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MONROE COUNTY MUSEUM SYSTEM 
COLLECTIONS MANAGEMENT POLICY 2026

The Monroe County Museum System Collections Management Policy applies to all collections owned and 
maintained by the Monroe County Museum System (hereafter referred to as the Museum) for the benefit of 
the County of Monroe, Michigan. 
include the Monroe County Museum, the Monroe County Archives, Territorial Park on the River Raisin, 

, Third Street Storage Facility, the Vietnam Veterans Memorial and Museum, and 
any future properties acquired by the County of Monroe and entrusted to the Museum. 

I) INSTITUTIONAL HISTORY AND LEGAL ORGANIZATION 
The Museum was established in 1939 by the Monroe County Historical Society as the Monroe County 
Historical Museum, and was first located in the Sawyer Homestead. Ownership was transferred to the 
County of Monroe in 1966, which established the Monroe County Historical Commission. The 
Commission was empowered to administer Museums and to acquire, collect, own, and exhibit materials of 
cultural and historical interest for the County. In 2021, the Commission was renamed the Monroe County 
Museum System Board of Trustees. The Museum moved to its current location at 126 South Monroe 
Street in 1973. Today, the Museum continues to operate as a department under the jurisdiction of the 
County of Monroe and the Monroe County Board of Commissioners. 
 
II) MISSION STATEMENT 

illuminate relevant connections between the past, present, and future.  
 
III)  SCOPE OF THE COLLECTION 
The County of Monroe, Michigan, through the Museum acting as its agent, will only collect three-
dimensional objects, photographs, digital materials, and archival materials reflecting the prehistory, history, 
and culture of Monroe County. Objects in the collection must possess educational, exhibition, or research
quality. Items useful in interpreting that cultural heritage may also be collected.  

A. Primary interest: Items created within the past and present day boundaries of Monroe 
County, or owned and used by residents of Monroe County, particularly where the 
ownership and use can be concretely established. 

B. Secondary interest: Items of historical character, similar to items once used in Monroe County, 
and which are needed as a supplement for educational or interpretative programs or as a 
complement for items of Primary Interest. 

 
C. Archaeological artifacts:  only collect archaeological materials 

which come as the product of regulated fieldwork at an archaeological site registered with the 
Michigan State Historic Preservation Office. Collected materials should ideally have a 
designated site number appearing on all records for those materials. Artifacts collected prior to 
t practice.  

 
D.  Human remains: It is the policy of the Museum to no longer accept human remains, though 

existing objects are still part of the collection unless they qualify for repatriation. 
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A separate Programs Division Kit exists  accessioned collection. This kit 
contains materials that may be handled and used for demonstrations, workshops, and other programs. 
The kit is not governed by this collections policy and will be directly administered by the Deputy 
Director, with help from the Director and the Lead Historian. See Section XI for more information 
regarding the Programs Division Kit. 

IV) CARE AND CONTROL OF THE COLLECTIONS 
Records and files: Every artifact accepted or purchased for the permanent collection will be accessioned by
the Museum Collections Division staff. The following records are to be maintained: 

1) Donor agreement. A donor agreement, also known as a deed of gift form, will be filled out in 
duplicate for all donations. The Museum will keep one and give the other to the donor. The
donor agreement states that the donors renounce all claims to the donation for both 
themselves and their heirs and convey all physical title and copyrights (if applicable) to the 
Museum. 

2) Accession number register. Each accessioned collections item will be marked or tagged with the 
. The accession number will then be entered into the 

accession register and the donor agreement file. 

3) Digital collections management record. Digital collections management software will be used 
for artifact tracking and data retention. Each artifact acquired by the Museum will be given a 
digital catalog record which will correspond to its accession and object identification number. 
For more on collections management software, see Appendix IX. 

A. Maintaining Collections 

1) The Collections staff will see that the collections are maintained under secure, 
environmentally adequate conditions. The Lead Historian will be primarily responsible for 
overseeing the security and well-being of the collection. However, it is the inherent 
responsibility of all Museum staff to be diligent in the security of all Museum collections and 
facilities. 

Collection artifacts not on loan to other institutions will be housed at a Museum facility. All cleaning, 
refinishing, or repairing of artifacts must first be approved by the Lead Historian. 

V) CODE OF ETHICS 
A. Ethics of Acquisition: Artifacts may be acquired by purchase, bequest, gift, exchange, or 

abandonment. Artifacts will not be accepted or acquired which are known to have been illegally 
imported into the United States or illegally collected within the United States. All acquisitions 
must be made in legal compliance with regulations set in local, state, regional, and federal 
legislation. 

The County will refuse to acquire artifacts where there is cause to believe that the circumstances of 
their collection involved destruction of historic sites, recognized tribal lands, buildings, structures,
habitats, districts, and other objects. The County agrees with and follows the provisions outlined in 
the Native American Graves and Repatriation Act of 1990 (NAGPRA). 
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The County will not offer appraisals to any person who wishes to donate or sell an artifact to the 
organization. The County will only place a value on an artifact for insurance and loan purposes. For 

disseminated. 

No Museum employee or Board of Trustees member will use their title or affiliation to privately 
acquire collections items. Individuals who are caught doing so will be recommended for dismissal.

The acceptance of artifacts for temporary custody will be handled by the Director, the Lead 
Historian, or their designee. Trustees may provide contacts but are not allowed to acquire items. 

B. Ethics of Deaccession: Deaccessioned artifacts will be transferred to the Programs Division Kit, 
put up for public sale, transferred to another museum, donated to a non-profit institution, 
repatriated, or discarded. The preferred method of disposal of collection artifacts is by transfer of 
ownership to another museum or non-profit or transfer to the Programs Division Kit. Private sales 
to individuals or dealers are prohibited. 

Artifacts that are being disposed of may not be given to any paid or volunteer staff of the County of 
Monroe, members of the Board of Trustees, or any of their families and affiliates.  

Board of Trustees members, staff appraisers, and County employees may not collect items that 
 

C. Ethics of Preservation: The Museum will strive to use the best practices and procedures to properly 
conserve and preserve the artifacts in its collection. The Museum will only collect artifacts that it can 
properly care for, store, and secure. 
 

D. Ethics of Information Gathering: The Museum will endeavor to safeguard information regarding its 
collections and its donors. Access to these records will be strictly restricted to the Director, Deputy 
Director, Lead Historian, and those in the Collections Division whose work depends upon such 
access. Museum employees will never use private information held by the museum for personal gain. 

 
E. Ethics of Gifts: Per the Monroe County Governance Policy #204, Museum staff and their immediate 

families may not accept gifts or discounts with a nominal value over $15.00. It is important that staff 
avoid any potential conflicts of interest in the course of their duties.  

VI)DELEGATION OF RESPONSIBILITY 
A. Collections Committee: The Collections Committee consists of three people: the Museum 

Director, the Deputy Director, and the Lead Historian. 

1) All proposed accessions and deaccessions will be determined by the Collections 
Committee. A majority approval is needed for any recommended accession or 
deaccession.  
 

B. Museum System Board of Trustees: After the Collections Committee proposes an accession 
or a deaccession, the decision will be passed to the Trustees for approval. If approved, the 
decision will then be passed on to the County Board of Commissioners. 
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C. County Board of Commissioners: The County Board of Commissioners may make the final 
decision for all accessioned or deaccessioned objects. 

 
 

VII)ACQUISITIONS POLICY 
A. For the purpose of this policy, acquisition is defined as the discovery, preliminary evaluation, 

negotiation for, taking custody of, taking title to, and acknowledging receipt of objects; or 
negotiating for and recording information about borrowed objects. Additions to the Museum 
collections are made by a process of accessioning which includes their legal transfer to Museum 
ownership and registration in the official records of the Museum. 

B. Acquisitions Criteria 
1) The artifact relates to the mission of the Museum (see Section II). 
2) The Museum must be reasonably assured that the donor or their designee has legal title to the
artifact and can convey that title to the Museum. 
3) Funding must be arranged prior to purchasing the artifact. 
4) The Museum must be in a position to properly store and care for the proposed 
acquisition. 
5) The provenance of the object will be documented. All legal and ethical 
implications of the acquisition must be considered. 
6) Acquisitions must be free from donor-imposed restrictions. Exceptions can be made under 
extreme circumstances, if the object is exceedingly rare or essential to furthering 
mission. Exceptions to this rule will be determined by the Collections Committee. 

7) The acquisition must align with the  collecting objectives that are outlined in the Scope 
of the Collection (see Section III). 

8) The artifact should be in reasonably good condition, as determined by staff. Items with excessive 
deterioration or considered to be hazardous will not be accepted. 

C. Any artifact purchased for the collection needs to be approved by the Collections Committee. 
The purchase of collections objects will be provided in the museum budget or through funds 
donated to the Museum for purposes of acquisition. 

D. Each object that is accessioned will be assigned to a specific collection, as determined by the Lead 
Historian. The development, naming, and division of collections will be determined by the 
Collections staff under the direction of the Lead Historian. 

E. Accession numbers: All objects being added to a permanent collection will be assigned an 
accession number. In accordance with standards set by Museum Registration Methods, 5th Edition, 
accession numbers will consist of three parts: the year, the accession within that year, and the 
object within that accession. For more information on numbering, see Appendix 1. 

 
The assigned numbers will be marked on each artifact, also in accordance with the standards set by 
Museum Registration Methods, 5th Edition. Any marking made on an item must be removable. 

 
Objects belonging to the Programs Division Kit, as well as objects on loan from other institutions, 
will not be given accession numbers, though may be given tracking numbers to prevent them from 
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becoming lost.  

F. Artifacts found without an accession number or provenance may be accessioned by giving the item 
a Found in Collection (FIC) number. Staff will make every effort to locate any information 
regarding the object prior to assigning it a FIC number. FIC numbers also consist of three parts: 
the year, a zero, and the sequential number of the FIC item catalogued that year. For example, 
2026.0.4 would represent the fourth FIC artifact found in the year 2026. 

VIII) DEACCESSION POLICY 
A. Deaccession is the process of permanently removing accessioned Museum artifacts from the 

collections. The Deaccession process shall be cautious, deliberate, and scrupulous. An artifact 
should be eing considered for 
deaccession, unless the Collections Committee agrees to make an exception. 

B. Deaccession Criteria: Artifacts considered for deaccession must meet at least one of the 
following criteria: 

1) The artifact falls outside the scope and purpose of the collections. 

2) The artifact is in poor or compromised condition. 

3) The artifact has failed to retain its identity or authenticity. 

4) The artifact is duplicated in the collection. Duplicated objects may also be 
incorporated into the Programs Division Kit. 

5) The Museum is unable to store or care for the artifact properly. 
 

6) The artifact cannot be lawfully owned by the Museum, e.g. the item is subject to the 
NAGPRA or is found to have been acquired through unethical or illegal means. 

 
7) The artifact has conditions attached by the donor that the Museum cannot or chooses 

not to satisfy. 

C. Deaccession Decisions: The Collections Committee is responsible for 
determining which items may be deaccessioned. The decision is then passed 
on to the Board of Trustees. If they agree with the deaccession, the final 
decision then passes to the Monroe County Board of Commissioners. 

D. Proceeds: All proceeds resulting from the deaccession of artifacts from the 
permanent collections of the Museum shall be used for acquisitions and the direct 
care of collections. 

E. Collections Review: In order to ensure that the collections are consistent with the 
Lead Historian or their 

designee on a regular basis. Artifacts that are determined to be inconsistent with the 
l be deaccessioned as previously outlined. 

 
F. 
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three years and confirm that the Museum holds clear, unrestricted title to it. If no 
documentation is found after a diligent search, the Museum will presume 
ownership in accordance with the Michigan Abandoned Property Act (Public Act 
No. 24). 

G. Disposal: Acceptable methods of disposal include: transfer to the 
Programs Division Kit, sale, transfer of ownership, donation, repatriation, 
or destruction. 

i. Transfer to the Programs Division Kit
be removed or crossed out. 

ii. Sale: In order to avoid a conflict of interest, the sale of deaccessioned objects 
will be conducted by an unaffiliated third party at a public sale or auction. 

iii. Transfer of Ownership: Objects not sold or destroyed can be donated to 
another museum or nonprofit organization. 

 
iv. Donation: Given to a charitable, non-profit institution for re-use or sale to the 

public. 
 

v. Repatriation: Objects in violation of NAGPRA policies, or objects that are 
found to have been obtained illegally, are subject to repatriation. 

vi. Destruction: Objects that cannot be repaired or conserved, or those 
representing a physical danger to life or property, may be destroyed in a 
method that the Collections Committee deems appropriate. Items not disposed 
of via any of the other means of disposal must be destroyed. 

IX) LOANS FROM THE MUSEUM 
Subject to the approval of the Collections Committee, the collections of the Museum may be available for 
loan. Artifacts owned by the Museum may only be loaned to other public institutions or non-profits. 
Collections will not be loaned to a private individual or a private institution. Exceptions may be made on a 
case by case basis for specific purposes such as for conservation services or for certain off-site exhibits, 

. In order to apply for a loan, the institution must 
submit a formal Loan Request Application to the Collections Committee. This request must include a 
statement about what the loan will be used for, why it is needed, and the length of time for the loan. The 
name of the person responsible for the safety of the loan must be provided on the Loan Request as well. 
Requests must be made at least one month in advance. The Collections Committee will make a decision, in 
writing, regarding the loan request within two weeks of its submission. 

If approved, the borrower must submit a new loan application once a year if the loan exceeds twelve 
months. The borrower is responsible for any insurance needed for the artifact and the cost of shipping and 
crating. The Collections Committee reserves the right to recall any artifact which is on loan. Pre-loan 

courtesy of the Monroe County Museum System
loaned artifact that is in their care for publication as long as the Museum is credited as the owner. 
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Photographs and public relations pertaining to the artifact cannot be taken and disseminated without 
written permission from the Museum. No borrower can authorize conservation efforts on a loaned artifact. 
If damage occurs during the loan process, the artifact will be returned to the Museum, and the borrower 
will be responsible for any conservation required to mitigate the damage. 

Loan requests will only be accepted if the loan is used for educational purposes, if the artifacts can be 
properly protected, and if the borrowers agree in writing to the criteria above. The borrowing institution 
must exhibit the artifact under appropriate environmental conditions as determined by the Museum. A 
Standard Facilities Report must be included in the Loan Request Application. Photographs must be taken 
of the artifact before its loan and upon its return. 

X) LOANS TO THE MUSEUM 
On occasion, the Museum may require an artifact for exhibition purposes for a limited time. Loans to the
Museum can be made for renewable one year terms. The Museum will follow the rules and restrictions of 
the lending institution or individual. Either party may terminate the loan with notice. 

 individuals or institutions. 
 
If a lender fails to arrange for the retrieval of an artifact prior to the expiration of the loan agreement, the 

known address and/or publishing a public announcement in a newspaper of general circulation. Pursuant to 
the Michigan Abandoned Property Act (Public Act No. 24 of 1992), if the lender does not contact the 
Museum to reclaim the artifact within one year of such notice, the Museum will acquire clear and 
unrestricted title to the property. 
 
XI) PROGRAMS DIVISION KIT 
Objects in the Programs Division Kit may be used by the Museum for hands-on educational purposes. The 
materials will not become a part of the  permanent collections and do not require the same 
procedures for accessioning and deaccessioning. They may be disposed of by the Director, Deputy 
Director, or Lead Historian. 

Objects in the Programs Division Kit include: 

1. Three-dimensional artifacts and/or objects similar to those acquired for the permanent 
collections. Artifacts may only be used in the Programs Division Kit if they are a duplicate of an 
item already in the permanent collection. 

2. Artifacts considered expendable or commonly available that may be used by staff and 
patrons in the  

3. Replicas as well as original materials. In the case of replicas, only high quality, accurate 
reproductions will be used. All replicas must be clearly and permanently labeled as such. 

 
4. Deaccessioned materials that are considered acceptable for interpretive programs. These 

materials must be approved by the Collections Committee. 
 

 
XII) RISK MANAGEMENT/SECURITY 
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A. Security: Appropriate security measures will be enacted to ensure the safety of the 
collections. These measures will include surveillance cameras, alarms, locks, 

and staff awareness.

B. Access to Collections: Access to the collections will be permitted to authorized County
personnel. Keys will be distributed to authorized Museum staff, county maintenance 
personnel, and county administration. Key holders are prohibited from using their keys on 
days on which they are not scheduled to work. Contractors and other outside workers must 
wear an identification badge at all times while working at a Museum site. 

C. Photography: Personal, non-flash photography is permitted within the Museum and its 

photography may be permitted but only with the prior consent of the Museum Director, 
Deputy Director or Lead Historian. 

D. Weapons: In accordance with Monroe County Employee Relations Policy #440, no weapons
will be permitted on Museum property, unless they are artifacts brought in for donation 
and permitted by the Director, Deputy Director, or Lead Historian.  

 

XIII) APPRAISALS 
The Museum does not offer appraisals under any condition. When an artifact within the  
collection requires appraisal for insurance purposes, the appraisal must be conducted by an impartial third 
party.

XII) INTELLECTUAL PROPERTY 
The Museum owns the property rights of all objects within its collections. Reproduction and distribution of 
Museum assets, with the intent to profit, is prohibited. These assets include, but are not limited to, 
photographs, letters, documents, and artifacts. All reproductions and/or distributions intended for profit 
must receive written authorization from the current Director of the Museum or Lead Historian. 
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APPROVED AND IMPLEMENTED BY THE MONROE COUNTY MUSEUM SYSTEM 
BOARD OF TRUSTEES 

 , 2026 

CHAIRMAN 

DIRECTOR 
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Appendix I 
 Artifact Numbering System 

The  first numbering system was done in two parts. The first number denoted the donor and the 
second number represented each artifact that was donated. So the tenth item donated by the first donor to the 
museum (Jennie Sawyer) would have the number 1.10. However, the second number continued from where the 

While this system is generally what was used during the Muse  were made 
and numbers were skipped. Some duplicate numbers can also be found.  

A new numbering system was implemented in 1964. This number consisted of the month, day, year, the 
sequential number of the donations made that day, and then the number of the items in that donation. So the 
10th item donated as a part of the second donation of the day on December 17, 1964 would be 12.17.64.2.10. 
This system continues until May of 1966, when the number was rearranged with the year in front, then the 
month, day, donation number, and item number in that order. At this point, it also became common to see 
letters used in addition to the item numbers. 

some numbers to differentiate an archives item from a collection 
item, as the museum departments became separate. This system was continued through 2014. In 2015, the 
current numbering system was implemented. This number includes the year, the sequential number of the 
donation made that year, and then the number of the item in that donation. Thus, the eleventh item in the fifth 
donation of 2026 would be 2026.5.11.  

the artifacts mentioned above. Originally, the photograph collection was organized into common and general 
topics and given a subject prefix. For example, AN.1 was for animals, AG.1 was for agriculture, and AR.1 was 
for archaeology. These subjects could be broken down further into more specific topics. For example, CU.1 is 
for George Custer & family, CU.2 is for Custer and Native Americans, and CU.3 is for Custer and Battlefield. 
After these prefixes were established, an ending ID was added. For example, .PHO for photographs, .TIN for 
tintypes, and .NEG for negatives. So the number CU.1.TIN would represent a Custer family image and a 
tintype. Ideally, these photographs were also given an accession number relating it to the donor. This number 
was separate from the photo ID number that was explained above. Unfortunately, many photographs in the 
collection were not given accession numbers and the donor information was lost.  

This system lasted a long time but it eventually proved inadequate. As the collection grew, there was a need for 
many more subject topics  and photographs often contained one to several overlapping topics. Entry 

They were no longer organized by subject matter. Photographs are now given a unique accession and object 
identification number, as any other item in the collection is. They can be searched for in the PastPerfect 
database using keywords and are tied to their donor information. Photos are filed in storage according to the 
year the photo came in. 

Some general notes regarding the numbering systems: 

- The systems listed above are the general trends that took place over time. Mistakes were made and there 
are plenty of inconsistencies. Please refer to the accession ledgers for a more complete understanding. 

- 
and it means a card was made for that donated item. Cards do not exist for all donations. 

- When sea
must be included for the search to be successful. 
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- 
but it is not a widespread issue. 

- 
processed into PastPerfect as of 2026, so searching for specific books will require the use of the finding 
guides. 

Written by: Lynn W. Reaume, County Historian 
      Robert Lutey, Lead Historian 
      2026 
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Appendix II 
DEED OF GIFT 

 
Monroe County Museum System 

126 South Monroe Street 
Monroe, Michigan 48161 

 
 
 
 
 
Description 
of Gift: 

By my signature below I accept the foregoing conditions and acknowledge reading any attached 
information. 
This gift is given in memory of: ______________________________________________ 

Dated:___________________________  _____________________________________ 
     Donor/Agent 
     _____________________________________ 
     Donor/Agent 

Date received: ________________________ Received by: ____________________________ 

The gift as described above is accepted by the Monroe County Museum System, a Department of the 
County of Monroe. 

By: ___________________________       __________________________      _____________________ 
Name         Title     Date 

Do you allow us to publicly recognize your donation using your name? YES____  NO____ 

Name:
 
Address: 
 
City:
 
Email: 

Date: 
 
State: 
 
Zip: 
 
Phone: 

I own the personal property described below and desire to give said personal property to the Monroe 
County Museum System, a Department of the County of Monroe, Michigan. I do hereby irrevocably and 
unconditionally give and transfer to the Monroe County Museum System all right, title, and interest, 
including all copyright, trademark, and related interests, in and to the following described property. 
 
Description of Gift: 
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Appendix III 
Temporary Custody Receipt 

 
Monroe County Museum System 

126 South Monroe Street 
Monroe, Michigan 48161 

 
 

 

 

 

Disposition if not accepted for accession: 

Source will pick up   Please dispose of or destroy  

Items and Description 

Received by:       Received from: 

Signature__________________________________________   Signature________________________________________________

Date______________________________________________   Date____________________________________________________ 

    

Name: 
 
Address:
 
City: 
 
Email: 

Date: 
 
State: 
 
Zip: 
 
Phone: 

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

An unconditional donation. The Museum reserves the right to keep, lend, or otherwise dispose of 
the donated material. 

To be considered for acquisition. 

For identification. Does not constitute an authentication; will not include appraisals. Museum 
reserves the right to photograph. 

For other. Please specify ___________________________________________________________

 
 



2026 Monroe County Museum System Collections Management Policy - 14 

P a g e | 14 

Appendix IV
Incoming Loan Form   

               Loan # _________________  
Monroe County Museum System, 126 South Monroe Street, Monroe, Michigan 48161 

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

Insurance information: 

Description: 

Object ID    Object name ------- Description 

Lender signature__________________________________________ Date: ____________________

Museum signature: ________________________________________ Date: ____________________

Name: _______________________________________________________ Date: _______________________
Contact: _____________________________________________________ Tracking # ___________________
Address: ______________________________________________________________________________________ 
______________________________________________________________________________________________ 
City: _____________________________ State: __________________ Zip: ________________________
Work #: _______________________ Home #_____________________ Cell # ______________________ 
Website: _________________________________________ Email: ___________________________________ 

Company: ______________________________________________________ Policy 
#_______________________ 
Rep: ___________________________________________________________ Exp date: ___/___/______ 
Phone # _______________________ Insured value: _____________________      Premium:__________________
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Appendix V 
Incoming Loan Conditions 

 
1.  It is understood that the items in this loan will remain in the condition received and will not be 
repaired, restored, cleaned, or altered in any way without the permission of the owner.  The condition is 
understood to be as stated on the form. 

2.  All damages to objects at any point in this loan from the out date until returned will be reported to the 
owner immediately. 

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

4. The objects may be photographed only with the permission of the lender.  The borrower agrees that the 
photographs taken of this loan will be used only for the purpose stated on this form and only for the 
number of times stated.  The lender will receive a copy of the images.  Publication of images in this loan 
will bear a credit line acknowledging the originals are the property of the lender. 

5. The museum is responsible for packing, transportation, insurance, and all other factors of transporting 
the loan, unless otherwise stated. The museum is responsible for returning the loan at the time stated.

6. The lender 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. 

7. The museum agrees to use the loan only for the purposes stated on the form.  

8. Loans will be renewed annually. 

9. Either party has the authority to end the loan at any time with thirty days' notice. 

The Monroe County Museum System hereby acknowledges receipt of the items(s) listed on the attached 
page(s).  The undersigned assumes full responsibility for the objects subject to the conditions printed 
above until their return. 

Museum Representative: _________________________________________ 

Date: ___________________ 

Lender: ____________________________________________ 

Date: ___________________ 
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Appendix VI 
Outgoing Loan Agreement 

Monroe County Museum System, 126 South Monroe Street, Monroe, Michigan 48161
 

Institution_____________________________________________     Date Out _____________________ 
Name/Title____________________________________________     Due Back_____________________ 
Address_______________________________________________     Phone________________________ 
______________________________________________________    Alt. Phone____________________ 
Purpose______________________________________________________________________________ 
Location_____________________________________________________________________________
Transport_____________________________________________________________________________ 
Insurance_____________________________________________________________________________
Ins. Value_____________________________ Value min $_______________ max__________________ 

Object ID       Object name ----- Condition                                     Value 

I have read and accept the attached conditions of the loan________________________________  _______________________ 
                                Date 

Approved and released by: _________________________________  ________________________ 
      Museum Representative     Date 
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Appendix VII 
                   

       Terms of Outgoing Loan Agreement 

1. It is understood that the objects in this loan will remain in the condition received and will not be 
repaired, restored, cleaned, or altered in any way without the permission of the Museum. The 
condition is understood to be stated on the form. 

2. All damage to objects at any point in this loan from the out date until returned will 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 objects may be photographed only with the permission of the Museum. The borrower agrees 
that the photographs taken of this loan will be used only for the purpose stated in this form and 
only for the number of times stated. The Museum will receive a copy of all photographs for record 
purposes. All publications of photographs of items in this loan will bear a credit line 
acknowledging that the objects are the property of the Museum.  

 

5. The borrower is responsible for packing, transportation, insurance, and all other factors of 
transporting the loan, unless otherwise stated. The borrower is responsible for returning the loan at 
the time stated. 

6. The Museum 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. 

 

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

Borrower hereby 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 above until their return.  

I have read and accept the above loan conditions_________________________  _________________
               Date 

 Approved and released by:__________________________  __________________ 
            Museum Representative        Date 

   Prepared by:__________________________  _________________ 
            Museum Representative        Date 

Loan returned and accepted by:_____________________________  _________________ 
            Museum Representative        Date 

Loan #________ 
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Appendix VIII 
 

Monroe County Museum System 
Image Reproduction Application 

Contact and Billing Information  

Date: ______________________ 

Name: 

Title:  

Institution:  

Is your institution a non-profit? Yes _____ No _____  

Address:  

Email: 

Phone: 

Shipping Information  

Same as above? Yes _____  

Name: 

Title:  

Institution:  

Address:  

Email: 

Phone: 

Form Submittal Information: This form can be submitted in person, by mail, or email 
(email preferred) to the Lead Historian, Robert Lutey, at robert_lutey@monroemi.org. Mailed 
requests should be submitted to the Monroe County Museum System, Attn: Monroe County 
Archives, 126 South Monroe  
Street, Monroe, Michigan 48161. 

Please give at least thirty business days to fulfill your request.  
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Monroe County Museum System 
Image Reproduction Application 

Materials Requested  
Description of Materials: Please include an object identification number or attach a copy 
of the image you are requesting to reproduce. If neither are available, please give a written 
description of the image. If the image has been published previously, please provide 
information of the publication including name, author, and page number.  

Format of Image  
The Monroe County Museum System only provides digital scans of its images. If you have 
any specific request regarding file type, resolution, etc, please detail it in the box below.  
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Monroe County Museum System 
Permission to Publish Application 

Publication Right Requested  
Category of Use: 
_____ Non-commercial  
_____ Commercial  

Film and Television  
Producer:  
Channel/Network:  
Scheduled airing date and time:  

Electronic  
_____ CD-ROM  
_____ Website: URL:  

Print  
_____ Book  
_____ Edited Volume  
_____ Periodical  
_____ Exhibit  
_____ Other:  

Fees 
Personal Research Use Only: $15 per image.  
Commercial Use: $50 per image.  
Fee Waiver Reason for Request: 

Authorized or declined by: __________________________________ 

  Date: __________________________________ 
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Monroe County Museum System 
Permission to Publish Rights and Conditions 

Research images are provided only for the purpose of personal or professional study. Unless 
otherwise stated in writing by the Monroe County Museum System, no reproductions in any 
form may be made from research images. If the Monroe County Museum System grants 
permission for reproduction, the following conditions apply:  

Credit Guidelines  

Credit must read:  
Courtesy of the Monroe County Museum System, Monroe, Michigan.  
Film and Television: Must be included in the Credits section.  
Electronic: Credit should appear next to the image or in Sources or equivalent section.  
Print materials: The credit line should appear on the same or facing page as the image as 
the image or in a separate photo credits page. If for an exhibit, it should appear in the 
exhibition area, below the image, or in a credits section of the exhibit.  

Permission  

The Monroe County Museum System grants permission for a one-time, non-exclusive use in 
one publication as outlined in the application above.  

Alteration  

Significant alteration or manipulation of the image requires the permission of the Monroe 
County Museum System.  

Copies  

The Monroe County Museum System will receive two copies of the published materials at 
no cost.  

Disclaimer  

The Monroe County Museum System assumes no responsibility for infraction of copyright 
laws, invasion of privacy, or improper or illegal use that may arise from reproduction of the 
image. Responsibility for third party permissions rests with the user.  

Signature Acknowledging Rights and Conditions: ______________________________________ 

        Date: ______________________________________ 
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Appendix IX 
Notes Regarding Museum Record Keeping 

Donor Agreements 
The Museum has used donor agreements as an important form of record keeping for most of its history, but 
that was not always the case. There exist plenty of donations that do not have an associated donor agreement 

s, but there are more 
modern examples of this occurring too. It can be helpful for the early records to look through the accession 
records to find donors/donations. There are also donor cards that were produced for a time which can aid 
with searching.  

Card Catalogs 
While the Museum has shed much of its traditional reliance on card catalog systems, it is not completely gone. 
As of 2026, the Laura Cheap scrapbooks still depend on on the card catalog for name searches. Also, the 
person cards, which direct researchers to books and maps where references to certain people can be found, 
are still relevant. The photo cards, while still located in the card catalog, have been integrated with PastPerfect 
and are redundant at this point.  

PastPerfect 

and their donations. While it is considered to be a critical part of museum record keeping today, that was not 
always the case. The Museum first used PastPerfect around 2002, when Laurel Heyman cataloged the 
Deloueil Collection. That said, many staff members at that time did not use it, preferring traditional record 
keeping methods. Lynn Reaume, a longtime employee of the Museum, was the first to consistently use the 

of digital record would be available. She took photographs of the items she was able to locate and did not for 
. Lynn quoted what was written on the donor cards, mistakes and all, for many of the 

records she input into PastPerfect.  
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MONROE COUNTY MUSEUM SYSTEM 
COLLECTIONS MANAGEMENT POLICY 2026

The Monroe County Museum System Collections Management Policy applies to all sites collections owned 
and maintained by the Monroe County Museum System (hereafter referred to as the Museum) for the 
benefit of the County of Monroe, Michigan. These properties include The policy will be adhered to at all 

include the Monroe County Museum, the Monroe County Archives, 
River Raisin Territorial Park on the River Raisin, Eby Log House, , Third Street 
Storage Facility, the Vietnam Veterans Memorial and Museum, and any future properties acquired by the 
County of Monroe and entrusted to the Museum. 

I) INSTITUTIONAL HISTORY AND LEGAL ORGANIZATION 
The Museum was established in 1939 by the Monroe County Historical Society as the Monroe County 
Historical Museum, and was first located in the Sawyer Homestead. Due to the increasing financial burdens 
of owning and operating the Museum, Ownership was transferred to the County of Monroe in 1966, which 
established the Monroe County Historical Commission. The Commission was empowered to administer 
Museums and to acquire, collect, own, and exhibit materials of cultural and historical interest for the 
County. In 2021, the Commission was renamed the Monroe County Museum System Board of Trustees. 
The Museum moved to its current location at 126 South Monroe Street in 1973. Today, the Museum 
continues to operate as a department under the jurisdiction of the County of Monroe and the Monroe 
County Board of Commissioners. 
 
II) MISSION STATEMENT 

exploration of 
illuminate relevant connections between the past, present, and future.  
 
III)  SCOPE OF THE COLLECTION 
The County of Monroe, Michigan, through the Monroe County Museum acting as its agent, will only 
collect artifacts and documents three-dimensional objects, photographs, digital materials, and archival 
materials reflecting the prehistory, history, and culture of Monroe County. Objects in the collection must 
possess educational, exhibition, or research quality. Items useful in interpreting that cultural heritage may 
also be collected.  

A. Primary interest: Items created within the past and present day boundaries of Monroe 
County, or owned and used by residents of Monroe County, particularly where the 
ownership and use can be concretely established. 

B. Secondary interest: Items of historical character, similar to items once used in Monroe County, 
and which are needed for a specific as a supplement for educational or interpretative programs 
or as a complement for items of Primary Interest. 

 
C. Archaeological artifacts:  only collect archaeological materials 

which come as the product of regulated fieldwork at an archaeological site registered with the 
Michigan State Historic Preservation Office. Collected materials should ideally have a 
designated site number appearing on all records for those materials. Artifacts collected prior to 

practice.  
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D.  Human remains: It is the policy of the Museum to no longer accept human remains, though 

existing objects are still part of the collection unless they qualify for repatriation. 
 

A separate Programs Division Kit accessioned collection. This kit
contains materials that may be handled and used for demonstrations, workshops, and other programs. 
The kit is not governed by this collections policy and will be directly administered by the Deputy 
Director, with help from the Director and the Lead Historian. See Section XI for more information 
regarding the Programs Division Kit. 

IV) CARE AND CONTROL OF THE COLLECTIONS 
Records and files: Every artifact accepted or purchased for the permanent collection will be accessioned by
the Museum Collections Unit Division staff. The following records are to be maintained: 

1) Donor agreement. A donor agreement, also known as a deed of gift form, will be filled out in 
duplicate for all donations. The Monroe County Museum will keep one and give the other to
the donor. The donor agreement states that the donors renounce all claims to the donations
for both themselves and their heirs and convey all physical title and copyrights (if applicable) 
to the Monroe County Museum. 

2) Accession number register. Each accessioned collections item will be marked or tagged with the 
accession number ntification number. The accession number will then be 
entered into the accession register and the donor agreement file. 

3) Digital collections management record. Digital collections management software will be used 
for artifact tracking and data retention. Each artifact acquired by the Museum will be given a 
digital catalog record which will correspond to its accession and object identification number. 
For more on collections management software, see Appendix IX. 

A. Maintaining Collections 

1) The Collections staff will see that the collections are maintained under secure, 
environmentally adequate conditions. The Curator of Collections Lead Historian will be 
primarily responsible for overseeing the security and well-being of the collection. However, it 
is the inherent responsibility of all Museum staff to be diligent in the security of all Museum 
collections and facilities. 

Collection artifacts not on loan to other institutions will be housed at a Monroe County Museum facility. All 
cleaning, refinishing, or repairing of artifacts must first be approved by the Curator of Collections Lead 
Historian. 

V) CODE OF ETHICS 
A. Ethics of Acquisition: Artifacts may be acquired by purchase, bequest, gift, exchange, or 

abandonment. Artifacts will not be accepted or acquired which are known to have been illegally 
imported into the United States or illegally collected within the United States. All acquisitions 
must be made in legal compliance with regulations set in local, state, regional, and federal 
legislation. 

The County will refuse to acquire artifacts where there is cause to believe that the circumstances of 
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their collection involved destruction of historic sites, recognized tribal lands, buildings, structures,
habitats, districts, and other objects. The County agrees with and follows the provisions outlined in 
the Native American Graves and Repatriation Act of 1990 (NAGPRA).

The County will not offer appraisals to any person who wishes to donate or sell an artifact to the 
organization. The County will only place a value on an artifact for insurance and loan purposes. For 

 will be restricted and not publicly 
disseminated. 

No Museum employee or Historical Commission Board of Trustees member will use their title or
affiliation to privately acquire collections items. Individuals who are caught doing so will be 
recommended for dismissal. 

Acquisitions The acceptance of artifacts for temporary custody will be handled by the Director, the
Curator of Collections Lead Historian, or their designee. Historical Commissioners Trustees may 
provide contacts but are not allowed to acquire the items. 

B. Ethics of Deaccession: Deaccessioned artifacts will be transferred to the Programs Division Kit, 
sold to the public put up for public sale, transferred to another museum, donated to a non-profit 
institution, repatriated, or discarded. The preferred method of disposal of collection artifacts is by 
public sale or public auction transfer of ownership to another museum or non-profit or transfer to 
the Programs Division Kit. Private sales to individuals or dealers are prohibited. 

Artifacts that are being disposed of may not be given to any paid or unpaid volunteer staff of the 
County of Monroe, members of the Historical Commission Board of Trustees, or any of their 
families and affiliates.  

Historical Commission Board of Trustees members, staff appraisers, and County employees may 
 

C. Ethics of Preservation: The Museum will strive to use the best practices and procedures to properly 
conserve and preserve the artifacts in its collection. The Museum will only collect artifacts that it can 
properly care for, store, and secure. 
 

D. Ethics of Information Gathering: The Museum will endeavor to safeguard information regarding its 
collections and its donors. Access to these records will be strictly restricted to the Director, Deputy 
Director, Lead Historian, and those in the Collections Division whose work depends upon such 
access. Museum employees will never use private information held by the museum for personal gain. 

 
E. Ethics of Gifts: Per the Monroe County Governance Policy #204, Museum staff and their immediate 

families may not accept gifts or discounts with a nominal value over $15.00. It is important that staff 
avoid any potential conflicts of interest in the course of their duties.  

VI)DELEGATION OF RESPONSIBILITY 
A. Collections Committee: The Collections Committee consists of three people: the Museum 

Director, the Curator of Programs Deputy Director, and the Curator of Collections Lead 
Historian. 

1) All proposed accessions and deaccessions will be determined by the Collections 
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Committee. A majority approval is needed for any recommended accession or 
deaccession.  
 

B. Monroe County Historical Commission Museum System Board of Trustees: After the 
Collections Committee proposes an accession or a deaccession, the decision will be passed to 
the Commission Trustees for approval. If approved, the decision will then be passed on to the 
County Board of Commissioners. 

C. County Board of Commissioners: The County Board of Commissioners may make the final 
decision for all accessioned or deaccessioned objects. 

 
 

VII)ACQUISITIONS POLICY 
A. For the purpose of this policy, acquisition is defined as the discovery, preliminary evaluation, 

negotiation for, taking custody of, taking title to, and acknowledging receipt of objects; or 
negotiating for and recording information about borrowed objects. Additions to the Museum 
collections are made by a process of accessioning which includes their legal transfer to Museum 
ownership and registration in the official records of the Museum. 

B. Acquisitions Criteria 
1) The artifact relates to the mission of the Monroe County Museum (see Section II). 
2) The Museum must be reasonably assured that the donor or their designee has legal title to the
artifact and can convey that title to the Museum. 
3) The staff must arrange funding Funding must be arranged prior to purchasing the artifact. 
4) The Museum must be in a position to properly store and care for the proposed 
acquisition. 
5) The provenance of the object should will be documented. All legal and ethical 
implications of the acquisition must be considered. 
6) Acquisitions must be free from donor-imposed restrictions. Exceptions can be made under 
extreme circumstances, if the object is exceedingly rare or essential to furthering 
mission. Exceptions to this rule will be determined by the Collections Committee. 

7) The acquisition must align with the  collecting objectives that are outlined in the 
Collections Plan Scope of the Collection (see Section III). 

8) The artifact should be in reasonably good condition, as determined by staff. Items with excessive 
deterioration or considered to be hazardous will not be accepted. 

C. Any artifact purchased for the collection needs to be approved by the Collections Committee. 
The purchase of collections objects will be provided in the museum budget or through funds 
donated to the Museum for purposes of acquisition. 

D. Each object that is accessioned will be assigned to a specific collection, as determined by the 
Curator of Collections Lead Historian. The development, naming, and division of collections will 
be determined by the Collections staff under the direction of the Lead Historian. 

E. Accession numbers: All objects being added to a permanent collection will be assigned an 
accession number. In accordance with standards set by Museum Registration Methods, 5th Edition, 
accession numbers will consist of three parts: the year, the accession within that year, and the 
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object within that accession. For example, 2015.2.8 would be an appropriate accession number. In 
that example, 2015 represents the year, 2 indicates that it is the second accession of that year, and 8 
signifies that it is the eighth object within that accession. For more information on numbering, see 
Appendix 1. 

 
The assigned numbers will be marked on each artifact, also in accordance with the standards set by 
Museum Registration Methods, 5th Edition. Any marking made on an item must be removable. 

 
Objects belonging to the teaching materials collection Programs Division Kit, as well as objects on 
loan from other institutions, will not be given accession numbers, though may be given tracking 
numbers to prevent them from becoming lost.  

 
F. Artifacts found without an accession number or provenance may be accessioned by giving the item 

a Found in Collection (FIC) number. Staff will make every effort to locate any information 
regarding the object prior to assigning it a FIC number. FIC numbers also consist of three parts: 
the year, a zero, and the sequential number of the FIC item catalogued that year. For example, 
2026.0.4 would represent the fourth FIC artifact found in the year 2026. 

VIII) DEACCESSION POLICY 
A. Deaccession is the process of permanently removing accessioned Museum artifacts from the 

collections. The Deaccession process shall be cautious, deliberate, and scrupulous. An artifact 
should be eing considered for 
deaccession, unless the Collections Committee agrees to make an exception. 

B. Deaccession Criteria: Artifacts considered for deaccession must meet at least one of the 
following criteria: 

1) The artifact falls outside the scope and purpose of the collections. 

2) The artifact is in poor or compromised condition, or is deteriorated beyond 
usefulness. 

3) The artifact has failed to retain its identity or authenticity, or has been lost or stolen 
and remains lost or stolen for longer than five years.  

4) The artifact is duplicated in the collection. Duplicated objects may also be 
incorporated into the teaching materials collection Programs Division Kit. 

5) The Museum is unable to store or care for the artifact properly. 
 

6) The artifact cannot be lawfully owned by the Museum, e.g. the item is subject to the 
NAGPRA or is found to have been acquired through unethical or illegal means. 

 
7) The artifact has conditions attached by the donor that the Museum cannot or chooses 

not to satisfy. 

C. Deaccession Decisions: The Collections Committee is responsible for 
determining which items may be deaccessioned. The decision is then passed 
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on to the Board of Trustees. If they agree with the deaccession, the final 
decision then passes to the Monroe County Board of Commissioners. 

D. Proceeds: All proceeds resulting from the deaccession of artifacts from the 
permanent collections of the Museums shall be used for acquisitions and the direct 
care of collections. 

E. Collections Evaluation Review: In order to ensure that the collections are 

Collections staff Lead Historian or their designee on a regularly scheduled basis. 
Artifacts that are determined to be inconsistent 
deaccessioned as previously outlined. 

 
F. 

three years and confirm that the Museum holds clear, unrestricted title to it. If no 
documentation is found after a diligent search, the Museum will presume 
ownership in accordance with the Michigan Abandoned Property Act (Public Act 
No. 24). 

G. Disposal: Acceptable methods of disposal include: transfer to the 
Programs Division Kit, sale, transfer of ownership, donation, repatriation, 
or destruction. 

i. Transfer to the Programs Division Kit
be removed or crossed out. 

ii. Sale: In order to avoid a conflict of interest, the sale of deaccessioned objects 
will be conducted by a disinterested an unaffiliated third party at a public sale or 
auction. 

iii. Transfer of Ownership: Objects not sold or destroyed must can be donated to 
another museum or nonprofit organization. 

 
iv. Donation: Given to a charitable, non-profit institution for re-use or sale to the 

public. 
 

v. Repatriation: Objects in violation of NAGPRA policies, or objects that are 
found to have been obtained illegally, are subject to repatriation. 

vi. Destruction: Objects that cannot be repaired or conserved, or those 
representing a physical danger to life or property, may be destroyed in a 
method that the Collections Committee deems appropriate. Items not sold or 
donated disposed of via any of the other means of disposal must be destroyed.

IX) LOANS FROM THE MUSEUM 
Subject to the approval of the Collections Committee, the collections of the Museum may be available for 
loan. Artifacts owned by the Museum may only be loaned to other public institutions or non-profits. 
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Under no circumstances will collections be loaned to a private individual or a private institution. 
Collections will not be loaned to a private individual or a private institution. Exceptions may be made on a 
case by case basis for specific purposes such as for conservation services or for certain off-site exhibits, 

. In order to apply for a loan, the institution must 
submit a formal Loan Request Application to the Collections Committee. This request must include a 
statement about what the loan will be used for, why it is needed, and the length of time for the loan. The 
name of the person responsible for the safety of the loan must be provided on the Loan Request as well. 
Requests must be made at least one month in advance. The Collections Committee will make a decision, in 
writing, regarding the loan request within two weeks of its submission. 

If approved, the borrower must submit a new loan application once a year if the loan exceeds twelve 
months. The borrower is responsible for any insurance needed for the artifact and the cost of shipping and 
crating. The Collections Committee reserves the right to recall any artifact which is on loan. Pre-loan 

courtesy of the Monroe County Museum System
loaned artifact that is in their care for publication as long as the Monroe County Museum is credited as the 
owner. Photographs and public relations pertaining to the artifact cannot be taken and disseminated 
without written permission from the Museum. No borrower can authorize conservation efforts on a loaned 
artifact. If damage occurs during the loan process, the artifact will be returned to the Monroe County 
Museum, and the borrower will be responsible for any conservation required to mitigate the damage. 

Loan requests will only be accepted if the loan is used for educational purposes, if the artifacts can be 
properly protected, and if the borrowers agree in writing to the criteria above. The borrowing institution 
must exhibit the artifact under appropriate environmental conditions as determined by the Monroe County
Museum. A Standard Facilities Report must be included in the Loan Request Application. Photographs 
must be taken of the artifact before its loan and upon its return. 

X) LOANS TO THE MUSEUM 
On occasion, the Museum may require an artifact for exhibition purposes for a limited time. Loans to the
Museum should not exceed one year can be made for renewable one year terms. The Museum will follow 
the rules and restrictions of the lending institution or individual. Either party may terminate the loan with 

notice. 

institutions. 
 
If a lender fails to arrange for the retrieval of an artifact prior to the expiration of the loan agreement, the 

known address and/or publishing a public announcement in a newspaper of general circulation. Pursuant to 
the Michigan Abandoned Property Act (Public Act No. 24 of 1992), if the lender does not contact the 
Museum to reclaim the artifact within one year of such notice, the Museum will acquire clear and 
unrestricted title to the property. 
 
XI) PROGRAMS UNIT COLLECTION DIVISION KIT 
Objects in the Programs Unit Collection Division Kit may be used by the Museum for hands-on 
educational purposes. The materials will not become a part of the  permanent collections and do 
not require the same procedures for accessioning and deaccessioning. They may be disposed of by the 
Director, Deputy Director, or Lead Historian. 
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Objects in the Teaching Materials Collection Programs Division Kit include: 

1. Three-dimensional artifacts and/or objects similar to those acquired for the permanent 
collections. Artifacts may only be used in the Programs Division Kit if they are a duplicate of an 
item already in the permanent collection. 

2. Artifacts considered expendable or commonly available that may be used by staff and 
patrons in the Monroe County  

3. Replicas as well as original materials. In the case of replicas, only high quality, accurate 
reproductions will be used. All replicas must be clearly and permanently labeled as such. 

 
4. Deaccessioned materials that are considered acceptable for interpretive programs. These 

materials must be approved by the Collections Committee. 
 

 
XII) RISK MANAGEMENT/SECURITY 

A. Security: Appropriate security measures will be enacted to ensure the safety of the 

and staff awareness. 

B. Access to Collections: Access to the collections will be permitted to authorized County 
personnel. Keys will be distributed to authorized Museum staff, county maintenance 
personnel, and county administration. Key holders are prohibited from using their keys on 
days on which they are not scheduled to work. Contractors and other outside workers must 
wear an identification badge at all times while working at a Museum site. 

C. Photography: Personal, non-flash photography is permitted within the Museum and its 
 

photography may be permitted but only with the prior consent of the Museum Director, 
Deputy Director or Curator of Collections Lead Historian. 

D. Weapons: No weapons will be permitted on Museum property. Prohibited weapons 
include: firearms, swords, knives. Exceptions can be made for special events hosted by the 
Museum, as long as prior consent is obtained from the Director of the Museum. In 
accordance with Monroe County Employee Relations Policy #440, no weapons will be 
permitted on Museum property, unless they are artifacts brought in for donation and 
permitted by the Director, Deputy Director, or Lead Historian.  

 

XIII) APPRAISALS 
The Museum does not offer appraisals under any condition. When an artifact within the  
collection requires appraisal for insurance purposes, the appraisal must be conducted by an impartial third 
party.

XII) INTELLECTUAL PROPERTY 
The Museum owns the property rights of all objects within its collections. Reproduction and distribution of 
Museum assets, with the intent to profit, is prohibited. These assets include, but are not limited to, 
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photographs, letters, documents, and artifacts. All reproductions and/or distributions intended for profit 
must receive written authorization from the current Director of the Museum or Curator of Collections 
Lead Historian.



2026 Monroe County Museum System Collections Management Policy - 10 

P a g e | 10 

APPROVED AND IMPLEMENTED BY THE MONROE COUNTY HISTORICAL 
COMMISSION MUSEUM SYSTEM BOARD OF TRUSTEES 

 , 2026 

CHAIRMAN 

DIRECTOR 
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Appendix I 
 

The  first numbering system was done in two parts. The first number denoted the donor and the 
second number represented each artifact that was donated. So the tenth item donated by the first donor to the 
museum (Jennie Sawyer) would have the number 1.10. However, the second number continued from where the 

 were made 
and numbers were skipped. Some duplicate numbers can also be found.  

A new numbering system was implemented in 1964. This number consisted of the month, day, year, the 
sequential number of the donations made that day, and then the number of the items in that donation. So the 
10th item donated as a part of the second donation of the day on December 17, 1964 would be 12.17.64.2.10. 
This system continues until May of 1966, when the number was rearranged with the year in front, then the 
month, day, donation number, and item number in that order. At this point, it also became common to see 
letters used in addition to the item numbers. 

some numbers to differentiate an archives item from a collection 
item, as the museum departments became separate. This system was continued through 2014. In 2015, the 
current numbering system was implemented. This number includes the year, the sequential number of the 
donation made that year, and then the number of the item in that donation. Thus, the eleventh item in the fifth 
donation of 2026 would be 2026.5.11.  

the artifacts mentioned above. Originally, the photograph collection was organized into common and general 
topics and given a subject prefix. For example, AN.1 was for animals, AG.1 was for agriculture, and AR.1 was 
for archaeology. These subjects could be broken down further into more specific topics. For example, CU.1 is 
for George Custer & family, CU.2 is for Custer and Native Americans, and CU.3 is for Custer and Battlefield. 
After these prefixes were established, an ending ID was added. For example, .PHO for photographs, .TIN for 
tintypes, and .NEG for negatives. So the number CU.1.TIN would represent a Custer family image and a 
tintype. Ideally, these photographs were also given an accession number relating it to the donor. This number 
was separate from the photo ID number that was explained above. Unfortunately, many photographs in the 
collection were not given accession numbers and the donor information was lost.  

This system lasted a long time but it eventually proved inadequate. As the collection grew, there was a need for 
many more subject topics  and photographs often contained one to several overlapping topics. Entry 

They were no longer organized by subject matter. Photographs are now given a unique accession and object 
identification number, as any other item in the collection is. They can be searched for in the PastPerfect 
database using keywords and are tied to their donor information. Photos are filed in storage according to the 
year the photo came in. 

Some general notes regarding the numbering systems: 

- The systems listed above are the general trends that took place over time. Mistakes were made and there 
are plenty of inconsistencies. Please refer to the accession ledgers for a more complete understanding. 

- 
and it means a card was made for that donated item. Cards do not exist for all donations. 

- When searching PastPerfect for an item containin
must be included for the search to be successful. 
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- 
but it is not a widespread issue. 

- 
processed into PastPerfect as of 2026, so searching for specific books will require the use of the finding 
guides. 

Written by: Lynn W. Reaume, County Historian 
      Robert Lutey, Lead Historian 
      2026 
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Appendix II 
DEED OF GIFT 

 
Monroe County Museum System 

126 South Monroe Street 
Monroe, Michigan 48161 

 
 
 
 
 
Description 
of Gift: 

By my signature below I accept the foregoing conditions and acknowledge reading any attached 
information. 
This gift is given in memory of: ______________________________________________ 

Dated:___________________________  _____________________________________ 
     Donor/Agent 
     _____________________________________ 
     Donor/Agent 

Date received: ________________________ Received by: ____________________________ 

The gift as described above is accepted by the Monroe County Museum System, a Department of the 
County of Monroe. 

By: ___________________________       __________________________      _____________________ 
Name         Title     Date 

Do you allow us to publicly recognize your donation using your name? YES____  NO____ 

Name:
 
Address: 
 
City:
 
Email: 

Date: 
 
State: 
 
Zip: 
 
Phone: 

I own the personal property described below and desire to give said personal property to the Monroe 
County Museum System, a Department of the County of Monroe, Michigan. I do hereby irrevocably and 
unconditionally give and transfer to the Monroe County Museum System all right, title, and interest, 
including all copyright, trademark, and related interests, in and to the following described property. 
 
Description of Gift: 
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Appendix III 
Temporary Custody Receipt 

 
Monroe County Museum System 

126 South Monroe Street 
Monroe, Michigan 48161 

 
 

 

 

 

Disposition if not accepted for accession: 

Source will pick up   Please dispose of or destroy  

Items and Description 

Received by:       Received from: 

Signature__________________________________________   Signature________________________________________________

Date______________________________________________   Date____________________________________________________ 

    

Name: 
 
Address:
 
City: 
 
Email: 

Date: 
 
State: 
 
Zip: 
 
Phone: 

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

An unconditional donation. The Museum reserves the right to keep, lend, or otherwise dispose of 
the donated material. 

To be considered for acquisition. 

For identification. Does not constitute an authentication; will not include appraisals. Museum 
reserves the right to photograph. 

For other. Please specify ___________________________________________________________
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Appendix IV
Incoming Loan Form   

               Loan # _________________  
Monroe County Museum System, 126 South Monroe Street, Monroe, Michigan 48161 

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

Insurance information: 

Description: 

Object ID    Object name ------- Description 

Lender signature__________________________________________ Date: ____________________

Museum signature: ________________________________________ Date: ____________________

Name: _______________________________________________________ Date: _______________________
Contact: _____________________________________________________ Tracking # ___________________
Address: ______________________________________________________________________________________ 
______________________________________________________________________________________________ 
City: _____________________________ State: __________________ Zip: ________________________
Work #: _______________________ Home #_____________________ Cell # ______________________ 
Website: _________________________________________ Email: ___________________________________ 

Company: ______________________________________________________ Policy 
#_______________________ 
Rep: ___________________________________________________________ Exp date: ___/___/______ 
Phone # _______________________ Insured value: _____________________      Premium:__________________
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Appendix V 
Incoming Loan Conditions 

 
1.  It is understood that the items in this loan will remain in the condition received and will not be 
repaired, restored, cleaned, or altered in any way without the permission of the owner.  The condition is 
understood to be as stated on the form. 

2.  All damages to objects at any point in this loan from the out date until returned will be reported to the 
owner immediately. 

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

4. The objects may be photographed only with the permission of the lender.  The borrower agrees that the 
photographs taken of this loan will be used only for the purpose stated on this form and only for the 
number of times stated.  The lender will receive a copy of the images.  Publication of images in this loan 
will bear a credit line acknowledging the originals are the property of the lender. 

5. The museum is responsible for packing, transportation, insurance, and all other factors of transporting 
the loan, unless otherwise stated. The museum is responsible for returning the loan at the time stated.

6. The lender 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. 

7. The museum agrees to use the loan only for the purposes stated on the form.  

8. Loans will be renewed annually. 

9. Either party has the authority to end the loan at any time with thirty days' notice. 

The Monroe County Museum System hereby acknowledges receipt of the items(s) listed on the attached 
page(s).  The undersigned assumes full responsibility for the objects subject to the conditions printed 
above until their return. 

Museum Representative: _________________________________________ 

Date: ___________________ 

Lender: ____________________________________________ 

Date: ___________________ 
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Appendix VI 
Outgoing Loan Agreement 

Monroe County Museum System, 126 South Monroe Street, Monroe, Michigan 48161
 

Institution_____________________________________________     Date Out _____________________ 
Name/Title____________________________________________     Due Back_____________________ 
Address_______________________________________________     Phone________________________ 
______________________________________________________    Alt. Phone____________________ 
Purpose______________________________________________________________________________ 
Location_____________________________________________________________________________
Transport_____________________________________________________________________________ 
Insurance_____________________________________________________________________________
Ins. Value_____________________________ Value min $_______________ max__________________ 

Object ID       Object name ----- Condition                                     Value 

I have read and accept the attached conditions of the loan________________________________  _______________________ 
                                Date 

Approved and released by: _________________________________  ________________________ 
      Museum Representative     Date 
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Appendix VII 
                   

       Terms of Outgoing Loan Agreement 

1. It is understood that the objects in this loan will remain in the condition received and will not be 
repaired, restored, cleaned, or altered in any way without the permission of the Museum. The 
condition is understood to be stated on the form. 

2. All damage to objects at any point in this loan from the out date until returned will 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 objects may be photographed only with the permission of the Museum. The borrower agrees 
that the photographs taken of this loan will be used only for the purpose stated in this form and 
only for the number of times stated. The Museum will receive a copy of all photographs for record 
purposes. All publications of photographs of items in this loan will bear a credit line 
acknowledging that the objects are the property of the Museum.  

 

5. The borrower is responsible for packing, transportation, insurance, and all other factors of 
transporting the loan, unless otherwise stated. The borrower is responsible for returning the loan at 
the time stated. 

6. The Museum 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. 

 

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

Borrower hereby 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 above until their return.  

I have read and accept the above loan conditions_________________________  _________________
               Date 

 Approved and released by:__________________________  __________________ 
            Museum Representative        Date 

   Prepared by:__________________________  _________________ 
            Museum Representative        Date 

Loan returned and accepted by:_____________________________  _________________ 
            Museum Representative        Date 

Loan #________ 



2026 Monroe County Museum System Collections Management Policy - 19 

P a g e | 19 

Appendix VIII 
 

Monroe County Museum System 
Image Reproduction Application 

Contact and Billing Information  

Date: ______________________ 

Name: 

Title:  

Institution:  

Is your institution a non-profit? Yes _____ No _____  

Address:  

Email: 

Phone: 

Shipping Information  

Same as above? Yes _____  

Name: 

Title:  

Institution:  

Address:  

Email: 

Phone: 

Form Submittal Information: This form can be submitted in person, by mail, or email 
(email preferred) to the Lead Historian, Robert Lutey, at robert_lutey@monroemi.org. Mailed 
requests should be submitted to the Monroe County Museum System, Attn: Monroe County 
Archives, 126 South Monroe  
Street, Monroe, Michigan 48161. 

Please give at least thirty business days to fulfill your request.  
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Monroe County Museum System 
Image Reproduction Application 

Materials Requested  
Description of Materials: Please include an object identification number or attach a copy 
of the image you are requesting to reproduce. If neither are available, please give a written 
description of the image. If the image has been published previously, please provide 
information of the publication including name, author, and page number.  

Format of Image  
The Monroe County Museum System only provides digital scans of its images. If you have 
any specific request regarding file type, resolution, etc, please detail it in the box below.  
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Monroe County Museum System 
Permission to Publish Application 

Publication Right Requested  
Category of Use: 
_____ Non-commercial  
_____ Commercial  

Film and Television  
Producer:  
Channel/Network:  
Scheduled airing date and time:  

Electronic  
_____ CD-ROM  
_____ Website: URL:  

Print  
_____ Book  
_____ Edited Volume  
_____ Periodical  
_____ Exhibit  
_____ Other:  

Fees 
Personal Research Use Only: $15 per image.  
Commercial Use: $50 per image.  
Fee Waiver Reason for Request: 

Authorized or declined by: __________________________________ 

  Date: __________________________________ 
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Monroe County Museum System 
Permission to Publish Rights and Conditions 

Research images are provided only for the purpose of personal or professional study. Unless 
otherwise stated in writing by the Monroe County Museum System, no reproductions in any 
form may be made from research images. If the Monroe County Museum System grants 
permission for reproduction, the following conditions apply:  

Credit Guidelines  

Credit must read:  
Courtesy of the Monroe County Museum System, Monroe, Michigan.  
Film and Television: Must be included in the Credits section.  
Electronic: Credit should appear next to the image or in Sources or equivalent section.  
Print materials: The credit line should appear on the same or facing page as the image as 
the image or in a separate photo credits page. If for an exhibit, it should appear in the 
exhibition area, below the image, or in a credits section of the exhibit.  

Permission  

The Monroe County Museum System grants permission for a one-time, non-exclusive use in 
one publication as outlined in the application above.  

Alteration  

Significant alteration or manipulation of the image requires the permission of the Monroe 
County Museum System.  

Copies  

The Monroe County Museum System will receive two copies of the published materials at 
no cost.  

Disclaimer  

The Monroe County Museum System assumes no responsibility for infraction of copyright 
laws, invasion of privacy, or improper or illegal use that may arise from reproduction of the 
image. Responsibility for third party permissions rests with the user.  

Signature Acknowledging Rights and Conditions: ______________________________________ 

        Date: ______________________________________ 
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Appendix IX 
Notes Regarding Museum Record Keeping 

Donor Agreements 
The Museum has used donor agreements as an important form of record keeping for most of its history, but 
that was not always the case. There exist plenty of donations that do not have an associated donor agreement 

s, but there are more 
modern examples of this occurring too. It can be helpful for the early records to look through the accession 
records to find donors/donations. There are also donor cards that were produced for a time which can aid 
with searching.  

Card Catalogs 
While the Museum has shed much of its traditional reliance on card catalog systems, it is not completely gone. 
As of 2026, the Laura Cheap scrapbooks still depend on on the card catalog for name searches. Also, the 
person cards, which direct researchers to books and maps where references to certain people can be found, 
are still relevant. The photo cards, while still located in the card catalog, have been integrated with PastPerfect 
and are redundant at this point.  

PastPerfect 

and their donations. While it is considered to be a critical part of museum record keeping today, that was not 
always the case. The Museum first used PastPerfect around 2002, when Laurel Heyman cataloged the 
Deloueil Collection. That said, many staff members at that time did not use it, preferring traditional record 
keeping methods. Lynn Reaume, a longtime employee of the Museum, was the first to consistently use the 

of digital record would be available. She took photographs of the items she was able to locate and did not for 
. Lynn quoted what was written on the donor cards, mistakes and all, for many of the 

records she input into PastPerfect.  

 
 


