
Richland County Historical Museum 
Collection Policy 

 
Mission Statement 

 
The Richland County Historical Museum collects, preserves and shares the history and 
stories of Richland County and its people to bridge the past, present and future. 
 

Delegation of Responsibilities 
 
Museum staff, as the first point of contact, are responsible for deciding whether or not 
an item meets the donation and collection criteria set forth by this policy and the 
museum’s Board of Directors.  If an object is found to qualify for inclusion in the 
museum collection, museum staff will present that information to the Board of Directors.  
The Board of Directors makes the final decision on items that are included in the 
collection, displayed, and deaccessioned. 
 

Scope of the Collection 
 
The scope of the museum’s collection is dictated by its mission statement.  Therefore, 
the museum collects only items and artifacts that relate specifically to the history and 
culture of Richland County, North Dakota.  This includes, but is not limited to, items that 
were made or manufactured within the county, and items that were owned and used by 
people who lived and worked in Richland County.  The museum focuses particularly on 
items relating to agriculture, daily life, prominent sites and residents, and Richland 
County Veterans.   

 
Acquisitions and Accessioning 

 
The Richland County Historical Museum acquires artifacts through donation, bequest, 
and occasionally through purchase.  Bequests are subject to the museum’s acquisition 
criteria, and will be considered in the same fashion as any donation or purchase. In the 
process of acquiring objects for the museum, museum staff will perform an appraisal of 
the item(s) to be donated.  This appraisal does not place any monetary value on the 
item, but instead compares it to the museum’s acquisition criteria and current collection 
needs. 
 
In order to be considered for acquisition, objects must meet at least two of the following 
criteria: 



●​ Objects must be related to the scope of the collection and/or the mission of the 
museum.  Items that are not related to Richland County and its residents will not 
be accepted regardless of uniqueness. 

●​ The object represents a significant person, place, business or organization within 
Richland County 

●​ Uniqueness, not duplicated elsewhere in the collection 
●​ Fills a gap in the collection 
●​ Availability of space and resources to store, preserve, and secure the object 
●​ The object’s condition is appropriate to be displayed 
●​ Object must be collected or acquired in full compliance with state and federal 

laws 
 
The Museum is unable to accept objects that: 

●​ Are not related to Richland County or its citizens 
●​ Not unique or that are already duplicated in the collection 
●​ Have restrictions such as confidentiality or copyright 
●​ Are in unsatisfactory condition, require extensive conservation,and items that 

require care and space beyond what the museum is capable of providing 
●​ Violate state and federal regulations including NAGPRA 
●​ Present a danger to staff, visitors and collections, including items containing 

mold, a pest infestation, or dangerous substances 
 
Objects that meet the museum’s acquisition criteria will be formally accepted into the 
collection through a process called accessioning.  This process makes the object the 
exclusive property of the Richland County Historical Museum, to be used, displayed or 
disposed of in the best interest of the museum and the public it serves.  A Deed of Gift 
to transfer the item rights to the museum is required for all donated items, and will be 
kept as part of the object’s record.  Donations may be tax deductible for the value of the 
property as determined by private appraisal.  The museum does not perform monetary 
appraisals.  Responsibility for meeting state and federal tax requirements rests with the 
donor.   
 
 

Deaccessioning 
 

Deaccessioning is the term for the removal of an object from the museum’s permanent 
collection.  Deaccessioning is a thoughtful and deliberate process that can strengthen 
the museum’s ability to serve its audience and preserve its collection.  Objects will 
remain in the possession of the Richland County Historical Museum for as long as they 
retain their physical integrity, authenticity, and usefulness. 



Museum staff are responsible for evaluating the collection and making recommendation 
of deaccessioning to the museum’s Board of Directors.  Items should only be 
considered for deaccession if they no longer meet the criteria for retention.   
 
Items chosen for deaccessioning must be clearly owned by the Richland County 
Historical Museum.  Objects of unconfirmed ownership will be considered on a 
case-by-case basis in order to make an informed decision.  Deaccessioned items can 
be disposed of by transfer to another institution or sale.  Proceeds from sales will be 
used for acquisitions and preservation of the museum’s collection.  Items will neither be 
returned to the original donor, nor sold or given to a current or past museum staff 
member, volunteer or board member.  Destruction is the preferred method of disposal 
for items that have deteriorated beyond repair or pose a health or safety threat.  Efforts 
will be made to comply with state and federal guidelines for the disposal of hazardous 
materials when necessary. 
 
For an item to be considered for deaccessioning, it must meet one or more of the 
following criteria:  

●​ It is no longer relevant or useful to purpose of the museum 
●​ It falls outside the museum’s mission and scope of collection 
●​ The item is found to be a fake or forgery, or the documentation provided by the 

donor is found to be falsified 
●​ The item lacks physical integrity.  Examples include incomplete items and items 

with damaged parts 
●​ The item’s condition has degraded or the museum is unable to properly care for 

the item 
●​ It is redundant, and lacks uniqueness compared to similar items within the 

collection 
●​ The item poses a physical hazard and/or a health risk 
●​ The item is the subject of an approved repatriation claim under the Native 

American Graves Protection and Repatriation Act (NAGPRA) 
 
 

Documentation 
 

Documentation is maintained for every acquisition.  The museum is responsible for 
maintaining accurate and current records for the identification of the items in the 
collection.  Documentation retained by the museum includes all correspondence with 
the donor, deed of gift or invoice and purchase order, IRS documents where applicable, 
documents pertaining to the transfer or delivery of items to the museum, accession 



numbers, records of actions taken with regard to the item (i.e., care, exhibition).  
Physical and digital copies of the records will be maintained in perpetuity.   

 
Collection Care 

 
The Richland County Historical Museum recognizes that care for the collection is an 
ongoing responsibility, which includes maintenance, proper storage, pest control, and 
protection from theft, fire and natural disasters.  The museum seeks to provide a safe, 
stable environment for its artifacts through the use of preventative conservation and 
environmental controls.   
In order to mitigate damage to the collection, the museum: 

●​ Does not allow smoking in the building 
●​ Does not allow food or beverages in open containers in the galleries or storage 

areas 
●​ Limits exposure to natural light to minimize UV damage 
●​ Uses professional standards and supplies when handling and moving objects 
●​ Regularly monitors the condition of artifacts within the collection, especially at the 

start and end of the museum’s open season. 
No activity or use of an object shall take priority over the care and safety of the objects 
in the collection. 
 

Objects in Custody 
 

The Richland County Historical Museum does not hold objects in custody.  Items are 
only brought to the museum to assess their condition and suitability for inclusion in the 
collection once museum staff and board members have reviewed details provided via 
letter, email or phone.  The museum is unable to hold items that are not part of the 
collection, even temporarily. 

 
Loans 

 
The Richland County Historical Museum does not temporarily loan out its artifacts, nor 
does it accept the loan of artifacts from other museums or private citizens, that are not 
part of a travelling exhibit.  The museum does not loan back items to their donors. 

 
Access to Collections 

 
The collection and research materials at the Richland County Historical Museum exist 
for the benefit of the public.  The Public will have reasonable access to the collections 
during the museum’s open hours (Tuesdays and Thursdays from 1:00-4:00 PM, April 



through October), and by appointment all year long.  Tours of the museum’s collections 
are available upon request.  Appointments are based on staff and volunteer availability. 
 
Objects in storage can be viewed by appointment only, as the public is not admitted to 
the museum’s storage areas for insurance and liability reasons.  Objects may be viewed 
in either the museum office or research room, depending on space needs, once 
museum staff have located and retrieved the object(s).   

 
Risk Management 

 
Safety of the collection is important to the museum, and staff, volunteers and board 
members recognize that there are several factors that help with that goal, including the 
following: 
 
Disaster and Emergency Preparedness Plan: 
The museum’s Board of Directors is responsible for the development and maintenance 
of a disaster and emergency preparedness plan in order to lay out standards to prevent, 
protect and preserve the collection from all different types of disasters. 
 
Insurance:  
North Dakota Insurance Reserve Fund (NDIRF) and Heartland Insurance.  
 
Documentation: 
As stated in other sections of this policy, records shall be kept of all objects in the 
collection and their locations.  Staff and volunteers are responsible for keeping the 
records current for insurance purposes. 
 
Loss/Damage: 
The loss or damage of an item should be reported immediately to the museum’s Board 
of Directors, especially in the case of theft or vandalism.  If deemed necessary, 
insurance or authorities (in cases of theft) shall be notified.  The record of the affected 
item should  be updated to include the change in condition, digital images of the 
damage, and the actions taken. 
 

Legal and Ethical Responsiblities and Restrictions 
 
The Richland County Historical Museum does not acquire, by direct or indirect methods, 
objects believed to be illegally or unethically collected, or collected in violation of 
international agreements and federal and state laws where applicable.  The museum 
strives to follow the Native American Graves Protection and Repatriation Act (NAGPRA) 



of 1990, which addresses the rights of Native American Tribes and organizations to their 
cultural artifacts, including human remains and funerary objects. 
 
A conflict of interest may occur whenever a staff member, volunteer or board member 
personally collects objects of a type collected by the museum.  When collecting, the 
individual in question should consider the needs of the museum over their personal 
needs.  Staff and volunteers may not use their connection to the Richland County 
Historical Museum to promote their personal collecting activities.   
 
The above guidelines do not apply to: 

●​ Objects collected prior to the adoption of this policy, though every effort will be 
made to determine that artifacts are ethically sourced and not subject to 
NAGPRA 

●​ Items in a personal collection were acquired before employment or volunteer 
service 
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