
Procedure for accepting artefacts into the Museum. 

Sometimes in the past, items have been left at the Museum with no information about what they are or 

who donated them. This makes it impossible for us to assess their relevance or suitability for our 

collection. To solve this problem, we want to ensure that an Object Entry Form is filled in for EVERY item 

donated or loaned to the Museum. 

Object Entry Forms are kept in the red folder labelled FORMS in the bottom drawer of the stewards’ 

desk in room 1. Each form is in three parts and copies through by writing with a ballpoint pen on the top 

copy. 

We accept items of local (i.e. East Surrey) interest. Please politely decline any item that is obviously not 

relevant, but if in any doubt accept the item. In all cases, tell the donor that the Curator will make a final 

decision on whether to accept the item into the Museum’s collection. If it is decided that the item is not 

suitable for the Museum, it may be returned to the donor or otherwise disposed of. 

Please explain to the donor that the form has to be filled in not only for our own records, but also for 

legal reasons, as it includes a declaration that the donor is legally entitled to donate the item. 

An explanation of what to put in each field on the form is given separately, but here are a couple of key 

points to note: 

• Please ensure that the donor puts their name and contact details in the Depositor field on the 

form. 

• In the Description field, include the item’s local connection, for example if it was made locally or 

was owned by somebody who lived locally. 

Once the form has been completed, give part 3 (the pink sheet at the back) to the donor. Put the rest of 

the form along with the item on the desk in the office if the office is open; if it isn’t, please leave both on 

the stewards’ desk at the end of the day. 

 

 

Peter Connelly Curator Sept 2023 

  



How to fill in each field on the Object Entry Form 
 

Museum Name and Address East Surrey Museum, 1 Stafford Road, Caterham CR3 6JG. 

Form Number Leave blank 

Depositor Name, address and contact details of the person donating the item. 

Owner  Will usually be the same person as the donor, in which case, leave blank. 

Description Please give enough detail to identify the item. Also explain its local connection. 

Total Number of Items If a group of related items, please use one form and state the number of items 

in this field. 

Current Location Leave blank. 

Reason for Entry Usually gift. If it is anything else, please ask the prospective donor to ring the 

Museum on a Wednesday or Thursday and speak to the Curator. 

   The donor needs to sign and date where indicated in the Reason for Entry field. 

Additional Transfer of Title Agreement The donor needs to tick the appropriate box, then sign and date 

here. 

Museum Signatory The Museum volunteer accepting the donation needs to sign and date here. 

Return of the Object to the Owner Leave blank. 

  



 


