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INTRODUCTION

This booklet is intended for all who collect and are fond of 
items of social, artistic and/or historical significance, as well as 
those in charge of public or private collections of such items.

This booklet focuses on principles of documentation. Certain 
measures are directed towards institutions with equipment and 
personnel not within the means of private individuals. However, 
these recommendations embody levels of best practice which one 
should endeavor to reach as far as possible.

ÒÀÍÈËÖÓÓËÃÀ

Ýíýõ¿¿ ãàðûí àâëàãûã ò¿¿õ, íèéãýì, óðëàãèéí ¿íý öýíýòýé 
ýä ç¿éëñèéã ñîíèðõîæ öóãëóóëäàã áîëîí òýäãýýðèéí íèéòèéí 
áà õóâèéí öóãëóóëãûã õàðèóöäàã õ¿ì¿¿ñò çîðèóëàâ.

Ýíý ãàðûí àâëàãàä áàðèìòæóóëàõ çàð÷ìûã îíöîëñîí. 
Çàðèì çºâëºìæ íü òóñãàé òîíîã òºõººðºìæ, áîëîâñîí 
õ¿÷èíòýé áàéãóóëëàãàä õàíäñàí òóë õóâèéí öóãëóóëàã÷äàä 
òîõèðîõã¿é áàéæ áîëíî. Ãýõäýý ýäãýýð çºâëºìæ íü øàëãàðñàí 
àðãóóäàä òóëãóóðëàñàí òóëä àëèâàà õ¿í õýðýãæ¿¿ëýõèéã 
ýðìýëçýõ íü ç¿éòýé.
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Documentation is the process of recording
information about the collections for which
a museum or cultural institution is responsible.

Ìóçåé, ñî¸ëûí áàéãóóëëàãà õàðèóöñàí 
öóãëóóëãûíõàà òàëààðõ ìýäýýëýë á¿ðä¿¿ëæ, 
á¿ðòãýõèéã áàðèìòæóóëàëò ãýíý.  

Proper documentation will allow a museum to :
       • know what it has in its possession
       • know if anything is missing
       • know where objects are located
       • prove ownership of objects
       • create and maintain information about
           collections

Ìóçåéä áàðèìòæóóëàëò õèéõ à÷ õîëáîãäîë:
       •ýçýìøèæ áóé ç¿éëýý ìýäýõ
       •àëãà áîëñîí ýä ç¿éëèéã ìýäýõ
       •ýä ç¿éëñèéí áàéðøëûã ìýäýõ
       •ýä  ç¿éëñèéã ºì÷ëºõ ýðõýý áàòëàõ
       •öóãëóóëãûí ìýäýýëëèéí ñàíã á¿ðä¿¿ëýõ 
          áà øèíý÷ëýõ

WHY DOCUMENTATION IS IMPORTANT
ßÀÃÀÀÄ ÁÀÐÈÌÒÆÓÓËÀËÒ ×ÓÕÀË ÂÝ?
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Objects should be documented consistently
using recognised standards. These have
been developed by national and international
organisations, including ICOM and UNESCO,
and will help you.

Ýä ç¿éëñèéã õ¿ëýýí çºâøººðºãäñºí 
ñòàíäàðòûí äàãóó á¿ðòãýíý. Ýäãýýð  
ñòàíäàðòûã Îëîí Óëñûí Ìóçåéí Çºâëºë 
(ÎÓÌÇ), ÞÍÅÑÊÎ çýðýã ¿íäýñíèé áà îëîí 
óëñûí áàéãóóëëàãóóä áîëîâñðóóëñàí áºãººä 
òàíä òóñàëíà.

Standardising the structure of records and
the terminology helps to ensure :
       • reliability of information
       • ease of sharing
       • consistency of records
       • improved access

Á¿ðòãýëèéí á¿òýö áà íýð òîìú¸îã 
ñòàíäàðò÷ëàõ à÷ õîëáîãäîë:
       •ìýäýýëëèéí íàéäâàðòàé áàéäàë
       •ìýäýýëýë ñîëèëöîõîä äºõºì
       •á¿ðòãýë òýìäýãëýëèéí íýãäìýë áàéäàë
       •îëæ àâàõàä àìàð

DOCUMENTATION STANDARDS
ÁÀÐÈÌÒÆÓÓËÀÕ ÑÒÀÍÄÀÐÒ
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It is a good idea to have an accurate and
detailed description of your object in case it
is lost or stolen.

It will also help you to recognise it and
distinguish it from other similar objects if
found.

Àëãà áîëñîí ýñâýë õóëãàéëàãäñàí òîõèîëäîëä 
ýä ç¿éëèéí íÿãò íÿìáàé, äýëãýðýíã¿é 
òîäîðõîéëîëò õýðýã áîëíî. 

Ìºí, îëäâîë èæèë òºñòýé ç¿éëñýýñ ÿëãàæ, 
òàíèõ àìàð. 

Object ID
The following guidelines are based on an
internationally-recognised standard called
Object ID.

Ýä ç¿éëèéí òîäîðõîéëîëò 
Îëîí óëñàä õ¿ëýýí çºâøººðºãäñºí ñòàíäàðò 
Ýä ç¿éëèéí òîäîðõîéëîëòîä äàðààõ óäèðäàìæ 
òóëãóóðëàñàí.

DESCRIBING AND CATALOGUING OBJECTS
ÝÄ Ç¯ÉËÑÈÉÍ ÁÈ×ËÝÃ ÁÀ ÊÀÒÀËÎÃ ÕªÒËªÕ
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Object Type
You will need to record the type of object
you are describing. For example, is it a :
       • sculpture?
       • vase?
       • painting?
       • manuscript?
       • item of jewellery (necklace, brooch etc.)?

Ýä ç¿éëèéí òºðºë
Áè÷ëýãò ýä ç¿éëèéí òºðëèéã á¿ðòãýíý. Æèøýý 
íü:
       •áàðèìàë?
       •âààð?
       •çóðàã?
       •ãàð áè÷ìýë?
       •ãî¸ë ÷èìýãëýëèéí (ñîíäîð, ç¿¿ëò ã.ì.) ç¿éë ¿¿?

Material
What materials is the object made from? Is it :
       • stone?
       • ceramic?
       • bronze?
       • wood etc.?

Ìàòåðèàë
ßìàð ìàòåðèàëààð õèéñýí áý? Æèøýý íü:
       •÷óëóó?
       •êåðàìèê?
       •õ¿ðýë?
       •ìîäîîð õèéñýí ¿¿? ã.ì.

DESCRIBING AND CATALOGUING OBJECTS
ÝÄ Ç¯ÉËÑÈÉÍ ÁÈ×ËÝÃ ÁÀ ÊÀÒÀËÎÃ  ÕªÒËªÕ



6  UNESCO

Technique
What techniques were used in the production
of this object? Was it :
       • carved?
       • cast?
       • painted?
       • printed etc.?

Õèéñýí àðãà
ßìàð àðãààð óã ýä ç¿éëèéã á¿òýýñýí áý?
       •ñèéëñýí?
       •öóòãàñàí?
       •áóäñàí?
       •õýâëýñýí ¿¿? ã.ì.

Dimensions
What are the measurements and units of mea-
surement of the object? Include as appropriate :
        • height
        • width
        • depth
        • diameter 
You may also want to include the weight of the 
object.
Õýìæýý
ßìàð õýìæèãäýõ¿¿íýýð áîëîí õýìæèëòèéí 
íýãæýýð õýìæñýí áý? 
       •ºíäºð
       •ºðãºí
       •ã¿í
       •ãîë÷ ã.ì. Ìºí æèãíýæ áîëíî.

DESCRIBING AND CATALOGUING OBJECTS
ÝÄ Ç¯ÉËÑÈÉÍ ÁÈ×ËÝÃ ÁÀ ÊÀÒÀËÎÃ ÕªÒËªÕ
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Inscriptions and Markings
Does the object have any clearly identifiable
marks or inscriptions? These could include :
       • maker’s mark or stamp
       • printed or inscribed text
       • signatures
       • assay marks
       • identification numbers (e.g. a museum
          accession number)

Áè÷ýýñ áà òýìäýã
Ýä ç¿éëèéã òàíèõ áè÷ýýñ, òýìäýã áàéãàà þó? 
Æèøýý íü:
       •á¿òýýã÷èéí òýìäýã ýñâýë òàìãà
       •õýâëýñýí ýñâýë ñèéëñýí áè÷ýýñ
       •ãàðûí ¿ñýã
       •ñîðèëò øèíæèëãýýíèé òýìäýãëýãýý
        •òàíèõ äóãààðóóä  (ìóçåéä õ¿ëýýí àâñàí äóãààð ã.ì.)

Distinguishing Features
Are there other features about your object that 
could help to identify it? These could include :
        • damages
        • repairs
        • modifications
        • manufacturing defects

Îíöëîã øèíæ¿¿ä 
Ýä ç¿éëèéã òàíèõ áóñàä îíöëîã, ñîäîí øèíæ 
áàéãàà þó? Æèøýý íü:
        •ãýìòýë
        •çàñâàð
        •ººð÷ëºëò
        •¿éëäâýðëýëèéí ãýìòýë 

DESCRIBING AND CATALOGUING OBJECTS
ÝÄ Ç¯ÉËÑÈÉÍ ÁÈ×ËÝÃ ÁÀ ÊÀÒÀËÎÃ ÕªÒËªÕ
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Title
Does your object have a title? This is often
true of artworks and may help in the
identification of your object if lost or stolen.

Íýð
Ýä ç¿éë íýðòýé þ¿? Óðëàãèéí á¿òýýë¿¿ä 
èõýâ÷ëýí íýðòýé áàéäàã áà àëãà áîëñîí ýñâýë 
õóëãàéëàãäñàí  òîõèîëäîëä  òàíèõàä òóñòàé. 

Subject
If your object is an artwork, what does it
depict or represent? Examples could include :
      • the pyramids at Giza
      • mother and child
      • landscape with mountains etc.

Ñýäýâ
Óðëàãèéí á¿òýýë áîë þóã ä¿ðñýëñýí áý? 
Æèøýý íü:
      •Ãèçàãèéí ïèðàìèä
      •ýýæ, õ¿¿õýä õî¸ð
      •óóë òàë ãýõ ìýò.

DESCRIBING AND CATALOGUING OBJECTS
ÝÄ Ç¯ÉËÑÈÉÍ ÁÈ×ËÝÃ ÁÀ ÊÀÒÀËÎÃ ÕªÒËªÕ
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Date or Period
When does the object date from?
When was it made?

Îãíîî áà öàã ¿å
Àëü öàã ¿åä ýä ç¿éë õàìðàãäàõ âý?
Õýçýý õèéãäñýí áý?

Maker
Who was the object made by? This could be :
      • an individual (painter, sculptor, furniture
          maker etc.)
      • a company
      • a cultural group (particularly useful for
         describing ancient artefacts)

Á¿òýýã÷
Ýä ç¿éëèéã õýí õèéñýí áý? Æèøýý íü:
      •õóâü õ¿í (çóðàà÷, áàðèìàë÷, ìóæààí ã.ì.)
      •êîìïàíè
      •ñî¸ëûí á¿ëýã õ¿ì¿¿ñ (ÿëàíãóÿà ýðòíèé ýä 
         ç¿éëèéí òàëààð áè÷èõýä õýðýãòýé)

DESCRIBING AND CATALOGUING OBJECTS
ÝÄ Ç¯ÉËÑÈÉÍ ÁÈ×ËÝÃ ÁÀ ÊÀÒÀËÎÃ ÕªÒËªÕ
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Short Description
Write a short description of the object
including any other information that will help
to identify the object. This could include :
      • colour
      • shape
      • where the object was made (if known)

Òîâ÷ òîäîðõîéëîëò
Òàíèõàä òóñòàé á¿õ ìýäýýëëèéã àãóóëñàí òîâ÷ 
òîäîðõîéëîëò áè÷. Æèøýý íü:
     •ºíãº
     •õýëáýð ä¿ðñ
      •õààíà õèéæ á¿òýýñýí (õýðýâ ìýäýæ áàéãàà áîë)

Additional Points
If your object consists of more than one part
(e.g. a set of furniture), you may need to
describe each part separately.

You may also want to photograph your
object and record information about its
storage requirements.

Íýìýëò ìýäýýëýë
Ýä ç¿éë îëîí õýñãýýñ á¿ðäñýí áîë (òàâèëãà 
ã.ì.), õýñýã á¿ðèéã áè÷èõ øààðäëàãà áèé. 

Ãýðýë çóðãèéã àâ÷, õàäãàëàõàä øààðäàãäàõ 
íºõöëèéã áè÷èæ áîëíî.

DESCRIBING AND CATALOGUING OBJECTS
ÝÄ Ç¯ÉËÑÈÉÍ ÁÈ×ËÝÃ ÁÀ ÊÀÒÀËÎÃ ÕªÒËªÕ
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Photographing your object will help in
identification if it is lost or stolen.

Photographs can also reduce the need to
handle fragile objects, preventing unnecessary
damage.

Àëãà áîëñîí ýñâýë õóëãàéëàãäñàí òîõèîëäîëä 
ýä ç¿éëèéã òàíèõàä ãýðýë çóðàã ÷óõàë à÷ 
õîëáîãäîëòîé. 

Õýâðýã ýä  ç¿éëä õ¿ð÷, õºäºëãºõèéã öººëæ, 
ýâäëýõýýñ ãýðýë çóðàã ñýðãèéëíý. 

Size and Colour
It is a good idea to include a scale in your
photograph to show how large the object is. A
ruler will do.

If possible, include a colour chart. This will
allow colours to be properly determined. Black
and white photographs can use a grey scale to
allow the correct tones to be determined.

Õýìæýý áà ºíãº
Ýä ç¿éëèéí õýìæýýã òîäðóóëàõûí òóëä ãýðýë 
çóðàã àâàõäàà äýðãýä íü õýìæýýñ (ýíãèéí 
øóãàì ã.ì) òàâü.

Ãýðýë çóðàã àâàõàä ºíãº ÿëãàõ õ¿ñíýãò õàæóóä 
íü òàâèáàë ýä ç¿éëèéí ºíãèéã òîäîòãîíî. 
Õàð öàãààí çóðàãò ñààðàë ºíãèéí õ¿ñíýãò 
õýðýãëýõ çîõèìæòîé. 

PHOTOGRAPHING OBJECTS
ÝÄ  Ç¯ÉËÑÈÉÍ ÃÝÐÝË ÇÓÐÃÈÉÃ ÀÂÀÕ
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Identity Numbers
If the object has a unique number by which
it can be identified (e.g. a museum accession
number) it is a good idea to include this in
the photograph.

Òàíèõ äóãààðóóä
Òóõàéí ýä ç¿éë òàíèõ òóñãàé äóãààðòàé áîë 
(æèøýý íü, ìóçåéä õ¿ëýýí àâñàí äóãààð), 
ýíýõ¿¿ äóãààðûã ãýðýë çóðàãò îðóóëàõ íü 
ç¿éòýé. 

Lighting Objects
Try to use the right kind of lighting for the
object you are photographing. It is worth
getting advice from an experienced
photographer.

Ãýðýëò¿¿ëýã
Ýä ç¿éëèéí ãýðýë çóðãèéã àâàõäàà 
ãýðýëò¿¿ëãèéã òîõèðóóë. Òóðøëàãàòàé 
ìýðãýæëèéí ãýðýë çóðàã÷íààñ çºâëºãºº àâàõ 
íü òóñòàé.  

PHOTOGRAPHING OBJECTS
ÝÄ  Ç¯ÉËÑÈÉÍ ÃÝÐÝË ÇÓÐÃÈÉÃ ÀÂÀÕ
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Choosing the Right Background
Objects are best photographed against a
plain white backdrop. This is particularly
helpful in ensuring the correct colour
balance is achieved.

Darker backgrounds should be used if it is
necessary to provide contrast.

Àðûí äýâñãýðèéí ñîíãîëò
ªíãº çºâ ÿëãàðäàã òóë öóëãóé öàãààí ºíãèéí 
àðûí äýâñãýðòýé ýä ç¿éëñèéí ä¿ðñ ñàéí 
òîäîðíî.

ªíãº èë¿¿ ÿëãàð÷ áàéâàë áàðààí ºíãèéí àðûí 
äýâñãýð ñîíãîæ áîëíî.

Photographing Two-dimensional Objects
Objects such as paintings, prints, drawings and
textiles are best photographed head on. Where
possible, remove pictures from walls, laying
them flat and photographing from above.

If necessary, photograph the reverse side of
the object to show any distinctive markings or
features.

Õî¸ð õýìæýýñò ýä ç¿éëñèéí çóðàã àâàõ
Çóðàã, áàð, õýâëýìýë, õàð çóðàã, äààâóóíû 
ãýðýë çóðãèéã ýãö ººäººñ íü àâíà. Áîëîìæòîé 
áîë õàíàíààñ ñàëãàæ, õàâòãàé ãàçàð òàâèàä 
äýýðýýñ íü ãýðýë çóðàã àâ.

Ìºí îíöëîã øèíæ, òýìäãèéã õàðóóëæ àð 
òàëûí çóðãèéã àâíà.

PHOTOGRAPHING OBJECTS
ÝÄ Ç¯ÉËÑÈÉÍ ÃÝÐÝË ÇÓÐÃÈÉÃ ÀÂÀÕ
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Photographing Carved or Cast Surfaces
and Reliefs
Although these are best photographed head
on, like paintings or prints, it is also a good
idea to take other pictures from angles to
record the depth of the object.

Photographing Three-dimensional Objects
Try to convey the overall shape of the object.
To do this, photograph it from above, showing
the top, front and one side. You can take
more photographs to show any parts of the
object not visible.

Ñèéëáýð áà òºâãºð ãàäàðãóóòàé ýä 
ç¿éëñèéí çóðàã àâàõ
Ýäãýýðèéã õàâòãàé ýä ç¿éëñòýé àäèë ýãö 
ººäººñ íü ãýðýë çóðàã àâíà, áàñ õàæóó 
ºíöãººñ íü àâáàë ãàäàðãóóíû òîâãîð ã¿äãýð 
ñàéí òîäîðíî.

Ãóðâàí õýìæýýñò ýä ç¿éëñèéí çóðàã àâàõ
Ýä ç¿éëèéí õýëáýðèéã á¿õýëä íü áàãòààõûí 
òóëä äýýðýýñ íü ãýðýë çóðàã àâ÷ äýýä, óðä, ìºí 
õàæóó òàëûã íü õàðóóë. Ìºí äàëä õýñã¿¿äèéã 
õàðóóëàõ ãýðýë çóðãèéã àâíà.

PHOTOGRAPHING OBJECTS
ÝÄ  Ç¯ÉËÑÈÉÍ ÃÝÐÝË ÇÓÐÃÈÉÃ ÀÂÀÕ
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Photographing Damage and Distinguishing 
Features
As with written descriptions, it is a good
idea to photograph any distinguishing
blemishes or features that will help to identify
the object.

Ãýìòýë áà îíöëîã øèíæèéí çóðàã àâàõ
Áè÷ìýë òîäîðõîéëîëòòîé àäèë ýä ç¿éëèéã 
òàíèõ îíöëîã ñîäîí øèíæ òýìäãèéã ãýðýë 
çóðàãò áóóëãàíà.

Ownership and Intellectual Property Rights
Law on rights management will vary from
country to country and cover more than just
ownership. Although you may own a painting
or sculpture, you do not necessarily own the
intellectual property rights to it.

Îþóíû ºì÷èéí ýðõ áà ºì÷ëºë
Ýðõ çîõèöóóëàõ õóóëü óëñ îðíóóäàä õàðèëöàí 
àäèëã¿é áàéäàã áºãººä ºì÷ëºõººñ ºðãºí 
õ¿ðýýòýé àñóóäàë õàìàðäàã. Òà çóðàã, áàðèìàë 
çýðýã óðëàãèéí  á¿òýýë ýçýìøäýã ÷ îþóíû 
ºì÷èéí ýðõèéã íü àâààã¿é áàéæ áîëíî.

MANAGING INTELLECTUAL PROPERTY RIGHTS
ÎÞÓÍÛ ªÌ×ÈÉÍ ÝÐÕÈÉÍ ÇÎÕÈÖÓÓËÀËÒ

PHOTOGRAPHING OBJECTS
ÝÄ Ç¯ÉËÑÈÉÍ ÃÝÐÝË ÇÓÐÃÈÉÃ ÀÂÀÕ
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Establishing Rights
It is important to establish who owns the
reproduction rights to an object or image in
case you want to reproduce it in the future.
This should be carefully documented.

Ýðõ òîãòîîõ 
Òóõàéí ýä ç¿éë áà ä¿ðñèéã íü õóâèëàí 
¿éëäâýðëýõ ýðõ õýíä áàéãààã òîãòîîõ íü ÷óõàë. 
¯¿íèéã íÿãò áàðèìòæóóëàõ øààðäëàãàòàé. 

Waiving Rights
In most cases, photographs taken by an
employee of a museum will belong to the
museum. However, if you use a freelance
photographer you will not necessarily own the
rights to the images. If necessary, get the
photographer to sign a form waiving their
rights.

Ýðõ òàòãàëçóóëàõ
Àæèëòíûõ íü àâñàí ãýðýë çóðàã èõýâ÷ëýí 
ìóçåéí ºì÷ áàéäàã. Õàðèí ÷ºëººò ãýðýë 
çóðàã÷íààð çóðàã àâàõóóëâàë ä¿ðñèéí ýðõ íü 
çààâàë ìóçåéíõ áàéõ àëáàã¿é. Èéìä ãýðýë 
çóðàã÷íààñ ºì÷ëºõ ýðõýýñ òàòãàëçàõ ìàÿãòàä 
ãàðûí ¿ñýã çóðàõûã õ¿ñ.

MANAGING INTELLECTUAL PROPERTY RIGHTS
ÎÞÓÍÛ ªÌ×ÈÉÍ ÝÐÕÈÉÍ ÇÎÕÈÖÓÓËÀËÒ
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Increasingly museums and private collectors
record information about their objects using
computerised databases.

There are many companies supplying
collections-management software as well as
some simple shareware applications available
for free.

Ìóçåé áà õóâèéí öóãëóóëàã÷èä öóãëóóëãûíõàà 
òàëààðõ ìýäýýëëèéã öàõèì ìýäýýëëèéí ñàíä 
õàäãàëàõ íü èõýñ÷ýý.

Öóãëóóëãûí ìåíåæìåíòèéí ïðîãðàìì íèé-
ë¿¿ëäýã îëîí êîìïàíè áèé. Çàðèì ýíãèéí 
ïðîãðàììóóä ¿íý òºëáºðã¿é áàéäàã. 

Keeping your Information in Order
Computer databases take up less space than
paper-based recording systems, allowing
backup copies to be made. They also make
it easy for information to be stored in an
ordered and structured manner and allow
for fast searching and retrieval of records.

Ìýäýýëëèéã äýñ äàðààëàëòàé õàäãàëàõ 
Öàõèì ìýäýýëëèéí ñàí öààñàí äýýð 
ñóóðèëñàí ìýäýýëëèéí ñàíãààñ áàãà çàé 
ýçëýõ áà õóâèëæ, õóóëáàðëàæ; ìýäýýëëèéã 
äýñ äàðààëàëòàé, òîäîðõîé á¿òöýä îðóóëàõàä 
äºõºì áºãººä õóðäàí õàéæ îëîõ áîëîìæòîé.

COMPUTERISED DATABASES
ÖÀÕÈÌ ÌÝÄÝÝËËÈÉÍ ÑÀÍ
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Linking Information
Museum collection management systems allow
information to be linked to digital images of the
object. Most databases also make it easy to store
information about supporting paper-based
documentation.

Ìýäýýëýë íýãòãýõ
Ìóçåéí öóãëóóëãûí ìåíåæìåíòèéí ñèñòåìä 
ìýäýýëëèéã ýä ç¿éëñèéí äèæèòàë ä¿ðñòýé 
íýãòãýõ áîëîìæòîé. Èõýíõ ìýäýýëëèéí ñàíä 
öààñàí äýýð ñóóðèëñàí ìýäýýëëèéã õàäãàëàõ 
àìàðõàí áîëñîí. 

Sharing Information
Digital information is easy to share, allowing
photographs and descriptions of items to be
sent to researchers, the police or international
bodies such as UNESCO.

Ìýäýýëýë ò¿ãýýõ
Äèæèòàë ìýäýýëëèéã ò¿ãýýõýä õÿëáàð áºãººä 
ýä ç¿éëñèéí ãýðýë çóðàã, òîäîðõîéëîëòûã 
ñóäëàà÷èä, öàãäàà ýñâýë ÞÍÅÑÊÎ çýðýã 
îëîí óëñûí áàéãóóëëàãóóäàä õóðäàí õ¿ðãýõ 
áîëîìæòîé.

COMPUTERISED DATABASES
ÖÀÕÈÌ ÌÝÄÝÝËËÈÉÍ ÑÀÍ
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Multiple Uses for Information
Information held in databases can be reused
in many different ways, including creating
catalogues, exhibition texts or on-line
exhibitions.

Ìýäýýëýë àøèãëàõ îëîí õýëáýð
Ìýäýýëëèéí ñàíä àãóóëàãäñàí ìýäýýëëèéã 
êàòàëîã õèéõ, ¿çýñãýëýíãèéí òóõàé áè÷èõ, 
öàõèì ¿çýñãýëýí ãàðãàõ çýðýã îëîí õýëáýðýýð 
îëîí äàõèí àøèãëàæ áîëíî. 

When an object enters a museum,
information about it should be recorded on
a form.

This will capture important information
about the object, as well as acting as a
receipt for the depositor.

Ìóçåéä ýä ç¿éë àâàõàä ìýäýýëëèéã òóñãàé 
ìàÿãòàä á¿ðòãýíý.

Ýíý íü ýä ç¿éëèéí òóõàé ÷óõàë ìýäýýëëèéã 
àãóóëàõ áà õ¿ëýýëãýí ºãñºí õ¿íä áàðèìò, 
òàñàëáàð áîëíî.

OBJECTS ENTERING THE MUSEUM
ÌÓÇÅÉÄ  ÝÄ Ç¯ÉËÑ ÀÂÀÕ 

COMPUTERISED DATABASES
ÖÀÕÈÌ  ÌÝÄÝÝËËÈÉÍ ÑÀÍ
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Object Entry Forms
Ideally these should be pre-numbered and
printed on carbonless copy paper.

The top sheet is retained by the museum
and stored in the object-entry file.
One copy should be provided to the depositor.
The second copy should be kept with the
object.
Ýä ç¿éë àâàõ ìàÿãò
Ìàÿãò äóãààðëàñàí õóóäàñ, õóâèëäàã öààñòàé 
áàéõ ¸ñòîé.

Ýõ õóâèéã ýä ç¿éë õ¿ëýýí àâàõ õàâòàñò 
õàäãàëíà. 

Õ¿ëýýëãýí ºãñºí õ¿íä íýã, ýä ç¿éëä íýã õóâèéã 
äàãàëäóóëíà.

Ýä ç¿éë õ¿ëýýí àâñàí äóãààð
Ýä ç¿éë àâàõ ìàÿãòàä áè÷èãäñýí äóãààð íü ýä 
ç¿éëèéí õóâèéí äóãààð áîëæ áîëíî. 

Íýã ìàÿãòàä îëîí ýä ç¿éë áè÷èãäâýë ñàëáàð 
äóãààð ¿¿ñãý (00301.1 áà 00301.2 ã.ì.).  

Object Entry Numbers
The number from the Entry Form can be
used to uniquely identify the object.

If more than one object is recorded on the
same form then sub-numbers can be used
(e.g. 00301.1 & 00301.2 etc.).

OBJECTS ENTERING THE MUSEUM
ÌÓÇÅÉÄ ÝÄ Ç¯ÉËÑ ÀÂÀÕ 
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Owner and Depositor
You will need to record the name and address
of the owner of the object, as well as that of
the depositor as these will not necessarily be
the same.

Ask the depositor to sign and date the Entry
Form. A representative of the museum should
also sign to confirm that the details recorded
are correct.

ªì÷ëºã÷ áà õ¿ëýýëãýí ºãñºí õ¿í
Õ¿ëýýëãýí ºãñºí õ¿í àëáàí ̧ ñíû ºì÷ëºã÷ áèø 
áàéæ áîëîõ òóë ºì÷ëºã÷ áà õ¿ëýýëãýí ºãñºí 
õ¿íèé íýð, õàÿãèéã á¿ðòãýíý.

Ýä ç¿éë àâàõ ìàÿãòàä õ¿ëýýëãýí ºãñºí õ¿íýýð 
îãíîî, ãàðûí ¿ñýã çóðóóëíà. Ìóçåéí òºëººëºë 
òýìäýãëýë ¿íýí áîëîõûã áàòàëãààæóóëæ 
ãàðûí ¿ñýã çóðíà.

Establishing Ownership Rights
It is a good idea to check whether or not the
depositor wants the object to be returned. If
not, you may want to ask the owner to transfer
title of the object to the museum (see
“Acquisition”). If you then don’t want to keep
the object you will be free to dispose of it
appropriately without further consultation (see
“Object Disposal”).
ªì÷ëºõ ýðõ òîãòîîõ  
Õ¿ëýýëãýí ºãñºí õ¿íýýñ ýä ç¿éëèéã áóöààæ 
àâàõ ýñýõèéã àñóóõ õýðýãòýé. Áóöààæ àâàõã¿é 
ãýâýë ºì÷ëºõ ýðõèéã ìóçåéä øèëæ¿¿ëýõèéã õ¿ñ. 
(“Öóãëóóëàõ” õýñãýýñ  ¿ç). Ó÷èð íü ýä ç¿éëèéã õàä-
ãàëàõûã õ¿ñýõýý áîëèâîë õ¿ëýýëãýí ºãñºí òàëààñ 
àñóóõ øààðäëàãàã¿é. (“Ýä ç¿éë õàñàõ” õýñãýýñ ¿ç).

OBJECTS ENTERING THE MUSEUM
ÌÓÇÅÉÄ ÝÄ Ç¯ÉËÑ ÀÂÀÕ 
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Reason for Entry
Record the reasons why the object has been
brought into the museum. These may
include:
      • offer for donation
      • purchase
      • loan
      • identification

Ìóçåéä àâñàí øàëòãààí
Ýä ç¿éë ìóçåéä àâñàí øàëòãààíûã áè÷: 
      •õàíäèâ
      •õóäàëäàí àâàëò
      •çýýë
      •ñóäàëãàà

×óõàë ìýäýýëýë á¿ðä¿¿ëýõ
Ìóçåéä ýä ç¿éë àâàõäàà àëü áîëîõ á¿õ 
ìýäýýëëèéã òýìäýãëý.

Õýðýâ òà ìóçåéä ýä ç¿éë õàíäèâ, çýýëýýð 
ºãºõ ãýæ áóé áîë õîëáîãäîõ áàðèìò áè÷èã, 
ìýäýýëëèéã õàìò àâ÷ðàõàà ìàðòóóçàé. 

Capturing Important Information
Try to capture as much information as
possible when the object enters a museum.

If you are bringing an object into a museum
for donation or as a loan, remember to bring
any relevant details or documents with you.

OBJECTS ENTERING THE MUSEUM
ÌÓÇÅÉÄ ÝÄ Ç¯ÉËÑ ÀÂÀÕ 



UNESCO  23

Other Details
Other details may include :
      • a brief description of the object
      • insurance valuation
      • price (if purchased or offered for sale)
      • copyright holder (see “Rights Management”)
      • agreed return date

Museums need to be able to establish title to
the objects they own. This means recording
any transfer of ownership.

Accessioning is the process by which an
object becomes a formal part of the
museum’s collection.

Ìóçåé ýçýìøèæ áóé ýä ç¿éëèéíõýý ºì÷ëºõ 
ýðõèéã áàòëàõ ¸ñòîé. Ýíý íü ºì÷ëºõ ýðõèéã 
øèëæ¿¿ëñýí áè÷èã áàðèìòûã á¿ðòãýíý ãýñýí ¿ã.

Õ¿ëýýí àâàõ íü ýä ç¿éëèéã ìóçåéí ¿íäñýí ñàí 
õºìðºãèéí íýãæ áîëãîõ àæèëëàãàà þì. 

Áóñàä ìýäýýëýë
Äàðààõ ìýäýýëýë îðæ áîëíî: 
      •ýä ç¿éëèéí òîâ÷ òîäîðõîéëîëò
      •äààòãàëûí ¿íýëãýý
      •¿íý (õýðýâ õóäàëäàí àâñàí áîë)
      •çîõèîã÷èéí ýðõ ýçýìøèã÷  (“Ýðõ 
         çîõèöóóëàëò” õýñãýýñ ¿ç)
      •òîõèðñîí áóöààõ îãíîî

ACQUIRING AND ACCESSIONING OBJECTS
ÝÄ Ç¯ÉËÑ ÖÓÃËÓÓËÀÕ ÁÀ Õ¯ËÝÝÍ ÀÂÀÕ 

OBJECTS ENTERING THE MUSEUM
ÌÓÇÅÉÄ ÝÄ Ç¯ÉËÑ ÀÂÀÕ 
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Transfer of Title Forms
Although transfer of title can be recorded on
an Object Entry Form (see “Object Entry”) it is
often better for ownership to be established
using a separate form. This should include
the current and new owner and details of
any payments made.

ªì÷ëºã÷èéí ýðõèéã øèëæ¿¿ëýõ ìàÿãò
ªì÷ëºã÷èéí ýðõèéã øèëæ¿¿ëñýí òóõàé Ýä 
ç¿éë àâàõ ìàÿãòàä áè÷èæ áîëîõ ÷ (“Ýä ç¿éë 
àâàõ”õýñãýýñ ¿ç) òóñãàé ìàÿãò ãàðãàõ íü 
çºâ.  Óã ìàÿãòàä õóó÷èí, øèíý ºì÷ëºã÷èä áà 
òºëáºðèéí òàëààð òóñãàíà. 

Reason for Acquisition
Not all objects are acquired by museums for
addition to the permanent collection.
Instead, they can be used for handling or
teaching collections. The reason for
acquisition should be recorded on the
Object Entry Form (see “Object Entry”).

Öóãëóóëàõ øàëòãààí
Ìóçåéí ýä ç¿éë á¿ðèéã ñàí õºìðºã áàÿæóóëàõ 
çîðèóëàëòààð àâäàãã¿é áºãººä ñóðãàëòûí 
õýðýãëýãäýõ¿¿í áîëãîõ çýðýã òóñëàõ ¿¿ðýãòýé 
áàéæ áîëíî. Ýä ç¿éë öóãëóóëñàí øàëòãààíûã 
Ýä ç¿éë àâàõ ìàÿãòàä áè÷íý (“Ýä ç¿éë àâàõ” 
õýñãýýñ ¿ç). 

ACQUIRING AND ACCESSIONING OBJECTS
ÝÄ Ç¯ÉËÑ ÖÓÃËÓÓËÀÕ ÁÀ Õ¯ËÝÝÍ ÀÂÀÕ 
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Accession Register
Accessioned objects should be recorded in the museum’s Acces-
sion Register. This is an unalterable written record of the museum’s 
collection and exists in addition to the catalogue or computerised 
database. Includes :
      • initial storage location
      • entry number
      • accession number
      • date accessioned
      • person or organisation received from
      • brief description

Õ¿ëýýí àâàõ á¿ðòãýë
Ìóçåéä øèíýýð õ¿ëýýí àâñàí ýä ç¿éëèéã Õ¿ëýýí àâàõ á¿ðòãýëä 
á¿ðòãýíý. Ýíý íü ñàí õºìðºãèéí ººð÷ëºãäºõã¿é áè÷ìýë á¿ðòãýë 
áà êàòàëîã, öàõèì ìýäýýëëèéí ñàíãèéí íýìýëò þì:
      •àíõíû áàéðøëûí êîä 
      •ìóçåéä îðñîí äóãààð 
      •õ¿ëýýí àâñàí äóãààð 
      •õ¿ëýýí àâñàí îãíîî 
      •ºãñºí õóâü õ¿í áà áàéãóóëëàãà
      •òîâ÷ òîäîðõîéëîëò 

Loan Agreements
When your museum borrows an object, try
to establish a proper loan agreement, signed
by both the museum and lender. Loans
should ideally be for set periods of time,
although these can be extended or renewed.
Long-term or open-ended loans are best
avoided wherever possible.

Çýýëèéí ãýðýý
Òàíàé ìóçåé ¿çìýð çýýëýýð àâáàë 
çýýëä¿¿ëýã÷ òàëòàé çîõèõ æóðìûí äàãóó 
ãýðýý áàéãóóëæ, ãàðûí ¿ñýã çóðàõ ¸ñòîé. 
Ãýðýýã øèíý÷ëýõ, õóãàöàà ñóíãàõ áîëîìæòîé 
òóë õóãàöààã òîäîðõîé çàà. Óðò õóãàöààòàé 
áà õóãàöàà íýýëòòýé ãýðýýíýýñ àëü áîëîõ 
çàéëñõèéõ íü ç¿éòýé. 

BORROWING OBJECTS
ÝÄ Ç¯ÉËÑ ÇÝÝËÝÕ

ACQUIRING AND ACCESSIONING OBJECTS
ÝÄ Ç¯ÉËÑ ÖÓÃËÓÓËÀÕ ÁÀ Õ¯ËÝÝÍ ÀÂÀÕ 
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Recording Loans
The museum’s database or catalogue should record :
      • the name of the lender
      • duration of loan
      • expected return date
      • standards of care
      • responsibility for conservation
      • insurance arrangements
      • transport arrangements

Çýýëèéí òýìäýãëýë
Ìýäýýëëèéí ñàí, êàòàëîãèò á¿ðòãýõ òýìäýãëýë:
      •çýýëä¿¿ëýã÷èéí íýð 
      •çýýëèéí õóãàöàà 
      •áóöààæ ºãºõ îãíîî 
      •àð÷èëãàà õàäãàëàëòûí ñòàíäàðò 
      •àð÷ëàí õàìãààëàëòûí õàðèóöëàãà
      •äààòãàëûí íºõöºë  
      •òýýâýðëýëòèéí íºõöºë 

Filing Loans Records
As well as keeping loan agreements in the
object’s history file, copies can also be
stored in a “Loans In File” in return date
order. This will allow loans to be monitored
and renewed more easily.

Çýýëèéí áàðèìò áè÷ãèéí õàäãàëàëò
Ýä ç¿éëèéí ò¿¿õèéí õàâòàñò çýýëèéí ãýðýýã 
õàäãàëàõààñ ãàäíà áóñàä õóâèéã íü áóöààõ 
îãíîîíû äàðààëëààð “Çýýëñýí ýä ç¿éëñèéí 
õàâòàñ”-ò õàäãàëæ áîëíî. Ýíý íü çýýëñýí ýä 
ç¿éëñèéã õÿíàõ,  ãýðýýã øèíý÷ëýõýä õÿëáàð. 

BORROWING OBJECTS
ÝÄ Ç¯ÉËÑ ÇÝÝËÝÕ
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Museums need to be able to account for
objects in their care. Controlling the location
and movement of objects will ensure that
they can easily be found and losses quickly
spotted.

Ìóçåé àð÷èëæ õàäãàëæ áóé ýä ç¿éëñýý õÿíàõ 
¸ñòîé. Ýä ç¿éëñèéí áàéðøèë, õºäºëãººíèéã 
õÿíàõ íü àìàðõàí îëîõ, àëäàãäñàí òîõèîëäîëä 
öàã àëäàëã¿é ìýäýõýä òóñòàé.

Recording Storage Locations
Try to assign each object a normal storage
location. You will then know where it should
be returned to if it is taken to a new,
temporary location.

Õàäãàëàõ áàéðøëûí òýìäýãëýë
Ýä ç¿éë á¿ðèéã õàäãàëàõ áàéíãûí áàéðøèëòàé 
áîëãîõ õýðýãòýé. Èíãýñíýýð ººð ãàçàð ò¿ð 
áàéðëóóëâàë áóöààæ õààíà òàâèõàà ìýäýõ 
áîëíî. 

LOCATION AND MOVEMENT OF OBJECTS
ÝÄ Ç¯ÉËÑÈÉÍ ÁÀÉÐØÈË ÁÀ ÕªÄªËÃªªÍ
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Updating the Catalogue
It is a good idea to record object movements
on the museum’s catalogue or database.
This should include changes to normal
locations as well as temporary movements.

Proxy Cards
When an object is temporarily moved it is often a 
good idea to leave a card in its usual location.
This should include :
      • identity number
      • object name
      • date removed
      • new location
      • name of remover
      • expected return date

Îðëóóëàõ  êàðò
Ýä ç¿éëèéã áàéíãûí áàéðøëààñ íü ò¿ð àâàõäàà 
îðëóóëàõ êàðò ¿ëäýý. Êàðòàä:  
      •òàíèõ äóãààð  
      •ýä ç¿éëèéí íýð
      •õºäºëãºñºí îãíîî
      •øèíý áàéðøèë  
      •õºäºëãºñºí àæèëòíû íýð
      •áóöààæ òàâèõ îãíîîã áè÷íý 

Êàòàëîã øèíý÷ëýõ
Ìóçåéí ìýäýýëëèéí ñàí, êàòàëîãèò ýä ç¿éëèéí 
õºäºëãººíèéã á¿ðòãýõ íü ç¿éòýé.  Áàéíãûí  
áà ò¿ð áàéðøèë ðóó çººõ ººð÷ëºëò¿¿äèéã ÷ 
òýìäýãëýõ õýðýãòýé.

LOCATION AND MOVEMENT OF OBJECTS
ÝÄ Ç¯ÉËÑÈÉÍ ÁÀÉÐØÈË ÁÀ ÕªÄªËÃªªÍ
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Checking the Object
Objects need to be checked regularly to
ensure that they are not deteriorating. It is
also a good idea to check them before
leaving the museum on loan or for
conservation (see “Object Exit”). This will
allow any damage to be easily detected.

Ýä ç¿éëä ¿çëýã õèéõ
Ýä ç¿éëñò òîãòìîë ¿çëýã õèéæ, ìóóäàæ 
áóé ýñýõèéã øàëãàíà. Çýýëèéí ãýðýýãýýð 
ìóçåéãýýñ ãàðãàõ, àð÷ëàí õàìãààëàõààñ ºìíº 
¿çëýã õèéõ íü ç¿éòýé (“Ýä ç¿éëèéã ãàðãàõ” 
õýñãýýñ ¿ç). Èíãýâýë ãýìòëèéã öàã àëäàëã¿é, 
õÿëáàð èëð¿¿ëíý.

Recording Condition Assessments
The condition of the object can be recorded on
the museum’s catalogue or database.
Remember to update your records if any
alterations to the objects storage conditions
are required.

It is a good idea to record the name of the person
carrying out the check, along with the date.

Õàäãàëàëòûí áàéäëûí ¿íýëãýý
Ýä ç¿éëèéí õàäãàëàëòûí áàéäëûí òàëààð 
ìóçåéí êàòàëîã áà ìýäýýëëèéí ñàíä áè÷íý. 
Õàäãàëàëòûí áàéäëûã ººð÷ëºõ øààðäëàãàòàé 
áîë ìýäýýëýë øèíý÷ëýí áè÷.

¯çëýã õèéñýí îãíîî áà àæèëòíû íýðèéã áè÷íý. 

OBJECT CONDITION CHECKING
ÝÄ Ç¯ÉËÈÉÍ ÕÀÄÃÀËÀËÒÛÍ ÁÀÉÄËÛÃ ØÈÍÆÈÕ
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Loan Agreements
Objects lent by museums should be the
subject of proper loan agreements signed by
the museum and borrower. Loans should
ideally be for set periods of time, although
these can be extended or renewed.
Long-term or open-ended loans are best
avoided wherever possible.

Çýýëèéí ãýðýý
Ìóçåéí ¿çìýðèéã çýýëä¿¿ëýõäýý çýýëäýã÷ 
òàëòàé çîõèõ æóðìûí ãýðýý áàéãóóëæ, ãàðûí 
¿ñýã çóðàõ ¸ñòîé. Ãýðýýã øèíý÷ëýõ, õóãàöàà 
ñóíãàõ áîëîìæòîé òóë õóãàöààã òîäîðõîé 
çàà. Óðò õóãàöààòàé áà õóãàöàà íýýëòòýé 
ãýðýýíýýñ àëü áîëîõ çàéëñõèéõ íü ç¿éòýé.

Recording Loans to Others
The museum’s database or catalogue should record :
      • the name of the borrower
      • duration of loan
      • expected return date
      • standards of care
      • responsibility for conservation
      • insurance arrangements
      • transport arrangements

Çýýëä¿¿ëñýí çýýëèéí òýìäýãëýë
Ìýäýýëëèéí ñàí, êàòàëîãèò á¿ðòãýõ òýìäýãëýë:
      •çýýëäýã÷èéí íýð 
      •çýýëèéí õóãàöàà 
      •áóöààæ ºãºõ îãíîî 
      •àð÷èëãàà õàäãàëàëòûí ñòàíäàðò 
      •àð÷ëàí õàìãààëàëòûí õàðèóöëàãà
      •äààòãàëûí íºõöºë  
      •òýýâýðëýëòèéí íºõöºë 

LENDING OBJECTS
ÝÄ Ç¯ÉËÑ ÇÝÝËÄ¯¯ËÝÕ
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Filing Loans Records
As well as keeping loan agreements in the
object’s history file, copies can also be
stored in a “Loans Out File” in return date
order. This will allow loans to be monitored
and renewed more easily.

Çýýëèéí áàðèìò áè÷ãèéí õàäãàëàëò 
Ýä ç¿éëèéí ò¿¿õèéí õàâòàñò çýýëèéí ãýðýýã 
õàäãàëàõààñ ãàäíà áóñàä õóâèéã íü áóöàæ 
èðýõ îãíîîíû äàðààëëààð “Çýýëä¿¿ëñýí 
ýä ç¿éëñèéí õàâòàñ”-ò õàäãàëæ áîëíî. Ýíý 
íü çýýëä¿¿ëñýí ýä ç¿éëñèéã õÿíàõ, ãýðýýã 
øèíý÷ëýõýä òóñòàé.

Õýðýãöýýã¿é áîëñîí ýä ç¿éëñòýé õàðüöàõ 
àæèëëàãàà
Çàðèìäàà ýä ç¿éëèéã ìóçåéí öóãëóóëãààñ 
õàñäàã. Ìóçåéí öóãëóóëãûí áîäëîãîä 
òîõèðîõîî áîëüñîí ýñâýë òîõèðîõ ººð ìóçåéä 
øèëæ¿¿ëýõ íü äýýð áîë èõýâ÷ëýí õàñäàã. Ýä 
ç¿éëèéã õàñàõàä, ìóçåéãýýñ á¿ðìºñºí ãàðãàõ 
òóõàé Ýä ç¿éë ãàðãàõ ìàÿãòàä áè÷íý. (“Ýä ç¿éë 
ãàðãàõ” õýñãýýñ ¿ç).

Dealing with Unwanted Objects
Occasionally a museum will want to dispose
of an object. This is usually because it no
longer fits in with the museum’s collecting
policy or because it would be better to
transfer it to another museum. The actual
exit of the object should be recorded on an
Exit Form (see “Object Exit”).

LENDING OBJECTS
ÝÄ Ç¯ÉËÑ ÇÝÝËÄ¯¯ËÝÕ 

DISPOSING OF OBJECTS
ÝÄ Ç¯ÉËÑ ÕÀÑÀÕ
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Deaccessioning
Objects forming part of the museum’s
permanent collection and that the museum
would like to dispose of will need to be
deaccessioned. Remember to record this in
the accession register and the database
along with the reason for disposal.

Õàñàõ  òóõàé
Ìóçåéí ¿íäñýí ñàí õºìðºãººñ ýä ç¿éëèéã 
õàñàõäàà õàñàõ àæèëëàãààã çîõèõ ¸ñîîð 
õýðýãæ¿¿ëíý. Õàñàõ àæèëëàãààíû ÿâö, 
øàëòãààíûã õ¿ëýýí àâàõ á¿ðòãýë áîëîí 
ìýäýýëëèéí ñàíä á¿ðòãýíý.

Museums  need to be able to account for all objects
leaving their care. This should be recorded on an
Exit Form, as well as on the computerised
database if it exists. 

If an object is returned to its owner (e.g. if  it is 
a loan or unwanted gift) then an Exit Form is not 
usually required as its return can be logged on 
the original Object Entry Form.

Ìóçåé àð÷èëæ õàäãàëæ áóé ýä ç¿éëñýý 
ãàðãàõäàà õÿíàõ ¸ñòîé. Ýíý òóõàé Ýä ç¿éë 
ãàðãàõ ìàÿãò áà öàõèì ìýäýýëëèéí ñàíä 
á¿ðòãýíý.

Õýðýâ ýçýíä íü áóöààí ºã÷ áóé áîë (æèøýý íü, 
çýýëñýí ýñâýë áýëýã íü ìóçåéä õýðýãöýýã¿é 
áîëñîí) Ýä ç¿éë ãàðãàõ ìàÿãòàä çààâàë 
á¿ðòãýõ øààðäëàãàã¿é, Ýä ç¿éë àâàõ ìàÿãòàä 
á¿ðòãýõýä õàíãàëòòàé.

OBJECTS LEAVING THE MUSEUM
ÌÓÇÅÉÃÝÝÑ ÝÄ Ç¯ÉËÑ ÃÀÐÃÀÕ

DISPOSING OF OBJECTS
ÝÄ Ç¯ÉËÑ ÕÀÑÀÕ
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Exit Forms
Ideally these should be pre-numbered and printed 
on carbonless copy paper.

The top sheet is retained by the museum and 
stored in an Object Exit File. A copy should be 
provided to the recipient. If the object has been 
loaned out, a second copy can be stored in return 
date order in a Loans Out File until the object’s 
return.

Ýä ç¿éë ãàðãàõ ìàÿãò
Ìàÿãò  äóãààðëàñàí õóóäàñ, õóâèëäàã öààñòàé 
áàéõ ¸ñòîé. 

Ýõ õóâèéã ýä ç¿éë ãàðãàõ õàâòàñò õàäãàëíà. 
Íýã õóâèéã  õ¿ëýýí àâàã÷èä ºãíº. Õýðýâ ýä 
ç¿éëèéã çýýëýýð ãàðãàæ áóé áîë õî¸ð äàõü 
õóâèéã áóöàæ èðýõ îãíîîíû äàðààëëààð 
Çýýëä¿¿ëñýí ýä ç¿éëñèéí õàâòàñò áóöààæ 
àâàõ õ¿ðòýë õàäãàëíà.

Remover and Recipient
It is a good idea to record the name and 
address of the remover of the object as well as
that of the recipient, as these will not necessarily
be the same.

Ask the remover to sign and date the Exit
Form. A representative of the museum should
also sign to confirm that the details recorded
are correct.

Çººõ õ¿í áà õ¿ëýýí àâàã÷
Ýä ç¿éëèéã çººõ, õ¿ëýýí àâàõ ººð õ¿ì¿¿ñ áîë 
çººõ, õ¿ëýýí àâàõ õî¸ð õ¿íèé íýð, õàÿãèéã 
á¿ðòãýíý. 

Çººõ õ¿íýýð Ýä ç¿éë ãàðãàõ ìàÿãòàä îãíîî, 
ãàðûí ¿ñýã çóðóóëíà.  Ìóçåéí òºëººëºë 
òýìäýãëýë ¿íýí áîëîõûã áàòàëãààæóóëæ 
ãàðûí ¿ñýã çóðíà. 

OBJECTS LEAVING THE MUSEUM
ÌÓÇÅÉÃÝÝÑ ÝÄ Ç¯ÉËÑ ÃÀÐÃÀÕ 
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Reason for Removal
Remember to record the reasons why the
object is leaving the museum. These may
include :
      • transferral *
      • loan out *
      • destruction *

Ãàðãàõ øàëòãààí
Ìóçåéãýýñ ýä ç¿éëèéã ÿìàð çîðèëãîîð ãàðãàõ 
áîëñîí øàëòãààíûã áè÷:
      •øèëæ¿¿ëýõ*
      •çýýëä¿¿ëýõ*
      •óñòãàõ*  çýðýã øàëòãààí áàéæ áîëíî.

Object Information
The Exit form should include key information
about the object including :
      • a brief description of the object
      • identifying number
      • insurance valuation
      • conditions governing removal
      • agreed return date

Ýä ç¿éëèéí òóõàé ìýäýýëýë
Ýä ç¿éë ãàðãàõ ìàÿãòàä ãîë ìýäýýëëèéã 
áàãòààíà:
      •ýä ç¿éëèéí  òîâ÷ òîäîðõîéëîëò
      •òàíèõ äóãààð 
      •äààòãàëûí ¿íýëãýý
      •ãàðãàõ íºõöë¿¿ä
      •áóöààæ àâàõ òîõèðîëöñîí îãíîî

OBJECTS LEAVING THE MUSEUM
ÌÓÇÅÉÃÝÝÑ ÝÄ Ç¯ÉËÑ ÃÀÐÃÀÕ 
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Return of Objects
It is a good idea for the original Exit Form to
be signed by a museum representative to
record when an object is subsequently
returned to the museum (for example if it
has been loaned out or sent for conservation).

Ýä ç¿éëñèéã áóöààæ àâàõ
Çýýë ýñâýë àð÷ëàí õàìãààëàõ çîðèëãîîð 
ýä ç¿éë ãàðãàõàä Ýä ç¿éë ãàðãàõ ìàÿãòûí ýõ 
õóâü äýýð ìóçåéí òºëººëºë òóõàéí ýä ç¿éëèéã 
õýçýý ìóçåéä áóöààæ àâàõûã òýìäýãëýí, 
ãàðûí ¿ñýã çóðàõ íü çºâ.

OBJECTS LEAVING THE MUSEUM
ÌÓÇÅÉÃÝÝÑ ÝÄ Ç¯ÉËÑ ÃÀÐÃÀÕ 
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