Powell River Forestry Museum Society (PRFMS) 

Archive and Artifact Collection Policy     as of August 2009
1. Terminology         
1.1.  Archive Material - any kind of recorded information, regardless of physical form or characteristics, including documents, records, photographs, films, videos, published and unpublished manuscripts, maps, plans, and sound recordings.
1.2.  Archive – the collection of archive material of historical interest, including the computer databases and other records that catalogue and describe the museum artifacts.

1.3.  Artifact – a physical object or archival material of historical interest to the PRFMS.

1.4.  The Collection – the artifacts and archive of the PRFMS

1.5.  PRFMS Archivist and Curator – the President of the Society. The President appoints a director  to implement PRFMS policy and procedures through the Collection Committee.

2. Mandate                             

2.1. Background Through the Historical Museum Society (PRHMS), Powell River has a Museum and Archive that covers the PRFMS topics and geography of interest (Forestry, Logging and Railway operation  in the Powell River area). However, PRHMS resources are limited, and occasionally artifacts come to PRFMS directly or are above the scope or priority of the PRHMS.

2.2.  Purpose  The purpose of the PRFMS Archive and Artifact Collection is to make selected local Logging, Railway and Forestry historical  material available to  the public. 
3. Acquisition policy
3.1.  Geographical area and Time period     The PRFMS acquires mainly artifacts created in, or directly concerning, the geographical area bordered by Jervis Inlet, Bute Inlet and the Strait of Georgia shore and nearby islands, over the full time period of recorded local history.

3.2.  Collection Committee
3.2.1. This committee shall be comprised of no less than three members of the PRFMS.

3.2.2. The committee shall decide to accept or reject items for the PRFMS Collection in regard to their bearing on Forestry or Forest History, the condition of the item, the number of similar items on hand, usefulness for display, and amount of storage space available.

3.3. Modes of acquisition: Gifts, Loans and Purchase.
3.3.1. Gifts

3.3.1.1. The Collection Committee is responsible for the completion of the Donor Form for each artifact or significant Archive item transferred to the PRFMS. For significant donations, the Committee may recommend a public acknowledgement.
3.3.1.2. Should the donor of an artifact neglect or refuse to sign the Donor Form, the artifact shall be handled as if the donor had signed with the stipulation ‘not to sell or trade’ the artifact.

3.3.1.3.  Appraisals. Upon request by the donor, the value of an artifact may be recognized for the purpose of income tax deductions. Such appraisals should be independently obtained in writing from a reputable source at the discretion of the Collection Committee, and shall be paid for by the donor. Possession of a valid receipt of purchase by the donor shall be an acceptable substitute for an appraisal.

3.3.2. Incoming Loans 

3.3.2.1. The Collection Committee shall decide whether or not to accept artifacts on loan to the PRFMS from the general public for display.

3.3.3.  Purchases

3.3.3.1. Artifacts/Archive material identified by the Collection Committee as important to the PRFMS may be purchased, subject to approval by the membership in a meeting.
3.4. PRFMS / PRHMS Interface.    The President or appointed Collection Committee member shall discuss holdings and potential new acquisitions with the PR Historical Museum Curator and Archivist on a regular basis to ensure that archival material and artifacts are held in the best place to serve the public (residents and tourists).

4.  Display, Storage, Description and Access
4.1.  Museum displays of artifacts shall be developed and maintained through work parties that implement recommendations of the Collection Committee.

4.2.  The Collection Committee shall recommend appropriate storage locations and preservation techniques for artifacts in storage.

4.3.  Archive Process
4.3.1. Archive policy shall be implemented by the Collection Committee.

4.3.2. Archival material shall be stored in the PRFMS office. Temperature and Humidity shall be kept as constant as possible (ideally 18 degrees, 40% humidity). Display copies of the database and Reports shall be available to the public in a 3-ring binder held in the museum.

4.3.3. The Archive Committee will work with the donor or Collection Committee to obtain good information about the artifacts, and collect hand-written Artifact and Archive Entry forms.

4.3.4. The Archive Committee shall maintain Database records for all new acquisitions, and develop a plan to document significant current holdings.  One member of the Archive Committee shall lead the database entry effort to document the collection using the hand-written Database Entry Forms (Appendix A1 and A2). The Database member will then print the associated computer forms and reports for the office binder and the public binder.

4.4. Access  The Collection Committees shall ensure the general public has adequate access to the PRFMS Collection (Artifacts and Archive). (Selected material may be loaned to the PRHMS over the winter)

 Outgoing Loans
4.5. Any artifacts loaned out by the PRFMS must be with the approval of the Collection Committee, President, or Vice-President.

4.6. No fragile artifacts may be loaned under any circumstances.

4.7.  An Artifact Loan Agreement (appendix C) must be signed by the borrower who is responsible for the artifact outside the Forestry Museum. 

5. Deaccession and Destruction
5.1. Deaccessions
5.1.1. Artifacts in possession of the PRFMS may be considered for deaccession if they do not meet the criteria of 3.2.2.

5.1.2. All artifacts under consideration for deaccession by the Collection Committee must be discussed and approved for deaccession by the membership at a meeting.

5.1.3. The reasons for deaccession of an artifact must be documented for future reference.

5.1.4. The Collection Committee must try to seek the consent of the donor or owner of the artifact to be deaccessed.

5.1.5. The Collection Committee may advise other related museums of the availability of the item for trade or gift.

5.2.  Destruction
5.2.1. Should the Collection Committee recommend the destruction of an artifact for its lack of value, the Committee must take the steps in 6.1.2, 6.1.3 and 6.1.4.

6. Implementation
6.1. The PRFMS shall appoint a Collection Committee. They will 
6.1.1. Acquire, restore, maintain, and make available to the public the artifacts and archival material belonging to the PRFMS, and 
6.1.2. manage the associated records using procedures described in this policy document as amplified in the Appendices.
Attachments

Appendix A1:
Data Base Artifact Entry Form

Appendix A2:
Data Base Archive Entry Form

Appendix B:
Instruction to using PRFMS system for Archive and Artifact documentation
Appendix C:
Artifact Loan Agreement

Appendix D:
Donor Form

Appendix E: 
Artifact Acquisition Pathway 

PAGE  
3

