The Model for data registration

General instructions for data registration:

-       Complete the model for data registration as far as possible.

· Always fill in the inventory number, date, and the name of the person who compiled the

        description.

· Other compulsory fields (printed in bold) must be filled in. Use the existing fields as much as 

possible. Use the field ‘comments’ at the end of each section for any comments that are not covered by the other fields.

· If the work in question comprises several, separate parts, it may be necessary to describe these 

individually. Use one model for data registration to describe the entire object. Then use a new form for data registration for each part. Only fill in the fields that are relevant to that specific part of the object. Do not forget to fill in the inventory number and the serial number of the part that is being described. 

· Where necessary, use additional sheets to specify general information. If a field cannot be filled 

in, do not leave it empty. Fill in ‘unknown’ or ‘not applicable’ where necessary.

-       If the accuracy of the information being provided is in doubt, indicate with a question mark (?).

· When information in a field is altered, add the name of the person who is making the alteration 

and the date the changes were made.

· The standardisation of the terminology used is crucial to information retrieval and automation. As 

far as possible, use the same key words and terms for the same concepts. Preferably use existing lists. During the working process, add the terms that are used in the museum to these lists. Periodical checks and additions will create a practical list of approved and preferred terms. 

· Use standard English and recommended spelling (no slang or colloquialisms).Use the singular 

wherever possible. Avoid articles (definite and indefinite). Only use capitals for proper nouns.

· Names should only be written as follows: Surname, initial(s), preposition (e.g. de, du, van, von).

Examples:
Maria, Nicola de 

Wandesheim, Peter von

· Place names should be in order from the specific to the general.

Examples:
Oxford & Oxfordshire & England & United Kingdom



Amersfoort & Utrecht & Netherlands

· Key words within in a single section should be written in order of importance, from the general to 

the specific.

Example:
Object & plaque

-       Apply the following rules for punctuation:



:
Colon for separating different elements


&
Ampersand when more than one key word is used in a single field


()
Round brackets after a key word to enclose detailed information



;
Semi-colon in lists



=
Equal sign for separating elements in a series


[]
Square brackets to indicate indirect information

-       Record data as follows:



YY-MM-DD



Note the year using four digits:



1935=1949


1920 (c.)



1889 (before)



1975-04-24

* * * * *

The model for data registration 

Compiled by: 

Date:

1. identification

1.1 Name of institution

Examples:
Moderna Museet (Stockholm)

Stedelijk Van Abbemuseum (Eindhoven)

1.2 Inventory number

Fill in inventory number. In the case of objects that consist of more than one part, give each part a serial number based on the inventory numbering. Use zeros before the numbers if the system requires this.

Examples:
1807 A-E (whole)
1807-A (table)



1807-B (chair)
1807-D (chair)



1807-C (chair)
1807-E (chair)

1.3 Artist’s name

Artist’s full name. Use the name most used within the art world. Where necessary, note other names by which the artist is known in round brackets. Notation: see General Instructions.

Examples:
Broodthaers, M.



Constant & (Nieuwenhuis)

1.4 Complete title

Fill in full title of the work. Note possible variations separated by a semi-colon (;).

Example:
Città Irreale

1.4.1 Identification

Name and position of the person who gave the work its title if it was not the artist. 

Example:
Title 1; title 2 (title changed by artist 1990-03-05).

1.5 Dating

Fill in the date the work was made.

Notation: 
YY-MM-DD

Examples:
1983
1980=1985



1989 (c.)
1970 (before)



1965 (after)
1975-04-24

1.6 Key word for object

Using a key word or a combination of key words from the list of approved terms, indicate here which group or what kind of art works the object belongs to. For example: assemblage, installation, environment, relief, sculpture, object, painting.

If the object belongs to different groups or types, separate the key words using ‘&’ (ampersand). When in doubt about the use of a particular key word, use a question mark in round brackets: (?).

Examples:
relief



object & plaque



installation (?)

1.7 Style/movement

Using a key word or a combination of key words from the list of approved terms, indicate to which style and/or movement the object belongs. Examples: Minimalism, Conceptual Art, Photorealism, Zero Movement, Pop Art, Realism. If an object can be placed in several styles or movements, separate the key words with ‘&’ (ampersand). When in doubt about the use of a particular key word, use a question mark in round brackets: (?).

1.8 Meaning of the art work

Indicate whether the decision-making model for the object has been completed. Use a specific code to indicate where this information may be found. 

N.B.: If there is no completed decision-making model, collect and record as much of the following data as possible:

· Artist’s comments about the intentions underlying the work. Sources such as letters, interviews, 

notes, texts with notations about the use of materials, the means of presentation, means of preservation, ideas about restoration and conservation.

· Art-historical interpretations of the meaning of the work.

See Dcision-making model.

1.9 Additional comments

Record here, in full, any additional information concerning the identification.

Example: 
Artist’s proof.

2. location

2.1 Location of the object

Using a specific code or sign to show where the object is situated, record the date the object was first moved to that location. Avoid unclear notations such as ‘in the cupboard, third shelf on left’. If a work consists of more than one part, state the location of each part.

Examples:
depot cupboard 5 : drawer 2 : 1990-05-12



depot case 057 : 1807-A (table) : 1993-07-29



depot case 153 : 1807-B (chair) : 1993-07-29



gallery 2 : 1996-01-14

2.2 Location of packing materials

2.3 Additional comments

Record here any additional comments about the location of the object in full.

Example:
The work should be stored horizontally.

3. description

3.1 General description

Give a short description of the art work. Record aspects such as colour, represen-

tation or other factors that are visible but which cannot be described in another field.

Example:
Table and four chairs made from waste objects of different 



colours and materials threaded together. 



(for: ‘One Space, Four Places’, Cragg, Tony 1982)

3.2 Illustration/Reproduction of the work

State here whether images of the work exist. Use a specific code or sign to 

indicate where the images can be found. Use a separate sheet ‘Illustrations’ to record as much data as possible about the images. Use the list of approved terms for ‘Illustrations’.

3.3 Number of parts

State here how many parts the work consists of. Specify the separate parts in round brackets.

Examples:
5 parts (1 table, 4 chairs) 



(For: ‘One Space, Four Places’, Cragg, Tony 1982)



 parts (Eve; Adam & plinth)



(For: ‘Adam and Eve’, Brancusi, Constantin 1916-1924)

3.4 Complete: yes/no

State here whether the work is complete or not. Record – as far as possible – which parts are missing.

3.5 Certificate: yes/no

State whether there is a certificate for the work and, using a specific code or sign, indicate where the certificate can be found.

3.6 Signature: yes/no

Indicate whether the work is signed. If it is, record the following facts about the signature:

-        the literal representation of the signature, where possible

-       where the signature is on the object

-       the method used to make the signature.

Example:
M.B. (verso) & (in red felt-tip pen(?))



(For: ‘M.B.’, Broodthaers, Marcel 1970-1971)

3.7 Inscription: yes/no

3.8 Legend: yes/no

3.9 Label: yes/no

Indicate whether the work contains a legend. Delete what is not applicable and record, as accurately as possible, the literal reproduction of the inscription, legend or label. Make a sketch if necessary. Then indicate the position of the lettering on the object and how it has been applied. 

Example:
legend yes

tomba della caccia (upper edge of crucible) & (text has been cast with the object & partially illuminated with gold leaf).



(For: ‘Tomba della caccia’, Siebelt, Ben 1991)

3.10 Dimensions

Note the height x width x depth, where relevant diameter and/or circumference of the object. State the measuring unit and, in round brackets, the part of the object that has been measured. 

Finally state the circumstances in which the object was measured.

Examples:
78 x 308.5 x 15 cm (whole)



50 x 180 x 15 cm (freighter)



73.5 x 115 x 13.5 cm (sail boat)



whole object measured : hanging in exhibition



(For: ‘Freighter and Sailboat’, Oldenburg, Claes 1962)

3.11 Weight

State the object’s weight and, in round brackets, indicate which part of the object has been weighed.

State the circumstances in which the object was weighed.

Example:
35 kg (whole: weighed in gallery Wide White Space, Antwerp)

3.12 Material key word

Using one or more key words, indicate here from what material or materials the object has been made. Use the list of approved terms for ‘materials’. Avoid using brand names as much as possible.

When the precise nature of the material is not known, write a material group (e.g. wood, plastic, leather, metal etc.).

Examples:
plastic



ebony & acrylic-styrene-acrylonitrile-terpolymer



wood (& mahogany)

3.12.1 Specifications

Using one or more key words, indicate what kinds of materials have been used, applying the following categories. (For this field a separate sheet entitled Material Data can also be used to provide as many details about the materials as possible.)

Example:
materials:wood
plastic



prefabricated parts:
brick
light bulb



reused objects:
plastic bottles
book



immaterial aspects:
rotating movement






sound
smell



additional original material/spare parts supplied by artist:






blue dye



appliances/accessories: 





transformer
slide projector
3.12.2 Condition key word

Using a key word, indicate what condition the material is in: good, moderate, bad.

n.b. The attribution of these key words is largely subjective. The exact definition of the key words should be agreed upon within the museum. This field is primarily concerned with the condition of the material.

Determining the condition of the object is highly complex. Data relevant to this can be collected using the model for condition registration.

3.12.3 Additional comments

Write in full any additional remarks about the description of the object.

4. production

4.1 Location of production

State where the work was made.

Examples:
New York (& United States)



Haarlem (& The Netherlands) 

4.2 Production method/technique

Briefly describe how the work was made. Provide as much information as possible about the following aspects.

4.2.1 The production process used in the work

For example
by the artist’s own hands;



by a company commissioned by the artist;



in a workshop, with practical help from assistants;



a purely conceptual work;



a combination of the four points mentioned above

4.2.2 Production method

Example:
welded tube frame

4.2.3 Tools and equipment used

Example:
arc welder

4.2.4 Documents relevant to the production

Example:
drawings, photographs, pictures, videos

4.2.5 Persons involved

Example:
family, friends, assistants who can be consulted

4.2.6 Literature

If no information is available for this field, fill in ‘unknown’.

4.2.7 Comments

Note here, in full, any additional remarks about the production of the object.

5. handling and storage of the object

5.1 Past treatment

Indicate whether the object has undergone any treatment in the past. Describe the treatment briefly and, using a specific code or sign, indicate where data concerning earlier treatment can be found.

5.2 Completed model for condition registration 

Indicate whether a model for condition registration has been completed for the object and, using a specific code or sign, indicate where these data can be found.

5.3 Storage conditions

State the preferred storage conditions for the object. 

Record any details concerning: 

-       storage

-       packing material

-       climate (temperature level, rH, light level and degree of air pollution)

Example:
the object must be stored on a rack and protected by a cotton 



cover



temperature 10oC(±3) per 24 hrs, rH 40%

5.4 Maintenance

Describe here the maintenance that should be carried out on the object and how often this should take place. Use a specific code or sign to indicate where the maintenance reports can be found.

5.5 Handling

Accurately describe the guidelines that apply to moving the object. Indicate the following:

-       the number of people required to move the object

-       what ‘instruments’ are needed (for instance: only handle with gloves, use a fork-lift truck to lift it)

-       indicate where the object should be held for lifting and how it should be handled

(for instance: do not lift from the cage construction; only handle the wheeled undercarriage)

5.6 Transportation

Indicate how and by what means the object can or should be transported. Use the separate sheet ‘Transportation conditions’ to list as many specifications as possible concerning transportation conditions.

5.7 Exhibition procedures

Indicate whether or the not object may be exhibited. Using a specific code or sign, state where the documentation for the decision-making process can be found. Use the separate sheet ‘Exhibition conditions’ to record as many details as possible about the exhibition conditions. 

5.8 Lending

State whether or not the object may be lent out. Using a specific code or sign, state where the documentation concerning the decision-making process can be found. Use the separate sheet ‘Lending conditions’ to record as many specifications as possible concerning the required conditions for loaning the object.

5.9 Additonal comments

Any extra comments about how the object should be handled, written in full. 

6. presentation/installation

6.1 Particular conditions

State any particularities relating to whether or not special conditions are required for the installation of the object. Using a specific code or sign, indicate where these data can be found. Use the separate sheet ‘Presentation/Installation specifications’ to record as much information as possible.

6.2 Additional comments

Any additional comments about presentation/installation written in full.

7. literature/correspondence

7.1 Exhibitions, internal/external

State the title, location, place and date of internal and external exhibitions in which the object has been displayed.

Example:
Robert Ryman, London Tate Gallery beginning 1993-02-17 end 
1993-04-25

7.2 Literature on the art work

Provide a list of literature. Only literature on the object in question.

7.3 Correspondence

Indicate whether there is any correspondence about the work. Provide a brief description of the subject and use a specific code or sign to state where the correspondence can be found.

Example:
correspondence: yes: dossier 1807 (acquisition and damage)

7.4 Comments

Any additional comments about literature/correspondence written in full.

8. the artist

8.1 Interview with artist: available/unavailable

State here whether an interview with the artist exists and where the transcript of the interview can be found.

8.2 General information about the artist: present/absent

Indicate whether there is a file containing general information on the artist. Using a specific code, indicate the location of this file.

n.b. If no such file exists, collect and note as many of the following facts as possible:

-       personal details about the artist

-       artist’s address

-       names and addresses of people associated with the artist

-       extra information about the artist.

9. acquisition

9.1 Key words for acquisition

Fill in how the museum acquired the object.

Examples:
purchase
on loan
conveyance
exchange
gift
legacy

9.2 Acquired from

Fill in the name of the person or institution from which the object was acquired.

Example:
gallery Wide White Space (Antwerp)

9.3 Date of acquisition

Fill in date of acquisition.

Notation: 
YY-MM-DD

9.4 Provenance

State here whether there is information on the object from the time before it was acquired by the museum. State in brief the kind of information and, using a specific code or sign, indicate where the relevant documents may be found. 

9.5 Purchase price

Fill in the price paid for the work. Indicate the exchange rate for the day the object was purchased.

9.6 Insurance value

Fill in the insurance value of the work. State the date this amount was established.

9.7 Additional comments

Record here any additional information about the acquisition, written in full.
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The models were developed by Lydia Beerkens, then conservator-researcher with the Foundation for the Conservation of Modern Art. She drew up the data registration with Maaike Ramos-van Rossum (from a graduate project at the Reinwardt Academy, Amsterdam). The editor was Romy Buchheim, a graduate of Conservation and Management at the same Academy, who also designed the Model for data registration linked with other databases. The English version was checked by Derek Pullen, head of the conservation department at the Tate Gallery, London.
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