TABLE OF CONTENTS
INTRODUCTION                                                                                                         4
I. MISSION AND COLLECTION STATEMENT                                                    5-6
A. Mission

B. Collecting Philosophy and Goals

1. Contents of the Collections

2. Collecting Methods

3. The Importance of Conservation

C. Committee on Collections

1. Definitions

2. Procedure

II. ACQISITIONS                                                                                                     7-15
A. General Principles
B. Acquisition Committees

1.  Curatorial Committee

2. Trustee-Appointed Acquisition Committees

C. Areas of Acquisition

D. Criteria
E. Provenance Guidelines

1. Inquiry and Research
2. Publication and Display

3. Legal Considerations
4. Warranty and Indemnification
F. Acquisition Transactions

1. Gift Categories
2. Purchases
3. Exchanges
4. Bequests
5. Acquisition Restrictions

6. Permanent Joint Ownership

7. Documentation of Approved Accessions

III. LOANS                                                                                                             16-19
A. Incoming Loans

B. Outgoing Loans

a. General Criteria for Loans

b. Evaluating Loan Requests from Museums

c. Approval Authority

d. Notification, Arrangements and Expenses

e. Non-Qualifying Requests for Loans

f. Loans to Non-Museum Borrowers

g. Exchange Loans

h. Loan Fees

i. Couriers

j. Insurance

IV. DOCUMENTATION                                                                                   19-20
V. COLLECTIONS CARE                                                                                20-21
INTRODUCTION 
Professional museum management requires a written collection policy and clear guidelines for its implementation. This document has been developed by the staff of the Museum of Ancient Egyptian Art (MAEA), with the encouragement of the Board of Trustees, to fulfill this need and to serve as a comprehensive governing code. This is a statement of the Museum of Ancient Egyptian Art’s professional standards regarding proper management of its Collection, works considered for acquisition, deaccession, objects borrowed for exhibition, and works loaned to other institutions.

An adequate number of qualified staff is essential to effectively implement this policy and maintain professional standards for the preservation of the Permanent Collection and borrowed objects. This document addresses all aspects of collections management, including the acquisition, use, and proper care of all objects in MAEA, and the incoming and outgoing loan of objects for exhibitions. Moreover, because policies can become outdated or require modification, procedures for updating this document are also included.

The ultimate responsibility for the Permanent Collection rests with the Museum’s Director and Board of Trustees. The Associate Director for Exhibitions and Collections Management, the Senior Registrars and the curators share the responsibility for overseeing the implementation of the policies. However, in order to be effective, the Museum’s entire professional staff must adhere to the policy’s principles and practices.

The principles embodied herein encompass the following objectives:

· To ensure that objects acquired fulfill the MAEA collection mission and goals;

· To serve as a guide to the prudent acquisition of objects and ensure that specific acquisition standards are met;

· To guide those making decisions concerning the Collection’s growth, decisions which may involve professional, ethical, or legal considerations;

· To acknowledge the MAEA external accountability to the museum profession, to the public, and to the law;

· To protect the Collection, Board, and staff from personal, professional, and political pressures regarding the acquisition, care, and use of objects in the MAEA custody;

· To ensure maintenance of the requisite internal communication, accountability, and continuity between current and future staff members.

· To advance conservation and care of the collection.

· To encourage and facilitate scholarship on the collection to both internal and external scholars.

· To ensure accurate, current, and ongoing documentation of the collection.
I. MISSION AND COLLECTION STATEMENT

A. Mission Statement
The Museum of Ancient Egyptian Art (MAEA) was founded as a non-profit organization in March 1900 to be located in the City of New York, to bring together under one roof artifacts that evidenced the development and history of ancient Egyptian art from the Pre-dynastic period to the Roman Period, for the most part excavated or acquired through our own research missions. The MAEA seeks to be the defining museum of the ancient Egyptian art. The Museum collects, exhibits, preserves, researches, and interprets art of the ancient Egyptian civilization through its different historical periods.
One of the world's great archaeology research museums and the largest museum in the United States with a collection of roughly ten thousand objects, the Museum of Ancient Egyptian Art encapsulates and illustrates the various types of the ancient Egyptian art and its development through the following periods. As a dynamic research institution with many ongoing research projects, the Museum is a vibrant and engaging place of continual discovery, with the mandate of research, teaching, collections stewardship, and public engagement—the four "pillars" of what we do.
B. Collecting Philosophy and Goals
1. Contents of the Collection
The MAEA collects outstanding examples of ancient Egyptian art, in the areas of 
Paintings, Sculpture, Ceramics, Papyrus, and Jewelry. At present, the MAEA does not collect in the areas of architecture art, although it may choose to expand its purview at any time deemed appropriate by the Director and curatorial staff, with Board approval. In the event of such a change, this collection policy must be amended.
2. Collecting Methods
 In order to retain its position as the preeminent museum of Ancient Egyptian Art, the MAEA must spare no effort in raising funds, discovering new sources of support, and cultivating gifts for the Permanent Collection.
Acquisitions must be made in a thorough manner.  Even though the availability of objects can be unpredictable, and occasionally the Director, the curators, and the Registration staff must act quickly to take advantage of unexpected, short-lived opportunities to acquire important works, established policy and procedures must be followed.
As the primary manifestation of our artistic mission, the Permanent Collection provides the foundation for all of the Museum’s public programs, including exhibitions and education.  For this reason, in the context of loan exhibitions, examples from the Permanent Collection should whenever possible, be given the highest exhibition priority.
The Museum must periodically assess the status of its holdings to identify gaps and areas for growth, as it must regularly reassess its collecting priorities.

3. The Importance of Conservation
The Museum’s innovative approach to collecting must never overwhelm its ability to care for the objects already in its possession. For this reason, the facilities for protection and storage of the Collection should be constantly monitored, reviewed, and, when necessary, upgraded and improved.  Conservation treatment funding must meet Collections needs.
C. Committee on Collections

1. Definition
The Committee on Collections is chaired by an appointee of the President of the Board of Trustees and consists of the chairpersons of all Trustees - appointed acquisition committees, the Director, and other Board members or other individuals deemed appropriate by the President and the Director.  The Associate Director for Exhibitions and Collections Management, the Associate Director for Conservation and Research, the Legal Officer, and the Associate Curator for the Permanent Collection attend meetings of this Committee.
2. Procedure
The Committee on Collections has oversight and responsibility over certain administrative and procedural aspects of the permanent collection; votes on works proposed for deaccessioning and permanent joint ownership; periodically reviews the collection policy; recommends changes in the structure, policy, or procedures of existing Trustee - appointed acquisition committees; and proposes the creation of new acquisition committees. It also brings issues affecting the Permanent Collection before the Board of Trustees. The Committee on Collections meets at least two times each fiscal year and as needed. Committee votes are subject to the rules stated in the MAEA By-laws.
II. ACQUISITION
A. General Principles
Museum curators should propose exceptional works of art for acquisition to the collection that significantly further the Museum's stated mission. All works should be in, or capable of being returned to, an acceptable state of preservation, unless the deteriorated physical condition is integral to the meaning of the work. The Museum must be able to display, store, and care for the proposed acquisition according to generally accepted museum practices. The Museum is committed to the principle that all collecting be done according to the highest standards of ethical and professional practice.
B. Acquisition Committees

The overall responsibility for managing the acquisition program rests with the Director of the Museum. Responsibility for overseeing the acquisitions process is shared by the proposing curator, and the Head Registrar, in accordance with policies and procedures set forth in this document.

The Museum of Ancient Egyptian Art (MAEA) maintains six acquisition committees: A Curatorial Committee, which votes on gifts, partial and promised gifts, bequests, exchanges, and purchases (made with restricted acquisition funds); and five Trustee-appointed acquisition committees which vote on purchases using committee-donated funds.
All acquisitions must be voted on and approved by one of these committees. The curators, Director, Trustees, and acquisition committee members may not independently commit the Museum to either purchasing a work or receiving a donation. Final commitment to acquire is secured only through acquisition-committee vote. Purchase or gift agreements cannot be concluded before that time. The acquisition committees have sole authority to apply funds toward the purchase of any work of art. It is the Director’s responsibility to implement the committees’ actions and policies. All works approved for inclusion in the Permanent Collection must be submitted as a list by the Collections Department to the Board of Trustees and ratified at their next meeting. Ratification by the Board of Trustees constitutes the final acceptance into the MAEA Collection. Thereafter accession numbers will be assigned to each new work. A list of works with accession numbers assigned will be submitted at the following meeting as an addendum to the minutes of the previous meeting.
When it is impossible to present before the full Curatorial Committee a work offered as a gift (e.g., end-of-the-year gifts), the Director has discretionary authority to approve gifts, in consultation with a temporary committee composed of presenting curator, other available curators, a conservator, and the Senior Registrar, Permanent Collection. In addition, to qualify as a year-end gift, a signed Deed of Gift must be in hand by December 31 and the work must be at the Museum or in the hands of the Museum's agent, with the exception of partial or promised gifts.
All MAEA curators are involved in defining collecting priorities, proposing works for the Curatorial Committee, and selecting works for consideration by the appropriate Trustee appointed acquisition committee. The curators and the Senior Registrar, Permanent Collection oversees the acquisition activities of the Curatorial Committee. One curator is assigned each year by the Director to work with the chairperson of each Trustee appointed committee and coordinate that committee’s activities.
According to the MAEA’s By-laws, “The presence of one-half of all of the members of the committee shall constitute a quorum, and the vote of a majority of the members present shall constitute the action of the committee. No member of any committee may attend or vote by proxy.” These voting rules also govern the Curatorial Committee. In accordance with the By-laws, at meetings of the acquisition committees where a quorum is not present, the chairman of these committees may, at their discretion, waive the quorum requirement. No member of any committee may attend or vote by proxy.
1.  Curatorial Committee

The Curatorial Committee is a forum for discussion of all curatorial issues. One of its specific purposes is to vote on all gifts, bequests, deaccessions, exchanges, and purchases made with specially raised and restricted acquisition funds.
Definition: 

The Curatorial Committee consists of all permanent staff members bearing the title curator, associate curator, and the Associate Director of Conservation and Research. It also includes the Director. The Committee is chaired by the Director who may designate a curator to chair the Committee in his/her absence. The Director may invite advisory members to attend meetings of the Curatorial Committee.

Procedure: 

The Director, any curator or any associate curator may propose a work for acquisition to the Curatorial Committee, using the Proposal for Acquisition form. The Senior Registrar, Permanent Collection will assure that the work is on premises or in the Museum's control, and thereafter will submit a list for approval at the next curatorial meeting. The Conservation Department will examine most proposed acquisitions prior to their shipment to the Museum and presentation to the Curatorial Committee. 

The list will be annotated when specific works present concerns including but not limited to high value, unusual storage costs or conservation considerations. 

Once per year, at meetings of the Curatorial Committee, each curator will present highlights of all acquisitions acquired in the previous 6 months by their acquisitions committees.
2. Trustee-Appointed Acquisition Committees

Definition: 
The MAEA maintains standing acquisition committees, each chaired by a member of a Board of Trustees. Currently, there are Five Trustee-appointed acquisition committees:
         (Paintings, Sculpture, Ceramics, Papyrus, Jewelry)
The acquisition committees do not have a fixed number of members. However, each member is expected to make a predetermined minimum annual contribution (with the exception of members of the artistic or academic community). Prospective committee members may be proposed to the Director by the committee chairperson, existing committee members, and the curators. Committee members need not be Trustees. They are selected for their interest in ancient Egyptian art and their interest in supporting the MAEA in helping to build the Permanent Collection. The chairpersons are appointed by the President of the Board, with the approval of the Board of Trustees. The Chairpersons are elected to serve three-year terms, renewable by the Museum's President, with the approval of the Board of Trustees. Minimum annual contributions for membership are determined by each committee.

Procedure: 

The Committee chairperson is responsible for chairing three meetings each fiscal year. He or she meets periodically with the appointed curator to determine the agenda and the list of proposed acquisitions for each meeting. The appointed curator or another curator should complete Proposal for Acquisition and Acquisition Justification prior to each meeting. The sponsoring curator also presents works to the committee or arranges for other curators to make presentations. The committee may discuss the works at any time during the meeting. However, voting does not take place until after all works have been presented. This gives committee members the opportunity to prioritize their choices in relation to the total funds available.
The Director may propose to one committee that a work be purchased jointly with another. The Director indicates the amount of financial support he or she is requesting from the first committee, and then a vote is taken. If support is approved by one committee and not the other, the Director informs the first committee that support is not forthcoming from the other committee, so that the first committee's members have an opportunity to rescind their financial support. The Director has the option of trying to find funds from another source to complete the purchase.
C. Areas of Acquisition
The focus of the MAEA’s acquisition committees should be on the quality of a work of art and its significance to the Permanent Collection, and must never be restricted by traditional media definitions. The Museum of Ancient Egyptian Art therefore strives to adapt its policies and committee structures so that, within certain practical and economic limitations, it can follow whatever directions contemporary art may take. Works in all appropriate media may be acquired through purchase, donation, bequest, or exchange.

D. Criteria
Objects are added to the Permanent Collection by means of gifts, bequests, purchases, exchanges or any other transactions by which title to objects can legally pass to a museum. All works formally entering the Permanent Collection must pass under the review of the Curatorial Committee or one of the acquisition committees. Although the Director retains primary responsibility for the Museum’s Permanent Collection, no work will enter the Permanent Collection unless it is voted on and approved by an acquisitions committee, or if a gift, by the Curatorial Committee. It may be necessary to implement special temporary committee procedures for accepting gifts of work of art at “year-end,” when tax laws make the timing of such contributions attractive to donors.
An object is eligible to be considered for accession into the collection provided it conforms to the following criteria:
1. Object Requirements

Recognizing that the primary role and responsibility of the MAEA, as the custodian of an Egyptian cultural heritage, is to care for, preserve, and share the works of art it acquires, the Museum of Ancient Egyptian Art must weigh the physical conditions and requirements of potential acquisitions against their potential artistic importance. Works of art considered for acquisition:

· Must be in the best possible condition when compared to other available works.

· The object must be in stable, presentable condition for exhibition or be able to be properly treated so that it can be exhibited. 

· No work having major damage should be accepted unless the possibility for conservation has been assessed in advance of a committee vote. Donors should ideally be approached about contributing the required conservation and associative funds. A vendor should always be asked to reduce an object's selling price by the amount required for immediate conservation treatment.

· In the event that a unique and important object becomes available which is in less than good condition, and it cannot be restored, the Museum’s Director, curators and Associate Director of Conservation and Research shall determine whether the work has sufficient art historic and aesthetic significance to outweigh the defects of its condition. If such a determination is affirmative, a work in less than good condition may be presented to an acquisition committee.

2. Fit with Collection

The object must be consistent with and appropriate to the scope of the Collection goals and the MAEA’s mission or be so unusual that it presents an exceptional opportunity for the MAEA and should therefore be given preferential consideration.
3. Exhibition Potential
The object must have potential for exhibition and study.

4. Conservation Concerns
The object can be properly cared for by the MAEA staff and the costs of conservation, preventive maintenance, storage, exhibition, documentation, or transportation will not override the intrinsic value of the object.

5. Intellectual Property Rights

The object must be free of rest raining intellectual property or title rights and it must be possible for a satisfactory resolution of any copyright or trademark issues or other restrictions or conditions to be effected.
6. Price

If an object is acquired by purchase, the purchase price should be fair and in line with current market values for comparable works of art. Judgement should be made as to whether there is the possibility of obtaining a similar piece as a gift.
7. Collection Management Costs 

When a large collection of objects is being considered for acquisition, the indirect costs of that collection’s management should be estimated prior to the time of acquisition. The impact upon the Museum’s staff and resources should also be addressed, including: storage, conservation, cataloguing, computerization, research, photography, installation, and publicity. The sponsoring curator should discuss these concerns with the Senior Registrar, Permanent Collection and Associate Director for Conservation and Research, prior to submitting the Proposal for Acquisition forms. A budget for processing a large collection should be established prior to its arrival on the premise.
E. Provenance Guidelines
a. Inquiry and Research

The Museum is guided by the Association of Art Museum Directors (AAMD), “Guidelines on the Acquisition of Archaeological Material and Ancient Art,” revised 2013; and the American Alliance of Museums (AAM), “Standards Regarding Archaeological Material and Ancient Art” June 2008.

All items must have free and clear title. For the purposes of this policy, “free and clear title” means that there is no outstanding lien, encumbrance, mortgage, security interest, or other hypothecation of an interest in the item, and there is no outstanding legal claim (pending or threatened), financial or otherwise, involving the item to be acquired.
The Museum shall rigorously research the provenance of a work of art prior to acquisition to determine that the Museum can obtain clear title. Such research should include, but is not necessarily limited to, determining:

· the ownership history of any ancient art; including making a rigorous effort to obtain accurate written documentation with respect to its history, including import and export documents;
· the countries in which the ancient art has been located and when;

· the exhibition history of the ancient art, if any;

· the publication history of the ancient art, if any;

· whether any claims to ownership of the ancient art have been made;

· whether the work of art appears in relevant databases of stolen works;
· whether the acquisition of the work raises any specific known legal compliance or ethical considerations;

· the circumstances under which the ancient art is being offered to the Museum
The Museum will require sellers, donors, and their representatives to provide all information of which they have knowledge, and documentation that they possess, related to any archaeological materials or ancient art being offered to the Museum, as well as appropriate warranties.
The Museum normally shall not acquire a work unless provenance research substantiates that the object was outside its country of probable modern discovery before 1970 or was legally exported from its probable country of modern discovery after 1970.
If the Museum, as a result of its continuing research, gains information that establishes another party's right to ownership of a work, the Museum shall bring this information to the attention of the party, and if the case warrants, initiate the return of the work to that party. In the event that a third party brings to the attention of the Museum information supporting the party's claim to a work, the Museum shall respond promptly and responsibly and take whatever steps are necessary to address this claim, including, if warranted, returning the work.
b. Publication and Display

the Museum shall publish an image (or representative images in the case of large groups of objects) and relevant provenance information online and display the acquisition as soon as practicable.

c. Legal Considerations
Museum acquisitions must comply with all applicable local, state, and federal U.S. laws, most notably those governing ownership and import of works of art, such as the National Stolen Property Act (NSPA), the Convention on Cultural Property Implementation Act (CCPIA), sanctions enforced by the Office of Foreign Assets Control (OFAC), the Convention on International Trade in Endangered Species of Wild Fauna and Flora (CITES) and the Native American Graves Protection and Repatriation Act (NAGPRA). Since the status of a work of art under foreign law may bear on its legal status under U.S. law, the Museum shall review relevant foreign laws before making an acquisition.
d. Warranty and Indemnification
When purchasing works of art, the Museum will seek representations and warranties from the seller that the seller has valid title and that the work of art is free from any liens, claims and encumbrances. The Museum will also seek indemnification for a full refund for the work of art in the event of any breach of warranty.
F. Acquisition Transactions

1. Gifts Categories

a. Gift: 
Any donation of art by an individual or organization is categorized as a gift. To make a valid gift, there must be a clear intention on the part of the donor to transfer title and possession of the property. It is essential to the validity of such a gift that the transfer of both possession and title shall be absolute and shall go into immediate effect. The donor must intend not only to turn the work itself over to the Museum, but also to relinquish the right of dominion. The law will not recognize a gift where there is reserve to the donor any power of revocation or control. After a work is accepted by the Curatorial Committee, the donor is required to sign a standard Deed of Gift; this commits the donor to the above criteria. Upon receipt of the Deed of Gift, the work will be presented for ratification at the following Board meeting.
b. Promised Gift: 

A donor may make a promised gift to the Whitney. A promised gift is a commitment by the donor to give a work to the Museum. All promised gifts must be presented to the Curatorial Committee for a vote. The Conservation Department will examine all proposed gifts prior to their presentation to the Curatorial Committee. Once the Committee accepts a work, the donor is required to sign a Deed of Promised Gift. The donor may either retain the work until the gift is completed or allow the Museum to retain the work in its custody from the time the Promised Gift form is signed. Owners of promised gifts who maintain custody must allow the Museum to borrow the works for exhibition, and to administer loans of the promised objects.
c. Partial and Promised Gift: 

A donor may give part of a work and promise to give the remainder of the work at a later time. This arrangement is called a partial and promised gift. Acceptance of a partial and promised gift is determined by a vote of the Curatorial Committee. Upon acceptance, it is required that a partial and promised gift agreement be signed binding the donor to complete the gift at or before his/her death. Donors should consult with their tax and legal advisors to ensure that the gifts are made in accordance with applicable law. 

d. Property:
On rare occasions, a work that is not suitable for the Permanent Collection will be accepted as Property. In this instance, the work is catalogued and photographed but not given a Permanent Collection accession number. It is the Museum’s policy to severely restrict the number of works accepted as Property. Furthermore, the museum should regularly review and reduce the number of property items. Objects as Property are held for the period required by law for the donor to receive a maximum tax deduction, unless the donor agrees to allow disposal sooner.

2. Purchases

Objects categorized, as purchases are those works bought with endowed funds, acquisition-committee funds, and restricted funds given to the Museum by a private source, or any combination thereof. 
The identity of the seller in a sale must be clarified, especially in sales from an auction house or dealer when the actual owner may be a cosigner. This status must appear on the sales contract or other sales documentation. To protect against misrepresentation by a seller, it is critical that, prior to purchase, the object ownership be thoroughly studied. The curator must insist upon full documentation from the seller when provenance is an issue. Although warranty of title is implied in every sale of a work of art, the Museum's Standard Purchase Agreement must be used or the vendor's bill of sale must be evaluated for warranty of title to ascertain that vendor conveys good title, free from encumbrances.
The MAEA will pay for purchases only after the object is received in order to ensure that:

· The correct object has been received. 

· The object is complete (i.e. any and all components have been received). 

· The condition of the object is acceptable.

No object shall be purchased or accepted unless it meets the above criteria.
3. Exchanges

Objects may be acquired via exchange of one work for another. This may take the form of trading with the estate of another institution or other source. The Permanent Collection object being exchanged must first be deaccessioned. After an advanced discussion with the Curatorial Committee, the sponsoring curator must complete a Proposal for Acquisition form for formal presentation. All records should indicate the circumstances of the exchange, and all objects selected to replace deaccessioned objects must be approved by the Curatorial Committee and the Committee on Collections, and then ratified by the Board of Trustees.
4. Bequests

When the Museum is first notified that it is a beneficiary, the curators must determine the specific objects included or any terms of the bequest. A copy of the will, or pertinent portion thereof, should be obtained from the estate, by the Legal Officer, so that the nature of the gift can be verified. Photographs of the object(s) should be requested. Bequests do not have to be accepted. The curators may recommend to the Director that all, some, or no objects are accepted for the Collection or that all, some, or none is accepted as property to be sold to benefit the Collection. If, after the curator decides to proceed with the acquisition, a Proposal for Acquisition form must be completed and the curator must present the works to the Curatorial Committee for approval. The appropriate curator notifies the executor of the estate of the Museum’s intentions. The works are brought into the Museum and voted on by the Committee. The estate is then notified as to which works have been accepted. Refused bequests should be returned immediately to the estate and in no instance may they be held by the Museum for longer than two months. If the intended gift is not appropriate or is not accepted, suitable recipients should be suggested to the executor of the will.
For accepted bequests, a copy of the will, all codicils, and the letters of testamentary should be obtained and kept in the records of the Permanent Collection. All releases or receipts must be signed by the Senior Registrar, Permanent Collection.
5. Acquisition Restrictions

By resolution of the Board of Trustees (January 22, 1974), it is the policy of the Museum of Ancient Egyptian Art that staff not be permitted to accession works that are restricted with respect to their exhibition, maintenance, or disposal. Once the MAEA takes possession of an object, it should have the sole right to determine how and when that work is shown, safeguarded, or deaccessioned, subject to standard museum practice.

Under rare circumstances, the Museum may agree to accept restrictions on a work of art, in which case a formal justification must be included in the Proposal for Acquisition. Any restrictions on a work or a collection of works (other than reproduction restrictions) must be presented to the Director and the Committee on Collections, which will make a recommendation to the Board of Trustees or Executive Committee for approval.

6. Permanent Joint Ownership

Transactions involving binding terms for permanent joint ownership of an object must be reviewed and approved by the Director and will be reported to the Board of Trustees, Executive Committee, or Committee on Collections.

7. Documentation of Approved Accessions

Accessioning is the formal process used to accept and record objects in the Permanent Collection. Basic to the Museum’s responsible management of artworks is the proper documentation of accessioned objects. This documentation includes up-to-date written records of all activities affecting collection items (and items left in the MAEA’s custody), such as original purchase documents, basic catalogue information, shipping documents, physical condition, and provenance.
The Collections Department is responsible for supervising the creation and maintenance of a centralized body of manual and computerized accession records and other documentation related to acquired works. Acquisition documentation must be produced and updated in a consistent, accurate, complete, and timely way

III. LOANS
A. Incoming Loans
Incoming loans of objects for exhibition, research, identification or educational purposes are arranged and approved by the appropriate Curator for up to one year, after which a request can be made for an extension. Incoming loans must be accompanied by a written agreement between the lender and the MAEA staff member requesting the loan. The lending institution must notify MAEA in writing, of all terms and conditions governing a loan. The MAEA will exercise the same care with respect to loaned material as it does in the stewardship of its own collections. When appropriate, and with the lender’s permission, incoming loan materials will be treated for pest infestation upon arrival at the MAEA.

The Museum will not borrow objects that are known to have been collected or imported in violation of state, federal or international restrictions, or which may otherwise place the Museum in a compromising legal or ethical position. If such information becomes known after the loan has been received, the problem should be referred to the MAEA Collections Committee and Senior Managers for resolution.

Objects, which are damaged or lost while in custody of the MAEA, must be immediately documented in writing and the lending institution notified. Questions about insurance or other costs relating to damage or losses must be referred to the Curator or Collections Manager.
Shipping and insurance arrangements on incoming loans must be agreed to in advance by both parties in writing. Ultimately, Materials on loan to the MAEA may not be transferred or loaned from the Museum to a third party without explicit written permission from the lending institution.

B. Outgoing Loans 
As an important means of fulfilling the educational and scholarly purposes of the Museum's Charter, the Museum lends works of art from its collection to qualified institutions, in this country and abroad. The Museum wishes to cooperate with as many qualified institutions as possible to share its encyclopedic collection with the widest possible public, both general and scholarly. The Museum is itself an active borrower and therefore must have a Collection loan system in place.
1. General Criteria for Loans
1. For consideration by the Museum a formal written request must be received from an organizing/inquiring institution as follows:
a. Loan requests must be received for domestic venues at least six months in advance of the exhibition opening date. All supplementary materials for any domestic request (slight changes in dates of exhibition, facility reports, etc.) must be received no later than four months in advance of the exhibition opening date in order for the request to be considered. 

b. Loan requests must be received for foreign venues at least nine months in advance of the exhibition opening date. All supplementary materials for any domestic request (dates of exhibition, facility reports, etc.) must be received no later than seven months in advance of the exhibition opening date in order for the request to be considered. 

c. After a loan has been approved, the Museum requires any additional works requested for loan and/or any additional venues requested for an exhibition tour be submitted for review at least three months in advance of the opening date of the exhibition.

2. Each loan must be approved for a specific period and specific venue(s). 

3. The Museum may require inspection of the object(s) by a member of the Conservation or Registration Department during the period of the loan. 

4. An exhibition may not be composed entirely of Permanent Collection objects unless it is curated by a MAEA staff member and is treated as a permanent collection show. 

5. The number of objects approved for loan in a borrower’s exhibition is limited to twenty percent of the total number of objects in the exhibition. Any number beyond twenty percent will only be made by special arrangement and will entail a special fee to be negotiated.
2. Evaluating Loan Requests from Museums

Loan requests are judged on the basis of the following considerations; the availability of the object; ability of the object(s) to withstand the physical conditions presented by the loan (packing, transportation, handling, light, climatic conditions); adequacy of the proposed borrower’s facility and ability to meet required security standards; amount of lead time given to properly prepare the loan; importance of the exhibition; whether or not a scholarly catalogue will be published in conjunction with the project; the importance of the solicited object(s) to the exhibition; the loan history of the work; the physical condition of the object; the time and costs of any required conservation of the work; the ability of the borrower’s staff to handle and install the object(s); the availability of an appropriate MAEA staff member trained to accompany, unpack, install, dismantle , and repack the loan if necessary.

3. Approval Authority

The Senior Registrar, Permanent Collection, the appropriate curator, and the Director in accordance with the Loan Procedure Policy review all loan requests. If loans are not initially refused, they are also reviewed by a member of the conservation staff. If disagreements arise, a loan committee meeting is called and the loan is discussed. The committee is made up of the Director, Senior Registrar, Permanent Collection, appropriate curators, Associate Director for Exhibitions and Collections and Associate Director for Conservation and Research.

Objects valued at five million dollars or more are presented to the Board of Trustees or the Executive Committee of the Board (whichever group is scheduled to meet soonest) for final approval. 

4. Notification, Arrangements and Expenses

It is the responsibility of the Registration Department to inform potential borrowers as to whether or not requested objects have been approved for loan, to outline and communicate loan stipulations, and to follow through on loan commitments.

5. Non-Qualifying Requests for Loans

A request for Loan will be refused if the object is to be exhibited in a non-public space to be used for promotional, propaganda, or non- aesthetic purposes of the borrower.
6. Loans to Non-Museum Borrowers

1. Commercial Galleries
The MAEA does not generally lend to commercial galleries. Exceptions may be made when requests demonstrate strong intellectual merit and unique educational benefits to the public and the work will be adequately protected and car for.
2. 2. Government Loans

Selected government agencies may borrow objects for educational purposes and must be capable of providing museum quality professional care for the objects.
7. Exchange Loans

Occasionally a request is presented for an “exchange” loan from the Permanent Collection, to fill a blank in a lender’s own gallery created by a loan coming to the MAEA. Such special requests are granted only rarely and shall be reviewed by the Loan Committee. It is preferred that the borrower absorb all related expenses. 

8 Loan Fees
1. Because operating a Permanent Collection loan program is expensive and labor-intensive; the Museum defrays the cost of administering the program by charging Loan Fees. 

2. The Loan Fee schedule is reviewed every five years, or sooner if necessary, by the Loan Committee, and modifications are made as necessary. 

3. A higher fee schedule is applied if a loan request is received less than six months prior to the opening date of the involved exhibition, or if the borrower is a for-profit institution, or if the loan is international.
4. The loan fee policy was instituted with two supporting principles: that all borrowers are obligated to help absorb loan administration costs and that the fairest way to enforce the policy is to make no exceptions. Responses to requests to waive Loan Fees are handled by the Loan Committee. 

5. Fees are non-refundable and must be paid before loan agreements the work is shipped to the Borrower. 

9. Couriers
It is sometimes necessary for the safety of art objects to have them accompanied and/or installed by a qualified person. The designated MAEA courier must be a professional who is trained to evaluate the condition of the object and its special requirements; who is trained in art handling; and who is experienced with transport procedures. Courier assignments are the responsibility of Senior Registrar, Exhibitions to whom the assigned courier is responsible for the execution of all courier duties. Courier assignments are never used as staff “perks” or to defray the cost of travel or project budgets created for other purposes.

10.   Insurance
As the Museum insures its collection under a blanket fine arts policy, it will, in order to manage its resources, charge borrowers a pro rata amount for insurance. Exceptions for special circumstances will be considered (loans to earthquake regions, reciprocal loans, loans to selected government agencies or offices, selected foreign indemnities).
IV. DOCUMENTATION

The Museum, through its curators, Registrar and conservation department, will maintain accurate, up-to-date records on the identification, location and condition of all objects in the Collection and appropriate records of deaccessioned works, as well as of ongoing activities such as exhibitions, loans, and research and correspondence with donors, artists and scholars. These records should be kept in an organized, coherent filing system and should be referred to the Museum Archives on a regular basis. In particular, these records should include at least the following, where the information is reasonably available:

1. The name, address and phone number of the person or institution from whom a work was acquired or to whom it was deaccessioned or loaned.

2. A description of the object

3. The object’s current location

4. The terms and any other material facts regarding the acquisition, deaccession or loan of a work

5. A copy of the document conveying the object to or from the Museum

6. If the work was accessioned or sold pursuant to New York’s abandoned property law, copies of all search and notices generated in compliance with that law. 

In addition, the Museum will maintain files that include an object’s registration number (accession number or temporary receipt number), legal status of the objects (e.g. whether the object is temporarily in the custody of the Museum, on loan, or owned by the Museum, and, if owned, whether title was acquired by gift, bequest, purchase, transfer, or exchange). Furthermore, the museum will maintain also the activity and history of the object within the Museum (e.g. transfer of stewardship between departments and record of their movement at all times), loan and exhibition history, and exact credit line at time of acquisition.

All records created or received in the transaction of the Museum's proper business are the property of the Museum and must not be dispersed or destroyed except in accordance with its record retention policy. The Museum will review inactive records and will, as appropriate, transfer those of continuing interest to the Archives, maintain them for reference use elsewhere in the Museum, or discard them in accordance with Museum policy.
The Museum shall make available to authorized persons (including qualified researchers and scholars) materials relating to the Collection and incoming and outgoing loans unless they are confidential or would suffer physical harm if handled. The Museum’s Collection must be inventoried under the supervision of the Registrar, or in the case of Film, under the supervision of the Film Collection Manager, as well as periodically by Chief Curators, and the resulting inventories must be maintained, corrected, and updated on a continual basis. 
V. COLLECTIONS CARE
The Museum of Ancient Egyptian Art is first and foremost a repository of works of art, and its mission requires the care of works of art in its collection. The Museum shall conserve works of art in accordance with the highest standards. The Museum shall provide a safe and appropriate environment for the collections, with effective security and environmental control, for the benefit of present and future generations. The Museum shall maintain a Collections Emergency Plan. The Museum's conservation standards shall be maintained for works of art on loan to the Museum or borrowed from the Museum.

The Museum's Conservation Departments are charged with the long-term care of the collection and shall maintain exact documentation on all examination and treatment work. The Museum recognizes the importance of scientific research in the examination and analysis of works of art in its collection. The Museum's Conservation Departments and the Department of Scientific Research share responsibility for the technical examination of the Museum's collection and for the development of long-term preventative methods and conservation strategies.
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