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Documentation Essentials 
Gainsborough’s House
21st October 2013
SHARE Museums East
Trainer: Jayne Austin 

PROGRAMME

10.00 am 

Welcome and Coffee 

10.15  am

Introductions

10.30 am  

What is documentation?

10.50 am 

Documentation - why do it?

11.10 am

Museum Accreditation Scheme and SPECTRUM 

11.30 am

Entry documentation 
12.00 am

Accession documentation 
12.30 am

Labelling and Marking

12.45 pm 

Lunch
1.30  pm

Cataloguing and Indexing 

2.00pm

Movement documentation 
2.15  pm

Exit  documentation 
2.30  pm

Loan  documentation 
2.45 pm 

Tea

3.00 pm

Tackling Backlogs

3.30 pm

Conclusion and evaluation
4.00 pm 

End


