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Conducting the Collections Condition Audit

Elements of the Audit

1.  Teams and Locations
Teams of 2 people each will conduct the Audit over the space of 4 class sessions on February 18, March 4, 11, 18.  Teams are assigned a location within the collections storage areas, either the second floor or basement, and are responsible to audit a total of 120 objects.

Definitions:


Location Identification

Location- a large major area in the museum building

Room- a smaller, numbered, discrete space within a location

Wall- indicated as a compass direction, ie. North, south, east, west

Rack Unit and Shelf- designated by 2-part number, ie. 2:1.  This would signify the top shelf on the second rack of shelves within a room or space.  
Floor or pallet may also be used as a shelf description.

Audit Locations:

Location #1
2nd floor South Hallway

Location #2
2nd floor North Hallway

Location #3
2nd floor Alcove #1, #2, and Closet #1

Location #4
2nd floor Room 7

Location #5
2nd floor Room 5

Location #6-7
Basement- 2 teams


2. Methodology: Collection, Object and Box
In each area/room, objects will be audited from top to bottom of a shelf rack, and from left to right and front to back of each shelf.  Unless otherwise directed, every fifth boxed object will be audited in each location.  Every third unboxed object on a shelf, the floor, or a pallet will be audited in each location.  If there are compelling reasons (such as obvious or even expected damage), the audit team should investigate an object and record it on the Survey Table even if it is not the fifth boxed or third unboxed object.
A Collection is described as an administrative unit within the overall collections of the institution.  The term accession is also used.  A box or shelf may contain one or more collections, which is why careful designation on the Audit Survey Table is paramount to a successful audit.
For Audit purposes, an object consisting of component parts is deemed to be a single object.

Assemblages of parts that appear to constitute an object are deemed to be a single object.

Pieces or parts of objects which appear to be unrelated will be recorded on the Audit Survey Table but will not be counted towards the audit total of 120 objects.

Within a box, auditors are responsible to check for component parts which may be wrapped separately.  Once the parts are located, the principle is the same as stated above.

Objects must be identified by box title and locations as described above.
3.  Object Numbers

Over its 116 years of existence, the Historical Society has numbered its objects using different conventions popular at the time.  You will find the following number and letter combinations, designated on your Audit Survey Table as Inventory Number:

Simple numbers: 1955.1; 2012.001
Number/letter combinations: PC996.035; TE.M;TE.ST.05; CA; PA, and others
Whole words- Bottle, Household, and others

The numbers, letter, and words may be attached to the object with a string tag, sticky label, sewn label or painted on the surface.

Audit teams may not remove or alter any artifact markings.

Objects may have no numbers associated with them.  They are designated n.n. (no number) on the Audit Survey Table in the column Inventory Number.  Audit teams may not assign numbers to unnumbered objects.
4.  Sub-collection and Object Name
The second floor collections of the Historical Society are arranged according to Chenall’s Nomenclature.  Audit teams must use the proper designation for each area or room as assigned by the Historical Society.

Objects are designated on the Table by their common names- doll, lancet, lapel pin, etc,
5.  Materials

The materials used to fashion and construct objects are numerous.  For purposes of the Audit, the single predominate and/or 2-3 most predominate materials will be noted in the Materials column. It may be assumed that these materials are the major ones most likely to contribute or have a major impact on Condition and Damage.  Audit teams must be precise in their descriptions: example, a chair might be described as wood, upholstered, or wood, plain depending upon the component parts of the chair.  A clock, table or chest might be described as wood, wood inlay, marble.  

6.  Damage 


For purposes of the Audit, 8 Damage Categories have been designated.  Objects may evidence one or more types of damage.  Audit teams should check those Damage Categories which most accurately describe the type of damage observed.  

Major Structural- Parts missing; large holes; large tear likely to spread

Minor Structural- Small tear or puncture; small splits; obviously weak; creased or warped

Surface damage- Flaking; surface losses; peeling; crazed

Disfigurement- Scratched; stained; abraded; discolored; faded; tarnished


Chemical/internal- Crumbling; desiccated; grease

Biological- Insect attack; mold and mildew; rodent damage

Accretions- Dirty; greasy

Old- Bad old repair- Adhesives; staples; misaligned repair
Data on damage will give information on why the object has been assigned its Condition grade.
7.  Condition
The Condition of an object needs to be defined in the context of its particular collection.  The Damage noted and the Condition designated work together to accurately describe the object.  For example, one would expect that an object with an insecure element or a detached part would be described as having major damage and a condition designation of 3 or 4 signifying that action should be taken soon to avoid loss. 
Definitions:

Condition Terms 

1.  Good- Object in the context of its collection is in good conservation condition, or is stable

2.  Fair- Fair condition, disfigured or damaged but stable, needs no immediate action

3.  Poor – Poor condition and/or restricted use, and/or probably unstable, action desirable

4.  Unacceptable- Completely unacceptable condition and/or severely weakened, and/or highly unstable and actively deteriorating, and/or affecting other objects in vicinity- immediate action should be taken.

8.  Remarks
The Remarks column should be used to further clarify or indicate a specific problem or finding relating to Damage and/or Condition.  For example, a live pest (moth or mouse) or the evidence of a live infestation (frass on the floor) should be noted so staff can take immediate action.  Evidence of past infestation (no longer active- dead moth) should also be noted.
[Information taken from: 
Keene, Suzanne.  Managing Conservation in Museums.  Second Edition.  Routledge: London, New York, 2002.]
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