CURATORIAL REQUIREMENTS FOR COLLECTORS 
OF NATURAL HISTORY SPECIMENS, 
BIOBLITZ 2011, 
SAGUARO NATIONAL PARK



Introduction

A museum collection is generated and maintained to document and support a park's resource management, research and interpretive programs. The NPS museum program objectives include the commitment to collect, document and preserve objects, specimens, samples and associated records as defined within a park's approved scope of collection statement (SOCS). The collection is a nonrenewable resource. 

In the National Park Service (NPS), the Superintendent is responsible for the accountability, preservation, protection and use of the site's museum collections. The Superintendent ensures that all research projects generating museum specimens include funding to ensure that the cataloging and the initial preservation and storage requirements are accomplished. The Superintendent recommends or approves all planning documents that are related to the proper management of the museum collections. The day-to-day care for a park's collection is delegated by the Superintendent to the park curatorial staff. The Saguaro NP curatorial staff must be involved in reviewing specimen collecting activities, including permit requests, to insure that NPS curatorial requirements are met.

Scope of Requirements

The curatorial requirements outlined in this document apply to both NPS and non-NPS researchers. Park-generated research projects and specimens collected by park staff are not exempt from these requirements.

Authority

The policies and procedures stated in this document are authorized by the following NPS policies and guidelines: NPS Management Policies, Director’s Order #24 (NPS Museum Collection Management), Director’s Order #77 (Natural Resource Management Guideline), Director’s Order #28 (Inventory and Monitoring Program), NPS Museum Handbook, Parts I-III and Interior Collection Management System (ICMS) User’s Manual.  Complete text of NPS policies is available at www.nps.gov/policy. 

Definitions

Natural resource museum collection:  A collection comprised of permanently retained specimens and samples taken from the living and nonliving components of the natural world and project documentation generated by the collecting and research activities. A specimen without its associated documentation has limited or no scientific value. The decision to permanently retain a specimen in a park's museum collection depends on the purpose of the collecting activity or the recommendations of the researcher/collector in consultation with park curatorial staff. General reference collections, voucher specimens, exhibit specimens and most research specimens are managed as part of a park's museum collection. Natural resource museum collections can include biological specimens, geological specimens, paleontological specimens and environmental samples.

Project Documentation: Data, records, reports and other related information generated as a result of research activities conducted within a park or on museum specimens collected in a park. Natural resource archives may contain field notes, daily journals, maps, drawings, photos and negatives, slides, videotapes, raw data sheets, remote sensing data, copies of contracts, correspondence, repository agreements, specialists' reports and analyses, reports and manuscripts, collection inventories, field catalogs, analytical study data, sound recordings, computer documentation and data, tabulations and lists, specimen preparation records, conservation treatment records and reports on all scientific samples lost through destructive analysis. 

Ownership of Collections

All specimens collected for permanent retention, as well as their derivatives and byproducts, remain the property of the National Park Service. If you collect specimens that are to be permanently retained—regardless of where they are kept—those specimens must be accessioned and cataloged into the National Park Service's Interior Collection Management System (ICMS), and must bear National Park Service (NPS) labels containing NPS accession and catalog numbers. The National park Service does not loan collections to individuals.  The Outgoing Loan Agreement must be signed by the designated responsible individual at the Borrowing Institution. The loan is typically for one year.  If an extension to the loan is needed, contact Saguaro’s museum collections manager, Ronald Beckwith, (520) 733-5160.  If a one year renewal of the loan is granted, the researcher must submit a report on the status of the collection.   


Designated Repositories

Saguaro National Park Museum collections are housed at the Western Archeological and Conservation Center, an NPS facility in Tucson, Arizona, and by agreement, at the University of Arizona, Tucson, Arizona.   The majority of the natural collections are housed at the University of Arizona.  The use of a single repository simplifies collection management and accountability of collections while enabling researchers to access more park specimens at a single location. The National Park Service reserves the right to mandate specific repositories for collections from park property. 

Any requested change in the repository for specimens collected must be discussed with the Park’s curatorial staff as part of the permit application process. Anticipated curation costs beyond cataloging (e.g. specimen preparation techniques and supplies, storage cabinet and supply purchases, conservation, etc.) must also be discussed at that time. 

Receiving an Accession Number:

For the 2011 BioBlitz, individual researchers will receive their accession number in their Scientist packet.  If for some reason you did not receive an accession number in you packet call the park’s curatorial staff (520) 733-5160 or by email to ronald_beckwith@nps.gov to obtain an accession number for the collection. 
· Accession numbers are assigned as a condition of receiving a permit.
· The park accession number must appear on all reports, field notes and correspondence relating to the collection, and on the label of each specimen collected. 


Collecting:

During collection it is essential to gather complete information required for cataloging specimens. It is highly recommended that you review the fields in the cataloging database (EXCEL spreadsheet) prior to collection. 

Per Director’s Order #77, the use of longitude/latitude or Universal Transverse Mercator Grid (UTM) coordinates is required in the natural resource specimen catalog record to integrate information into the Geographic Information System (GIS). These data bases allow for efficient and effective use of the collection information for park-related management programs, for determining gaps in research needs, and for helping resource managers make decisions and set priorities. 

After collecting:

Call park’s curatorial staff, at (520) 733-5160, and obtain a block of catalog numbers for the specimens that will be permanently retained. When you call, please have the following information ready: 
· Your accession number.
· Dates collecting began and ended.
· Number of specimens collected (estimates are acceptable for large collections).
· The name of the institution and point of contact where specimens will be cataloged. 

The park’s curatorial staff will send you (or the individual responsible for cataloging the collection): 
· Additional copies of the cataloging database(s), if needed.
· Sample catalog records, if needed. 
· At the request of the cataloger, a copy of the Interior Collection Management System (ICMS) software, to allow direct entry of data, can be sent instead of the export file. ICMS is a Windows-based, user-friendly program based on a commercial product called Re:discovery.
· NPS specimen labels and instructions for their completion. If you are using ICMS, NPS labels can be generated electronically. 
· An NPS Outgoing Loan Agreement form, to be signed by the institutional representative responsible for the loan. (All specimens, as well as their derivatives and byproducts, remain the property of the United States).

Integrated Pest Management (IPM)

The National Park Service does not fumigate museum specimens as a preventive measure. Pests are managed through isolation, monitoring, good housekeeping, eliminating food and beverages, excluding pests and other Integrated Pest Management practices. Do not use fumigants with NPS collections. If you have concerns or questions about individual specimens, please contact the Museum Curator.  Note: freezing of specimens is an excepted IPM preventative measure.

Cataloging

Cataloging of NPS specimens must be done in ICMS or by using the export templates to catalog in MS Excel. Refer to the instructions that accompany the database for additional information on required fields and formats for cataloging NPS specimens.

Cataloging of specimens to NPS standards is the responsibility of the collector. The cataloging process records the documentary information of the specimen and can serve as an index to additional sources of information. It is the primary property and location record of a natural resource specimen. This information is entered into the NPS Interior Collection Management System (ICMS), making the information available for future accountability, inventory and research purposes. 

NOTE: SPECIMENS THAT ARE TO BE CONSUMED IN THE COURSE OF RESEARCH SHOULD NOT BE CATALOGED.

For standard cataloging procedures, refer to the NPS Museum Handbook, Part II, Chapters 3 and 4, Appendix H, and the ICMS User Manual. Electronic copies of these documents are available at www.cr.nps.gov/museum/publications/index.htm

Specimen Labels

As stated in Director’s Order #77 (Natural Resources Management Guideline), NPS specimen labels: 

· Become a permanent record and identify the specimen as belonging to the NPS irrespective of where it is being stored or used; 
· Provide data that are essential to the identification of the specimen and are required for the proper cataloging of the specimen; and 
· Must be completed by the collector before cataloging. 

Specimen labels are provided by the NPS to park and non-NPS researchers who collect specimens as part of an approved research project. For guidance on standard labeling procedures refer to the NPS Museum Handbook, Part II, Appendix H.

Labels must be printed on archival quality (acid-free) paper or Tyvek using permanent ink. All labels MUST contain the appropriate park accession and catalog numbers in permanent ink, in this format:

Accession Number: 
SAGU-1234 

Catalog Number:
SAGU 999999 

Note that the hyphen is necessary to distinguish the accession number from the catalog number. Do not use hyphens in the catalog number.

· The accession number MUST appear on all reports, correspondence and original field records pertaining to the collection. 
· Catalog numbers should be cited in your final report when referencing individual specimens.  

After Cataloging

Within one year of the final date of collecting, you must submit: 
· Any specimens that are to be permanently retained, along with your labels and project documentation, to the University of Arizona where they are to be curated. You must provide the park’s curatorial staff with confirmation that specimens and associated documentation have been deposited.
· U of A contact info will be provided in the Scientist’s packet.
· An electronic copy of your catalog records (either in ICMS or the appropriate export file) to the Curator’s office.
· Send to park’s curatorial staff copies of all of your field records (notes, maps, recordings, etc.) to the Permit Coordinator’s office. Please copy notes, maps and other written or printed matter onto acid-free paper. This requirement is a safeguard, in case original materials are accidentally destroyed or lost in the future. Original field records must be retained permanently in association with the collection.

If you find that you will have trouble meeting this deadline, call or write the Curator at the address below to make other arrangements.



Material Transfer Agreements
All specimens (including anything derived from such material) removed from Saguaro National Park remains federal property. If you wish to send specimens (or their progeny or derivatives) to a colleague outside your own laboratory for further analysis, your colleague must complete a Material Transfer Agreement with Saguaro National Park and may also be required to apply for a Scientific Research and Collecting Permit. No materials can be transferred until the appropriate paperwork has been completed. For assistance with specimen transfers, please contact the Research Permit Office at Saguaro National Park.


Contact Information
Please contact Ronald Beckwith any time during this process with any questions that may arise. We are here to help you comply with the terms of your permit and to make compliance as easy as possible, under current regulations.

Ronald Beckwith, Archeologist
Saguaro National Park
3693 South Old Spanish Trail
Tucson, AZ 85730
(520) 733-5160
(520) 733-5183 fax
e-mail: ronald_beckwith@nps.gov
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GENERAL

1.	It is the Borrower's responsibility to become familiar with stipulations covering this transaction.  Responsibility for meeting the terms agreed to in this loan agreement remains with the borrowing institution and authorized agent.

2.	No loans will be made until all necessary documentation has been received by the lending park, and the Outgoing Loan Agreement has been signed by both parties.  

3.	The borrowing institution is not permitted to make third party loans.  Such loan requests shall be treated as an independent outgoing loan and negotiated between the lending park and the second borrowing institution. Unless specifically agreed to in writing on the attached loan agreement, the borrowing institution is not permitted to make third party loans.  Such loan requests shall be treated as an independent outgoing loan and negotiated between the lending park and the second borrowing institution.

4.	Borrower agrees to incur all expenses relating to this loan unless otherwise noted.

5.	Borrower agrees not to use the loaned museum objects/specimens/archival items (henceforth “loaned items”) for commercial or other revenue-generating purposes without the prior written authorization of NPS.

6.	If the loaned items are to be exhibited, cited, or illustrated in a publication, or otherwise made public, the credit line must cite the following elements and conform to any additional specifications in the loan agreement: “National Park Service,” park name, control number (such as a catalog or negative number), object/specimen name, and original creator (if applicable, e.g. artist name).    The NPS is not responsible for the quality of exhibits, publications, or interpretive or educational programs that may feature NPS loaned items.

7.	The Borrower shall provide to Lender a copy, at no cost, of any publication or report featuring the loaned items.

8.	The Borrower, in the event of a change of address, shall provide the NPS with written notification thereof within 15 days of such change.  

9.	Federal laws and policies governing NPS museum collections take precedence over state and local laws.

10.	The borrower agrees to care for loaned items in a manner consistent with NPS policies and procedures as stated in Director’s Order #24:    NPS Museum Collections Management and in NPS Museum Handbook  (http://www.nps.gov/policy/DOrders/DOrder24.html) (http://www.cr.nps.gov/museum/publications/index.htm).

COPYRIGHT AND PHOTOGRAPHY RESTRICTIONS

1.	Loaned items are subject to restrictions outlined in the copyright law of the United States (Title 17, U.S. Code).  Borrower will honor copyright restrictions as they apply to the loaned items and will ensure that the appropriate copyright releases are obtained.

2.	Unless otherwise agreed to in writing, no reproductions are permitted by the Borrower except photographic copies for condition reports, documentation, damage, educational, and publicity purposes related to the stated purpose of this loan.
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INSURANCE

1.	All loaned items shall be continuously and fully insured at the Borrower's expense for the amount specified on the loan agreement, unless waived and so noted on the agreement.  Insurance shall be wall-to-wall, and provide coverage against all risks of physical loss or damage from any external causes while in transit and on location for the entire duration of the loan.  Borrower shall provide proof of insurance to the lending park.  The NPS must be notified in writing at least 20 days prior to any cancellation or meaningful change in the Borrower's insurance policy.  If additional coverage is taken by the Borrower, the lending park must receive from the Borrower a copy of the certificate of insurance naming the lending park as an additional insured.

2.	Any lapses in coverage or any failure to secure insurance and/or any inactions by the Lender regarding notice will not release the Borrower from liability for loss or damage.

3.	Dollar values provided are confidential and are for insurance purposes only.  The NPS reserves the right to increase the amount of insurance coverage required on the loaned items, if reasonably justified.

4.	If insurance is waived, the Borrower agrees to indemnify any and all loss or damage to the loaned items occurring during the course of the loan, except for loss or damage resulting from inherent vice, war, and nuclear incident.

5.	Borrower agrees to waive all claims and recourse against the NPS for loss or damage to persons, museum collections, or loaned items arising from this agreement.  Borrower agrees to defend, indemnify, and save harmless the NPS from all liability, loss, cost, or obligation on account or arising out of any injury to any person or property of any kind, from any cause whatsoever, in any way connected with Borrower's use of said property, including acceptance and redelivery thereof.

CONDITION, ALTERATION, AND CONSERVATION

1.	Each loaned item is considered to be in good condition unless otherwise noted.

2.	Loaned items may not be cleaned, repaired, retouched or altered in any way without the express permission of the Lender.

3. Loss, damage or deterioration must be reported to the lending park.  If damage occurs, NPS staff will arrange any necessary conservation treatment.  The Borrower or its insurance company is liable for all costs resulting from damage, including the cost of conservation, and for any reduction in value or replacement.

HANDLING AND CARE

1.	All physical care (e.g., handling, storage, exhibition) should meet or exceed the standards set down in the NPS Museum Handbook, Part I.

2. Loss or damage, whether in transit or on the borrower's premises, and regardless of who may be responsible, must be reported immediately.  Photographs and documents of the damage (e.g., condition report) with dates, names, and other details of the occurrence (e.g., damage reports) must be sent to the lending park within 5 working days of the loss or damage.
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3.	The Borrower and all users of the loaned items have received the U.S. Department of the Interior (DOI) Notice of Potential Hazard in Museum Collections (DI-3320).  If the Borrower provides access to the loaned items to users other than those identified in this loan agreement, the Borrower is responsible for providing this DOI notification to the users and returning acknowledgement of notification to the Lender.


SECURITY AND ENVIRONMENTAL CONTROLS

1.	Borrower must provide, at all times, adequate security in order to protect loaned items against risk of damage, loss or deterioration due to theft, vandalism, fire, smoke, and water.  Adequate protection against insects, vermin, fungi, mold and pollutants must be provided.  Conditions should comply with museum standards and the NPS Museum Handbook, Part I.

2.	Loaned items must be protected, at all times, against damage caused by exposure to direct sunlight, ultraviolet light, excessive humidity, or proximity to heating or cooling sources.  Temperature and relative humidity levels should be monitored on a daily basis.  Levels are controlled to minimize short-term fluctuations and to avoid harmful extremes.  Conditions should comply with museum  standards  and  the  NPS  Museum Handbook, Part I.

3.	If these conditions cannot be met, the lending park must be advised in writing.  The amended conditions should be attached to the loan agreement and noted in the additional conditions on the face of the attached agreement prior to the completion of the agreement.


PACKING AND SHIPPING

1.	Packing and transportation must be by safe methods designated and approved in advance by the Lender and noted on the attached agreement.  Borrower must comply with shipping and packing instructions provided by the Lender.

2.	Lender will pack the loaned items and will provide packing materials for the loan.  If required by the terms of the agreement, the Borrower will pay for packing materials. 

3.	Unpacking and repacking must be done by experienced personnel under competent supervision.  The loan must be repacked in the same manner as received and with the same packing materials, if possible, unless otherwise mutually agreed upon by Lender and Borrower.  All packing materials should be stored, if possible, during the loan period in a place fully conditioned to the same temperature and relative humidity as those under which the loan itself is stored or displayed.  All packing materials that are to be reused must be protected from contamination by insects, mold, dust, airborne pollutants, and other sources.


ACCESS

1.	Access to loaned items by individuals for purposes other than those identified on the attached agreement must receive prior approval by the Lender and must be supervised by the Borrower. Borrower agrees to provide access to loaned items only when all other options, such as photographs or reproductions, have been exhausted.  Use of loaned items must be restricted to a supervised area.  Researchers will be subject to the Lender's current user rules and restrictions.  Borrower will be responsible for any misconduct by persons "using" loaned items.

2.	Borrower must provide access to Lender's staff or representatives during regular hours of operations for the purposes of inspections, inventory, repacking, research and condition reporting.  

3. Borrower is subject to NPS annual inventory procedures as noted in the NPS Museum Handbook, Part II.  Either the Borrower will confirm Lender's inventory or will provide access to the Lender to conduct an inventory, as noted in the special conditions on the agreement.


REPOSITORY LOANS

1. Loans for storage and collections management (“repository” loans) may not exceed 20 years, renewable. 

2. Items loaned to a repository for the purposes of collections management and/or storage will be cataloged according to the NPS Museum Handbook, Part II, and in accordance with requirements established by the lending park.  Copies of all catalog records and electronic data will be sent to the lending park by the borrowing repository.

3. The Borrower will either respond to the Lender’s requests for information about loaned items for the purposes of completing an annual inventory, or, if approved in advance by the Lender, include the loaned items in the Borrower’s annual inventory of its collections and report on the results of the inventory to the Lender.  Borrower’s inventory must be equivalent to the inventory required by NPS Director’s Order #24.

4. Unless specifically exempted in this Agreement, the Borrower will complete a Collections Management Report and the Checklist for Preservation and Protection of Museum collections as specified in NPS Director’s Order #24.

5. Repository loans must remain at the designated repository until they are requested by the lending park or until such time as the repository is unable to care for the loan in accordance with the loan stipulations.  The loan may be terminated by either party, by giving 3 months notice, or within 30 days if the lending park determines the loan stipulations are not being met.  Should the Borrower be unable to continue care for the loaned items, the items must be returned to the lending NPS park or another designated repository approved by the Lender.
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6. The conditions specific to repository loans take precedence when in conflict with other conditions in this Agreement.  Otherwise, all conditions apply to repository loans.


EXTENSION AND RECALL

1.	Any extensions of the loan period must be requested by the Borrower.  The Lender will prepare extension documents to be completed and signed by the Borrower and received by the Lender at least 30 calendar days prior to the original loan expiration date shown on the attached agreement.  All additional insurance will be extended by the Borrower and proof of insurance will be provided to the Lender by a copy of the certificate of insurance naming the NPS Lender as an additional insured and dated with the new termination date of the loan.

2.	The Lender reserves the right to inspect or audit the loaned items at any time.  Should the Lender desire to recall any of the loaned items for its own purposes, it may do so by giving at least 30 days notice to the Borrower.  Loaned items may be withdrawn by the Lender without prior written notice to the Borrower if it is determined that they are receiving improper care.

3.	Borrower agrees to give at least 30 days written notice to the Lender if electing to cancel this loan prior to the term of this loan agreement.  
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		Outgoing Loan Agreement

	Outgoing Loan No.


NPS UNIT (Lender):
(Street/Box)										Telephone:
(City, State, Zip)											FAX Number:
Superintendent (please print):
Shipping Address (if different):


BORROWING INSTITUTION (Borrower):
(Department)
(Street/Box)											Telephone:
(City, State, Zip, Country)									FAX Number:
Responsible Official (Borrower):								Title:
Shipping Address (if different):

Check one:   non-NPS           NPS

PURPOSE OF LOAN:
 Exhibit     Study     Conservation     Exhibit Preparation     Storage     
 Collections Management (including cataloging and storage)     Other (describe):

Credit Line:

OBJECTS IN LOAN:    List Attached





INITIATION DATE:  				TERMINATION DATE: 

INSURANCE AND SHIPPING/PACKING:

 Insurance to be waived		 To be carried by Borrower			
Insurance company:											Policy No:                                            

Outgoing packing by:	 Lender	 Other:
																						Page 2 of 2

Return packing by:	 Borrower	 Other:

Method of shipping:  Outgoing:									Return:

Charges to Borrower:   yes     no     Describe:
	NPS Form 10-127 Rev.
	July 1995

LOAN CONDITIONS:

Outgoing loans are subject to the terms and conditions noted on the attached Conditions for Outgoing Loans.

Facilities form required:   yes     no

Additional Loan Conditions:

.



SIGNATURES:

ON INITIATION OF THIS AGREEMENT: The undersigned borrower is an authorized agent of the borrowing institution.  Signature indicates agreement to terms specified in this loan agreement and attached conditions.

PLEASE SIGN BOTH COPIES AND RETURN THE ORIGINAL TO THE NPS.


Name of Responsible Official (Borrowing Institution), Title (Please print)		                 		


Signature															  Date	


Name of Superintendent (Lending NPS Unit), (Please print)				


Signature															  Date	



RETURN STATUS:                                                       
 Complete      Partial (list catalog numbers and date of return):
Extension Termination Date:

RETURN OF LOAN:
The undersigned is an authorized agent of the lender.  Signature acknowledges receipt of all material in good condition or in condition as noted on this agreement or in attached object condition report(s).  A signed copy is sent to the borrower to acknowledge the return of the loan.



Name of Superintendent (Lending NPS Unit) (Please print) 


Signature														 	  Date	
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