The Museum of Ancient Egyptian Art (MAEA) is organizing a traveling exhibition. This exhibition will travel from our institution to three different venues in New York, Dallas, and Seattle. MAEA is a mid-sized museum, so we do not have a special department for organizing the exhibitions. So, it is the responsibility of the registrar to deal with this task whenever the museum decided to travel exhibition to any other institutions. There are many registrar’s tasks to prepare the exhibition for traveling which I tried to summarize in the following points.
1. Selecting topic or idea
The curator should ask first a number of questions to evaluate the suitability of a theme or topic to the traveling exhibition format. First, what about the collection itself? Are the objects of sufficient interest to attract either a general or special audience? Does the collection merit the potential risks of travel? Are all materials already together? Will you have to locate objects and negotiate and coordinate several loans in order to interpret the proposed themes? Is the owner (or owners) of the objects that must be borrowed willing to subject them to the risk of travel?
Consider both the interests and the spatial and technical capacities of target exhibitors. Do they have large or small galleries? Do they have special mandates or interests that encourage the showing of certain types of materials on certain theme? Can their budgets and established schedules accommodate the traveling exhibition as the organizer envisions it? 
What are the benefits of the proposed exhibition to the museum as the organizer? Does the selected topic relate to the mandate or mission of your institution? Is the available staff time and experience sufficient to develop the exhibition? Will you need to hire outside experts? Are the costs related to the exhibition justifiable and are the means available to develop the exhibition? Does the service you will provide to exhibitors justify the project? Will the exhibition bring the Museum of Ancient Egyptian Art (MAEA) enough visibility to justify the expense? 

All these questions and may be more the registrar should ask first. If he can answer enough of these questions positively, then the proposed theme is probably worth pursuing.
2. Objects’ Selection Process
Next, the registrar starts choosing the objects to be used in the traveling exhibition. The choosing process should be based on the object’s suitability, stability, size and value.

The suitability of an object to the traveling exhibition will determine whether or not it should be given further consideration such as the goals of the exhibition, its message, thematic development, and organizing principles. Each object must “fit” by making the appropriate aesthetic statement or by advancing the narrative story line.
The first responsibility of the curator is to preserve collection objects that are placed under the organization’s care or jurisdiction, so carefully consider the condition, stability, and fragility of each object tat may be included in traveling exhibition. So, the registrar should prepare a formal report determine the object’s condition. The report should contain a statement of the general condition, solidity, and stability of the object as well as a notation of any deterioration or damage and the size, location, and extent of the damage or deterioration. The condition report should also include an assessment of the fragility of the object and of how well it will hold up in travel. The report also must include an informed judgment of the object’s ability to withstand the rigors of shipment (crate handling and vibration in transit). Other hazards and stresses to which the object might be subjected (light, humidity, and climatic changes, for example) conclude the condition report.
The size, construction and materials of the object also influence decisions about an object’s “travelability”. Unusually large or heavy objects may be too cumbersome or may require crates that are too massive or complex to be practical. Very small objects, although easily transportable, may be too easily lost, mislaid, or stolen. The construction and design of an object may pose problems too. Objects with long, thin unsupported elements that might break pose risks probably best avoid.
In considering which objects to include in a traveling exhibition, take into account the security system available at the host institutions. Such systems include cases, gallery attendant sand guards, alarm systems for intrusions and fire, and climatic controls of light, humidity, and temperature. Weigh these factors and reach an informed judgment concerning the risks to which the objects may be exposed.
3. Checklist
The complete checklist is at the core of a successful exhibition. “Complete” means that the checklist contains the actual works that will be in the traveling exhibition and that the information about those works and objects is correct and complete. 

After determining which permanent collection objects will be in the traveling exhibition, the registrar should prepare a complete checklist contains the actual works that will be in the traveling exhibition. He must be sure that the information about those works and objects is correct and complete. He also should schedule conservation reviews for the objects. If there are loans in the exhibition, the registrar should make the following:

· develop loan agreements for loan objects

· Send the standard facility report for the organizing museum and confirmed venues to potential lenders. 

· Send facility reports of confirmed venues to lenders.

· Gather information about loan, crating, shipping, and conservation fees from each lender. 
A checklist should contain label information about each piece in the exhibition. In addition, it should contain precise measurements and, if known, credit line and insurance value. It should contain the lender’s name and basic geographic information as well.

4. Budget/Costs
It is very important to estimate the anticipated costs of preparing and circulating traveling exhibition. Additionally, the anticipated costs from all staff members who will incur expenses in producing an exhibition should be gathered. A checklist of typical expenditures in each area will help in estimating for both the core budget and travel budget. Typically, personnel in the following areas will be polled for budget data: 
1. Curatorial

Staff travel
2. Exhibition

Labels and panels

Design and production

Design guide preparation
3. Marketing
Promotional packets to book the exhibition

Press/publicity packets)

4. Registration

Crating

Shipping

Insurance
Courier(s)

5. Conservation

Consultation

Time and materials for stabilization

6.  Education

Packets and materials

Speakers/trainers

Staff travel

 Some of these persons may be on staff, while others may be hired as consultants or contract workers for period of time needed. Furthermore, there are many areas in which travel causes changes such as employee expenses, employee travel, loan fees, crating of loans, shipping including gathering and dispersal, courier travel, storage, insurance cost, conservation fees, consultants’ fees, and installation/deinstallation.
5. Scheduling

It is necessary to establish a schedule of exhibition dates first well in advance of a tour in order to offer exhibitors maximum service. Announcement by letter to probable exhibitors is the most frequent method of arranging a series of successive showings. It is well to have in mind approximate date and to ask exhibitors to make several choices in order to arrange an efficient schedule.

6. Managing Risk
It important to provide detailed guidelines for handling and installation, and before the museum finalize the contracts it must scrutinize facilities reports of exhibiting venues and review it carefully to ensure that their environments and procedures meet object requirements. The report helps our museum think about potential problems and work with the exhibitor to devise possible solutions. 

It is prudent to review provenance information on all objects from foreign lenders that are being borrowed for a traveling exhibition, but it is often impossible to tell if a specific object may have been stolen or looted at some time in its history. To guarantee that imported objects will not be confused by authorities if there is a title dispute, the museum should apply for federal immunity from seizure for vulnerable objects. 
All objects in a traveling exhibition should be insured. Exhibition insurance is clearly a way of balancing risk. Because transport and exhibition involve a great deal of risk, a major concern for the registrar is the procurement of standard collections insurance, i.e., a policy that covers damage to and loss of objects. Exhibition materials also may be covered, depending on the policy.
Ultimately, Security guidelines must be defined and crating and shipping must be carefully controlled. All of these measures are meant to prevent loss. 
7. Contracts
Contracts for traveling exhibition to the three venues should be separate. Three contracts should be prepared to sign between our institution and each venue. So each one exhibitor will have a separate contract. Contract should be clear and easily understandable and covers all areas of exhibition and its risk completely. Several sections in traveling exhibition contracts should ensure that the exhibition will be shown and handled in the way our museum expects. Other clauses explain the specific of payment, risk management, marketing, and display. Furthermore, The contract must be:
· signed by both parties – our museum (organizer) and exhibitors

· lay out all salient point of exhibition 

· schedule all fees

· relay on the contract and its language whenever a dispute arises

8. Preparing the Exhibition for the Tour
Crates

1. determine which exhibition objects should be crated for travel

2. develop an RFP for the crate makers

3. choose a crate maker

4. arrange for delivery of crates

5. number each crate that will travel, both borrowed and newly made crates

6. measure each crate

7. make label for each crate

8. make list of the object in each crate

9. write packing instructions for each crate using illustrations as needed

10. produce a master crate list with crate number, size, and objects contained

Shipping
1. Develop an RFP for shipping companies

2. Choose a shipping company

3. Set up shipment to first venue

4. Set up shipment from the first venue to the second venue. Likewise, shipment from the second venue to the third venue

5. Decide whether to disperse from the final venue or ship to museum for dispersal

6. Disperse exhibition
Condition book
1. Devise a numbering system for all objects in the exhibition

2. Tag all objects with exhibition numbers 

3. Gather condition reports from lending sites

4. Gather photographs of all objects

5. Check all condition report information, and transfer it to a traveling report format.

6. Mark photographs with condition notes
7. Place all reports, photographs, and notes in a three-ring binder

9. Traveling as a Courier
The registrar Sometimes visit the borrowing venue when the exhibition is being installed or deinstalled. He might travel with the crates, oversee the loading dock activity, be present for unpacking and condition reporting, and possibly oversee installation. In some cases, he travels directly to the exhibition to be there for installation. The decision is based on the fragility and value of the materials, the difficulty of the transit, the complexity of the installation, the size of the exhibition, and the timeline that has been developed.
10. Dispersal

This is the last stop in managing a traveling exhibition. It means returning all objects to their accustomed location in museum of Ancient Egyptian Art again, tying up loose ends, and recording information for future reference.

The museum will send the registrar to the last venue to complete the final condition reports. He also must check each work to determine what, if any, changes have occurred during the course of traveling exhibition. 

11. Records and files

One of final steps sometimes are overlooked. But they are necessary for maintaining a professional and responsible operation.

1. cull files for essentials, discarding duplicates and making copies of appropriate documents for other departments, to ensure that all staff understand their responsibilities regarding the traveling exhibition.

2. Enter data in the files of permanent collection objects, and update computer records. Keeping track of an object's inclusion in exhibitions and publications ensures accurate object history and complete information for future scholarship.
Once these tasks have been completed the organizing registrar can relax, until requests for budget estimates for the next project come along.

 

Exhibition Budget Worksheet
1. Direct Exhibition Expenses
· Fabrications & Installation                                                                 $     5,000.00 
(Includes printing and mounting costs, photo reproduction, etc.)
· Staff Expenses                                                                                    $     4,000.00
· Collections                                                                                          $     8,200.00 
(Includes shipping costs and loan fees, purchase of props, etc.)  
· Consultants                                                                                         $   35,000.00 
(Includes fees for designer; conservation, etc)
                                                                                                                                       __________________
Total Direct Exhibit Expenses            $   52,200.00 
2. Indirect Exhibit Expenses
· Education Program Materials                                                              $     2,000.00 
(Includes printing of activity handouts)
· Publications                                                                                         $     500.00 

(Includes printing of companion booklet)
·  Marketing                                                                                            $    950.00 
(Includes printing and mailing of invitation for opening reception)
_______________

Total Indirect Exhibit Expenses         $   3,450.00 
Grand Total                                      $ 55,650.00 
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