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INTRODUCTION

This booklet is intended for all who collect and are fond of items of social,
artistic and/or historical significance, as well as those in charge of public or private
collections of such items.

This booklet focuses on principles of documentation. Certain measures are
directed towards institutions with equipment and personnel not within the means
of private individuals. However, these recommendations embody levels of best
practice which one should endeavor to reach as far as possible.
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Documentation is the process of recording
information about the collections for which a
museum or cultural institution is responsible.
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| Proper documentation will allow a museum to :

-~ know what it has in its possession

+ know if anything is missing

- know where objects are located

+ prove ownership of objects

+ create and maintain information about
collections
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Objects should be documented consistently using
recognised standards. These have been developed
by national and intemational ~organisations,
including ICOM and UNESCO, and will help you.
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Standardising the structure of records and
the terminology helps to ensure :
+reliability of information

-ease of sharing

*consistency of records

*improved access
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" The . Paul Gefty Trust, 1999.*

It is a good idea to have an accurate and detailed
description of your object in case it is lost or stolen.

It will also help you to recognise it and distinguish it
from other similar objects if found.
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Object ID

The following guidelines are based on an
intemationally-recognised standard called Object
ID.
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Object Type
You will need to record the type of object
you are describing. For example, isita :
-sculpture?
*vase?
*painting?
*manuscript?
-item of jewellery (necklace, brooch etc.)?
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Material

What materials is the object made from? Is it :
-stone?
-ceramic?
-bronze?
*wood efc.?

wE
i 20 R L
FR?
- B JE 2
o)
N

UNESCO S



Technique
What techniques were used in the production of
this object? Was it :

*carved?

-cast?

+ painted?

*printed etc.?
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Dimensions

What are the measurements and units of
measurement of the object? Include as appropriate :
*height

-width

-depth

-diameter

You may also want to include the weight of the
object.
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Inscriptions and Markings

Does the object have any clearly identifiable marks
or inscriptions? These could include :

-maker’s mark or stamp

- printed or inscribed text

*signatures

+assay marks

*identification numbers (e.g. a museum accession

number)
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Distinguishing Features
Are there other features about your object that could
help to identify it? These could include :

*damages

*repairs

-modifications

*manufacturing defects
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Title

Does your object have a fitle? This is often true of
artworks and may help in the identification of your
object if lost or stolen.
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Subject

If your object is an artwork, what does it depict or
represent? Examples could include :

-the pyramids at Giza

-mother and child

*landscape with mountains efc.
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Date or Period
When does the object date from?
When was it made?
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Maker
Who was the object made by? This could be :
-an individual (painter, sculptor, fumiture maker
efc.)
*a company
+a cultural group (particularly useful for
describing ancient artefacts)
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Short Description
Write a short description of the object
including any other information that will help to
identify the object. This could include :
*colour
-shape
-where the object was made (if known)
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Additional Points

If your object consists of more than one part (e.g. a
set of fumiture), you may need to describe each
part separately.

You may also want to photograph your object and
record information about its storage requirements.
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Photographing your object will help in identification
if it is lost or stolen.

Photographs can also reduce the need to handle
fragile objects, preventing unnecessary damage.
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Size and Colour

It is a good idea to include a scale in your
photograph to show how large the object is. A ruler
will do.

If possible, include a colour chart. This will allow
colours to be properly determined. Black and white
photographs can use a grey scale to allow the
correct tones to be determined.
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Identity Numbers

If the object has a unique number by which it can
be identified (e.g. a museum accession number) it
is @ good idea to include this in the photograph.
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Lighting Objects

Try to use the right kind of lighting for the object
you are photographing. It is worth getting advice
from an experienced photographer.
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Choosing the Right Background

Objects are best photographed against a plain
white backdrop. This is particularly helpful in
ensuring the correct colour balance is achieved.

Darker backgrounds should be used if it is
necessary to provide contrast.
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Photographing Two-dimensional Objects
Objects such as paintings, prints, drawings and
textiles are best photographed head on. Where
possible, remove pictures from walls, laying them
fiat and photographing from above.

If necessary, photograph the reverse side of the
object to show any distinctive markings or features.
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Photographing Carved or Cast Surfaces and
Reliefs

Although these are best photographed head on,
like paintings or prints, it is also a good idea to take
other pictures from angles to record the depth of
the object.
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Photographing Three-dimensional Objects
Try to convey the overall shape of the object. To
do this, photograph it from above, showing the top,
front and one side. You can take more
photographs to show any parts of the object not
visible.
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