on the
Items List in the
Loans screen.
El El
Fil with defauit deta || Change Default Data | =d v ¢ |

When you press the Add Condition Report command button, a blank condition
report screen will appear. For more information about creating a detailed condi-
tion report, see Chapter 6, The Objects Catalog.

RETURNING BORROWED ITEMS

You may wish to return some items while retaining others. To do this, click on
the command button Edit, Delete, Return, or View Items located at the top

of the grid listing the loan’s catalog records. This will open the Edit Catalog
Record screen shown in Figure 11-7.
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Figure 11-7 B Edit catalog record x
Ed It Catalog ﬁ Return | 4 Prior INeX‘t b . Detailed Condltion Report | Change Cataloy | Delete | Eciit | C\OSEEL" i
Record .

Collection Loans In Gollection Dats 1953

Object I L2000.1.2 Obiname Toy, Truck Year range 1950  thru 19585

Otherd BMT - 4010 Category 9 Recreational Arifacts Catalog date 062002000

Ot Sub-category Toy Cataloged by Parr, Mary L.

Artist Status date  0621/2000

Title: Status by Allen, Arthur

Homeloo/Bldy  PastPerfect Museum Main Bldg Status ok j

TemplocBlda  Main gallery exhibit Contion Fair j

Description Condition date 0612242000

Tay pickup truck with green painted surface and rubber tires. Bed of truck is natural silver-colored | Condtion by Withers Blanche

rmetal and has a working tailgate. Maker's rark on underbody reads "HUBLEY Kiddie Toy Losndste  0B/20/2000

Lancaster PAMade in USA 452"
Setup Muttimedis links

The Hubley Manufacturing Company was incorporated in 1884 in Lancaster, Pennsylvania, and  —
produced wonderful toys throughout its history. Early Hubley production consisted of nurmerous
castiron toys including various horse drawn wehicles, guns, household appliances, and more. j

Hotes

Huhley Toy Yehicles: 1946-1965 =)

The Hubley Manufacturing Company was incorporated in 1884 in Lancaster, Pennsylvania, and | m:-:-:.m
produced wonderful toys throughaout its history. Early Hubley production consisted of numerous

castiron toys including various horse drawn vehicles, gung, household appliances, and mare.

With the automotive age, cars, trucks, and other transportation became their focus. This book d 4 Image Management (1 of 3) | »

Browse through the items using the Prior and Next command buttons until you
find the item you wish to return. Click on the Return command button at the top
left of the screen. The following screen will appear:

Figure 11-8 - - —
Return Loan B Return Loan item

ltem

Enter the date of the
Returned Date return. By default,

IUEIBJ?UU4 ancel | / today’s date is entered.

Then click here.
Process Return kl‘/

Returned items are deleted from their respective catalog: Objects, Photos,
Archives, or Library and an abreivated record is saved in the returned items
file. To view the Returned Items list, from the main Loan screen click on View
Returned Items.

RETURNING THE ENTIRE LOAN

When the term of the loan is completed, you will want to return the loan. Click

on the Transfer to Returned file command button at the upper right of the loan
screen. You will need to enter a Return date and press Process Return to com-

plete the operation. The loan will now be moved to the Returned Loans file.
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VIEWING RETURNED LOANS

The Incoming loan screen has separate modes for viewing Active, Accessioned,
and Returned loans. There is also a View All mode. To change the screen view
mode press the desired command button at the top right of the loans screen.

Figure 11-9

Screen View Viewing All Records Wiewye Al | Active | A ccessioned | Returned
Modes Total Records 5
4 records 1Yl (1 - Transier to Accession tto Returned il

Click on Returned to
view loans that have-
have been returned to
the lender.

TRANSFERRING A LOAN TO AN ACCESSION

If you decide to make the loan a part of your permanent collection, you can
press the Transfer to Accession command button. This will move all of the
information to the Accession file and cancel the loan.

VIEWING LOAN ITEMS THROUGH THE CATALOGS

When you enter new items into the Loan Item list, PastPerfect places these items
in the appropriate catalogs. You may view these items by going to the catalog.

Flgure 1 1_1 0 B Objects Catalog

[ 4 PO ® V| # | BB 5| W
Cata Og prior | Mext | Add |Browse | Delete | Edt | spel | End | Guery | Pt | et
Record for a Colestin Loans I Collection Date 1953
Ohject 1D L2000.1.2 Okiname Toy, Truck Vear Range 1850 thru 1855
Loaned ltem atrert BT - 4010 Categery 9. Recreational Arlfacts Catalog date. 062042000
Oldit Sub-category Toy Cataloged by Parr, Wary L.
Loan# Lz000.1 Cther Name Stefus dete | 06/21/2000
Source Bridgeville Museurm of Toys 06/2002000 = Status by Allen, Arthur
Credit Line 06/2002001 Lomn Scresn | Stalus 0K hd
Home Location FastPerfect Museurn Main Bldg:Room 201:Cabinet 1-Loans Hyefha Shelf Setup Mutimedia ks 4| magemanagement 1 ot 31 | B
Description +| Dimensions  *infoz * crigr © Roks Dimension Detils
Toy pickup truck with green painted surface and rubbertires. Bed of ik 15 natural silver-colared | Heigtt 5,000 width £.800 ﬂ
metal and has aworking tailpate. Maker's mark on underbody rgefs "HUBLEY Kiddie Toy
Laneaster PA Mads in USA 452" Lengih 17.000 Depth o.000
— Diam 0.000 | Cireum 0.000
The Hubley Manufacturing Comparny was incorporategff 1884 in Lancaster, Pennsylvania, and )
produced wondarul toys thraughoUt its history. EgfHublay consisted of | Weight 0.000 | Court | 1 |

People, Classification,
Lega\|Ee\atedl\.gcemunlConumor\|Appralsa\| G, o Tt |Nmes|cgstom

= |Colcate 1/ Tile
= | Artist - &=

To access the Incoming
Loans screen, click here.

iLancaster Waker's | mscription
Mark LI wetails
Event =]
Wieterial MetaliRubber =
Found Rocky Pine Ranch
Made Blackieet
Used
Owned Hiltan, Richard L ;I
| FRecord 11 of 28 l Dublin Core: | AAT online l Change Catalog _ Updated DB/23£2004 12:35 Pii | Updsted by Unknown | Update History
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Because adding items through the Incoming Loans screen creates a limited
record, you may wish to complete the cataloging process as you would for other
items.

The Incoming Loans screen allows you to track every aspect of the borrowing pro-
cess, from temporary custody through the eventual disposition of the materials.
Whether the item is part of a traveling exhibit or is on long-term loan to your insti-
tution, meticulous record keeping is critical to the process. In the past, long-term
loans were very common. However, it is not uncommon for the heirs of the origi-
nal donor to approach an institution for the return of borrowed items long after
the original transaction. Often, the museum staff has changed as well. This makes
good record keeping extremely important.

It is good policy to review your active incoming loans periodically. Loan expi-
ration dates should be monitored so that loans are returned on time. Often
times, loans expire and are not returned or processed promptly. If a loan is to be
extended, the contract must be updated and the insurance coverage extended.



