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COLLECTIONS MANAGEMENT POLICY 

FRED JONES JR. MUSEUM OF ART 

THE UNIVERSITY OF OKLAHOMA 

 

I. MISSION 

 

Through its growing collections, diverse exhibitions, and programs, the Fred 

Jones Jr. Museum of Art (FJJMA) creates opportunities for the University 

family and the people of Oklahoma to derive knowledge, understanding, and 

enjoyment from the visual arts. 

 

VISION 

 

To provide a dynamic environment where people can discover meaning, 

pleasure, and value in art. To establish an environment, through exhibitions 

and programs, that supports the University’s goal of providing students and 

visitors with a global perspective by creating international awareness and 

understanding through art.  

 

VALUES 

 

A. The collections, programs, and facilities of the Fred Jones Jr. Museum of 

Art are a public trust. Upholding this trust is the responsibility of all 

persons associated with the Museum, and they must act with integrity 

and high ethical principles. 

 

B. While duties and responsibilities differ, working relationships among 

trustees, employees, and volunteers are based on equity and mutual 

respect. 
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C. The Museum maintains a high commitment to excellence through 

curatorial scholarship for its exhibitions and publications, quality 

programs, and commitment of service in order to create a positive 

experience for museum visitors.  

 

D. The Museum derives its purpose from its collections and its obligation to 

these collections is paramount. The Museum’s duty is to care for, 

interpret, and exhibit the collection as well as to preserve it for future 

generations in an enhanced form whenever possible. 

 

E. Programming furthers the Museum’s mission and is responsive to the 

concerns, interests, and needs of the global society.  

 

II. DESCRIPTION OF THE COLLECTIONS 

 

A. In 1936, with the acquisition of a large collection of East Asian Art (750 

object), the generous gift of Lew Wentz and Gordon Matzene, the Museum 

of Art was officially founded and Jacobson was named its director. By this 

time, Jacobson had already collected over 2,500 works of art for the 

University. The new museum’s first galleries were in what is now Jacobson 

Hall. In 1948, the permanent collection was further embellished with the 

purchase of the so-called State Department Collection, comprised of thirty-

six paintings from the exhibition Advancing American Art and including major 

works by artists such as Stuart Davis, Georgia O’Keefe, and Edward Hopper. 

Jacobson’s vision of a permanent facility to house the art finally came to 
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fruition in 1971, when Mr. and Mrs. Fred Jones of Oklahoma City donated a 

fine arts building to the University in memory of their son, Fred Jones, Jr., 

who had died in an airplane crash during his senior year at the University of 

Oklahoma. The resulting structure, the Fred Jones Jr. Memorial Art Center, 

housed the Museum of Art, which contains 15,000 square feet of exhibition 

space, the School of Art, and the administrative offices of the College of Fine 

Arts. In 1992, the Museum of Art was re-designated the Fred Jones Jr. 

Museum of Art. Over the years, the Museum’s permanent collection has 

grown exponentially through the generosity of donors. In 1996, with an 

initial gift of $1 million from Mrs. Fred Jones, OU President and Mrs. David L. 

Boren spearheaded the successful fundraising campaign to acquire the 

important collection of the late Richard H. and Adeline Fleischaker, which is 

composed primarily of Native American and Southwestern art. Two 

additional collections of art of the American Southwest soon followed: the 

William H. and Roxanne Thams Collection in 1999 and the Priscilla C. and 

Joseph N. Tate Collection in 2004. Other collections of Native American art 

followed the Fleischaker gift including the Patrick Sutherland Bequest (2000), 

the Dr. and Mrs. R. E. Mansfield Collection (2003); the Charles H. and Miriam 

S. Hogan Collection (2004), and the Rennard Strickland Collection (2007-08). 

The permanent collection received another major gift in 2000 with the Aaron 

M. and Clara Weitzenhoffer bequest of French Impressionism and Post-

Impressionism. This gift initiated the construction of the first expansion since 
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the construction of the 1971 building. In 2007, the extended loan of the 

Eugene B. Adkins Collection of art of the American West and Native 

American art initiated a renovation and expansion of the 1971 building. The 

increasingly strong emphasis on the American West with the Fleischaker, 

Thams, Tate, and Adkins Collections also resulted in the bequest of the James 

T. Bialac Collection of Native American art in 2010. 

 

Strengths of the growing permanent collection include late nineteenth and 

twentieth century art from Europe and the United States, photography, 

Asian art, and European graphics from the sixteenth century to the present. 

Several temporary exhibitions, drawn from both the permanent collection 

and works on loan, are mounted annually which explore the art of various 

periods and cultures.  

The Museum serves the educational needs of the University of Oklahoma 

and the extended community. Programs are coordinated with OU faculty and 

the State’s school districts; while lectures, videos, and films complement the 

exhibitions. 

 

III. OWNERSHIP, RESPONSIBILITY, AND ADMINISTRATION 

 

A. Museum Staff Committees: The Museum’s collections, exhibitions, and 

long-range planning are primary concerns of the Museum staff. 

Discussions concerning these topics take place during weekly staff 

meetings and input from the entire staff is considered, with due weight 
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given to the differing levels of experience and expertise of various 

members. If necessary, separate committees are formed for discussion, 

and to make decisions subject to final approval by the Director. 

1. The Curatorial Committee is composed of the Director, the 

Deputy Director/Curator of Collections, Eugene B. Adkins 

Curator, the Curator of Education, the Registrar, and the Head 

Preparator.   

2. Exhibitions created and presented at the Fred Jones Jr. 

Museum of Art (FJJMA) at the University of Oklahoma support 

the mission of the Museum and the University. Utilizing works 

from the permanent collection of the Museum and borrowed 

from institutions and individuals, the exhibitions comply with 

the highest standards set forth by the American Association of 

Museums. The Director selects members of the FJJMA staff to 

compose the internal exhibition committee.  At times, 

scholars, students, or others may be invited to participate in 

the planning or production of an exhibition. Unless otherwise 

provided for, this is done on a voluntary basis. 

3. The Museum engages in timely, formal, and regular planning 

for its future. An accredited museum thinks and acts 

strategically to ensure that it acquires, develops, and allocates 

its resources (human, financial, and physical) in a way that 

advances its mission and sustains its financial viability. The 

Museum staff works in association with University 

administration in developing long-range plans.  

 

IV. ACCESSIONING: POLICIES AND PROCEDURES 
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Accessioning is the transfer of title of an object to the Museum, and the 

documentation of the object as part of the permanent collection by the 

Registration department.  An object considered unsuitable for exhibition – or 

for other reasons – by the Curatorial Committee, may be acquired but not 

accessioned for the secondary collection, the Non-Accessioned Collection.  

An object may enter the permanent or secondary collection through gift, 

bequest, or purchase.  Acquired published and unpublished documents may 

be placed in the Museum’s non-circulating library.  

 

A. General Collecting Guidelines 

 

An object that is to be accessioned by the Museum will meet the 

following criteria: 

1. The object under consideration should be relevant to the Museum’s 

mission and existing collection, or will form the nucleus of a new 

collection.  

2. The Museum can provide for proper exhibition, storage, preservation, 

and conservation under conditions that ensure availability for the 

future, and that are in keeping with professionally accepted standards 

set forth by the AAM. 

3.  An object shall remain in the collection so long as it retains its 

authenticity, relevance to the collection, and physical integrity. Short-

range acquisition for the purpose of later sale, as well as speculative 

acquisitions for short-range sales are discouraged and then only 

entered into with the express approval of both the Director and the 

University of Oklahoma Legal Counsel. 

4. The responsibility to search for and accept acquisitions lies with the 

Director, who acts in consultation with the Curatorial department.  

Officers of the University or support groups of the Museum should 
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not obligate the Museum to any acquisition without first consulting 

with and obtaining approval of the Director.  This allows the Museum 

to consider if it can assume the stewardship and long-term care 

appropriate for the donation. 

5. Prospective donors or sellers will be advised that all objects acquired 

by the Museum are first reviewed by the Director and the Curatorial 

department. Objects proposed for acquisition should be physically 

present for review by the Curatorial Committee, although 

photographic reproductions can be requested first. All parties will 

understand that final approval is contingent upon the review of the 

actual work. In matters where there are conservation concerns, either 

for long-term maintenance or for immediate treatment, an 

examination report from a conservator selected by the Museum will 

be sought. 

6. The Museum will not knowingly accept any object for acquisition that 

has been illegally obtained or imported to the United States or that 

encourages or supports damage to cultural or historic sites.  

7. An object approved as an accession is processed according to policies 

and procedures outlined in this document, and according to AAM 

National Standards and Best Practices.  

 

B. Purchases: Guidelines and Procedures 

 

1. The responsibility to initiate the purchase of an object lies with the 

Director, who acts in consultation with the Curatorial department. 

Officers of the University or support groups of the Museum should 

not obligate the Museum to any acquisition without first consulting 

with and obtaining approval of the Director. 
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2. The Curatorial Committee reviews and endorses all proposed 

accessions of objects to be purchased for the permanent collection 

with funds designated for art acquisitions. The Director of 

Administration and Financial Operations reports to the Director any 

restrictions on the use of a purchase fund.  

3. Before an object is purchased for the permanent collection, the 

market value, purchase price, as well as the possibility of acquiring a 

comparable object through gift or bequest, is to be considered by the 

Director and Curatorial department.  

4. The purchase of an object that is restricted in any way is discouraged. 

If the purchase is approved by the Director and Curatorial Committee, 

all restrictions will be described and acknowledged in writing by the 

Director on the sales agreement or other written and signed 

documentation. This document will become part of the curatorial and 

object files. 

5. An invoice or written sales agreement must be provided by the dealer 

or source for the purchase, as well as information about the object’s 

medium, value, provenance, exhibition history, publication history, 

and conservation treatments. If appropriate, a Warranty and 

Indemnification Statement will be requested prior to payment.  

6. Upon receipt of the invoice or the Warranty, it is signed by the 

Director and passed on to the Administrative Assistant or Director of 

Administration and Financial Operations to process the payment. The 

original invoice, Warranty, and Indemnification Statement are 

forwarded to the Registrar.   

7. All purchases made with donated acquisition funds are to be credited 

appropriately to the donor(s) of these funds. 
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C. Exchanges: Guidelines and Procedures  

 

1. The exchange of an object in the Museum’s permanent collection for 

another object requires that the Museum object first be 

deaccessioned from the Museum’s permanent collection in 

accordance with the Deaccession Policy and Procedure stated in this 

document. In the review process, the appropriateness of the 

deaccession must be weighed against the benefits of the object 

proposed for acquisition through the exchange.  

2. The Director, in consultation with the Deputy Director/Curator of 

Collections, working through the Curatorial department, initiates all 

proposals for exchanges. 

3. The Director and Curatorial Committee use the same criteria as for a 

new acquisition to evaluate and approve or reject the proposal. 

4. No exchanges of objects can be made with any trustees, officers, 

agents, and employees of the University of Oklahoma or benefactors 

or potential benefactors of the Museum or the immediate families of 

these. 

 

D. Transfers: Guidelines and Procedures  

 

1. The transfer of a work of an object to the Museum from another part 

of the University operates like a gift. 

2. The transfer of a work of art from the Museum to another part of the 

University is treated as a deaccession. 

3. The Director, working with the curatorial staff, initiates all proposals 

for transfers. 

4. If the Director and Curatorial Committee approve the transfer, all 

concerned parties are notified, if appropriate. 
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E. Gifts and Bequests 

 

The FJJMA is indebted to those individuals and organizations that have 

contributed to the growth of the permanent collection through their 

generous donations of art and funds to purchase art. As stewards of 

artistic and cultural heritage, the Museum cannot accept all donations 

offered and expect to be able to provide the appropriate care for them. 

The following guidelines, in addition to the aforementioned General 

Collecting Guidelines, represent an attempt on the Museum’s part to 

control the growth of its collections.  

 

1. Guidelines 

 

a. Because of the heavy responsibility assumed by the Museum, only 

objects intended for the permanent collection will be 

accessioned. 

b. It is strongly desired that all gifts and bequests of objects to the 

Museum be of an unrestricted nature.  Only under the most 

exceptional conditions will the Museum accept gifts or bequests 

on which the donor has placed restrictions concerning use and 

disposition.  Every effort will be made to limit the restrictions to a 

reasonable period after which they will expire.  All restrictions 

must be carefully scrutinized by the Director, Curatorial 

department, and if appropriate, University of Oklahoma Legal 

Counsel.  If restrictions are accepted, they must be described and 

acknowledged in writing in the Deed of Gift and in the Director’s 

acceptance letter.  Such restrictions will be entered into all 

records, including object and curatorial files, concerning the gift.  
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No work will be accepted with the requirement of exhibition in 

perpetuity because of practical and conservation purposes.   

c. If the Museum is contacted by another University of Oklahoma 

department to accept the transfer of an object, the object shall be 

subject to the same committee-reviewed process as an object 

considered for the permanent collection stated in the General 

Collecting Guidelines. 

 

2. Procedure for Submission and Approval 

 

a. Potential gifts and bequests are first referred to the Director, or 

the Deputy Director/Curator of Collections in his absence. 

b. All requests will be dealt with in a timely manner with the donor 

being informed of the decision making process.   

c. General Collecting Guidelines is applied. A Donor is advised that 

approval of a gift or bequest is subject to a committee-review 

process.  It is requested that the object(s) be deposited at the 

Museum for review, or that high-resolution photographic 

reproductions of the object(s) be supplied.  

d. Information about the potential gift or bequest is circulated to 

members of the Curatorial Committee. To facilitate the exchange 

of information, e-mail may be used to begin the conversation. 

e. The Registrar makes arrangements to bring the object(s) to the 

Museum for review.  The object(s) deposited are considered loans 

and an incoming receipt is issued.  If requested, a loan agreement 

will be sent to the donor.  

f. Upon approval of the gift, the Registrar prepares the Deed of Gift 

and makes arrangements to bring the object(s) to the Museum in 
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the event photographic reproductions were used in the review 

process.  

g. The Registrar sends two or more Deed of Gifts signed by either 

the Director or Deputy Director/Curator of Collections, and an 

acceptance letter to the donor.  The donor is instructed to sign all 

copies and return the Museum’s copy to the Registrar in the SASE 

provided, or return all copies for the Registrar to disperse. The 

donor and the Museum will each have an original, signed Deed of 

Gift for their files. 

h. All copies of the Deed of Gift must be signed by the donor or legal 

agent and the Director or Deputy Director/Curator of Collections 

for the title transfer to be complete. 

i. Upon receipt of the countersigned Deed of Gift, the Registrar 

forwards copies to the Director and Deputy Director/Curator of 

Collections.  The Registrar then assigns the object(s) an accession 

number and creates an object file with appropriate 

documentation.  

j. Gifts are reported by the Registrar to University Affairs in 

compliance with their Gift Notification Form. 

k. For year-end gifts, there must be clear intent on behalf of the 

donor to gift an object to the Museum, and the Museum must be 

in physical possession of the object in order for the object to be 

accessioned prior to December 31.  If these two stipulations are 

not satisfied on or before December 31, the object will be 

accessioned after January 1. 

l. It is important that the Museum staff be vigilant and consistent 

regarding the dates concerning gifts and bequests in order to 

comply with Internal Revenue Service regulations. 
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3. Tax Deductions and Appraisals  

 

a. The Museum may accept donations that support its mission.  

According to current I.R.S. regulations, an object donated with the 

intent of entering the Museum’s collection is considered related 

use and the donor is entitled to a fair market value deduction. 

b. In the case of a Fractional Gift, the Museum will adhere to current 

I.R.S regulations. 

c. According to current I.R.S. regulations, if the total deduction 

donated to the Museum exceeds $500, Form 8283 – signed by the 

Deputy Director/Curator of Collections - must be attached to the 

donor’s tax return.  If the total deduction donated to the Museum 

exceeds $20,000, a qualified appraisal must be attached to the 

donor’s tax return, in addition to Form 8283. The Museum is to be 

provided with a copy of the appraisal report for its curatorial and 

object files. 

d. The Museum will not advise donors on I.R.S. regulations or 

provide forms for tax deduction purposes.  It is the sole 

responsibility of the donor to procure a qualified appraisal for tax 

deduction purposes. 

e. Members of the Museum staff cannot in their official capacity 

give appraisals for a third party on Museum time and/or premises, 

as this can constitute a conflict of interest. (Identification and 

authentication by Museum staff can be made for scholarly and 

educational purposes, and in compliance with legitimate requests 

from professional and governmental bodies or their agents – also 

see Insurance.)  
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f. For all gifts and bequests, the following information will be 

obtained, if applicable, for the curatorial and object files:  

i.  The contact information of the donor and, if applicable, 

intermediary.  

ii.  A description of the object in sufficient detail to enable easy 

identification, and a digital photograph. 

iii. The incoming receipt, Deed of Gift, and a copy of the letter of 

acknowledgment signed by the Director or Deputy 

Director/Curator of Collections. 

iv. The date and method of acquisition by the donor. 

v.  Any records, receipts, or other documents that provide lawful 

proof of ownership and or authenticity of the object. 

vi.  A history of the object (provenance) and any information that 

may have bearing on its authenticity or enhance its educational 

value, for example, exhibition and publication histories. 

vii. The original cost or appraisal of the object at the time of 

acquisition. 

viii. A current appraisal by an independent qualified appraiser. 

ix.  Factors used to arrive at the current value. 

xi.  Any restrictions or conditions placed on the gift by the donor 

and the expiration date of the conditions, if applicable. 

xii. An assignment of copyright or non-exclusive license for use, if 

applicable. 

xiii. Restoration and/or conservation records. 

xiv. Artist’s intent and/or statement. 

xv. Information regarding medium. 
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V. DEACCESSIONING: POLICIES AND PROCEDURES 

 

Deaccessioning is the formal change in recorded status of an object in a 

museum’s collection, and the resulting action is disposal.  It should be 

considered an exceptional but necessary measure to ensure collection 

quality and scholarship, and adherence to the Museum’s mission statement.  

Through full disclosure and transparency the Museum will abide by 

guidelines established by the American Association of Museums, Association 

of Art Museum Directors, and its own institutional code of ethics when 

considering deaccessioning an object.  

 

An object shall be defined as deaccessioned when it is removed from the 

collection with legal transfer of title.  It is preferred to relocate 

deaccessioned objects into the collections of other museums or other non-

profit collecting institutions.  If this is not a viable option, then the object 

may be disposed of through transfer, exchange, or sale. The Museum is 

dedicated to providing students at the University of Oklahoma with exposure 

to original art and objects of lesser value, infrequent use, lower 

environmental sensitivity, and to those peripheral to the Museum’s mission 

may be relocated to campus buildings for this purpose. These may constitute 

loans or deaccessions.  The Museum will not deaccession an object created 

by a living artist.  

 

A. Criteria for Deaccessioning 

 

An object may be deaccessioned for the following reasons, but are not 

limited to: 

1. The object is not relevant to the mission of the Museum. 
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2. The object lacks sufficient aesthetic merit or art historical importance 

to warrant attention. 

3. The object is redundant, duplicative, or is of inferior quality than 

other objects of the same type in the collection. 

4. The object is found to be incorrectly documented, false, or 

fraudulent.  

5. The Museum is not able to properly store, maintain, and conserve the 

object. 

6. The object has lost its integrity through significant damage or 

deterioration such that it cannot be used for purposes of exhibition, 

education, research, or publication. 

7. The object poses a threat to Museum staff, the public, or other 

objects in the collection. 

8. The object cannot be located after reasonable and diligent searches 

over the course of two years. 

9. The object is determined not to be legitimate.  The object may have 

been stolen, illegally exported, or imported in violation of applicable 

federal, state, and foreign laws. 

 

B. Deaccessioning Procedure  

 

1. The Director, Deputy Director/Curator of Collections, and other 

members of the Curatorial Committee working with the Registrar and 

Preparator, initiate proposals for deaccessions.  

2. In areas without staff expertise, appropriate professional advice is to 

be solicited from a qualified, independent consultant.  

3. At least one written appraisal is required from a qualified, 

disinterested third party for all proposed deaccessions. 
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4. If any legal questions exist, the Director must seek an opinion in 

writing from the University of Oklahoma Legal Counsel.  

5. The Director or Deputy Director/Curator of Collections will prepare a 

written report, including the object’s description, photograph, 

provenance, exhibition history, published references, current value, a 

statement of the effect its removal will have on the permanent 

collection, and a statement of recommended disposal.  It will also 

verify the object’s legal title and its unrestricted status.  

6. The written report will be distributed to the Curatorial Committee for 

review. The object will be made available for viewing during this 

process.  

7. All meetings will be recorded by minutes by either the Administrative 

Assistant or the Director of Administration and Financial Operations.  

8. All disagreements on the subject will be stated in writing and kept on 

file. 

9.  If the Curatorial Committee approves the deaccession by majority 

vote, the Director and the University of Oklahoma’s President (or 

his/her delegate) will sign the report, and arrangements will then be 

made for the object’s disposal. 

10. The Curatorial Committee implements the arrangements for the 

disposal of the object. 

11. When appropriate, the Museum will make every reasonable effort to 

inform donors or their heirs in writing of the deaccession and of the 

Museum’s policy regarding the use of funds from the deaccessioned 

work and subsequent acknowledgement.  

12.  The Registrar keeps a record of all deaccessioned objects and their 

disposal. These records include the contents of the original accession 

file. In compliance with the Oklahoma Open Records Act, these 

records will remain open to researchers and scholars as well as the 
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general public, unless a restriction has been imposed by the donor, 

the University of Oklahoma Legal Counsel, or any other involved 

parties. 

13. The Deputy Director/Curator of Collections moves the object’s 

curatorial file into a designated file for deaccessions. 

14. All funds generated through deaccessioning will be used only for 

future acquisitions. Objects purchased with funds raised from 

deaccessioned objects will be attributed to the original donor. 

15. An annual report shall be made to the Board of Visitors summarizing 

the deaccessioning of objects by the Museum and the nature of 

resulting acquisitions. 

16. If an object is found to be incorrectly documented, a fake, or a 

forgery, such information must be divulged during disposition.  The 

Museum may also decide to return the gift, recover the funds, and or 

seek legal action. 

 

C. Disposition of Objects 

 

1. The manner of disposition chosen will be in the best interest of the 

Museum and its collection. Any profit from the disposition will be 

placed in a restricted fund and applied only to future acquisitions.  

2. Consideration is to be given to placing the object through gift, 

exchange, or sale in non-profit museums, universities, and public 

institutions.  

3. If the object is offered for sale, preference will be given to sell in the 

public marketplace to an established auction house, reputable dealer, 

or to another museum. No University of Oklahoma official, member 

of the Museum’s Board of Visitors, Museum staff or those whose 

association with the Museum might give them advantage in acquiring 
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an object is permitted to acquire, directly or indirectly, an object 

deaccessioned by the Museum.  

4. Objects with mandatory restrictions may not be deaccessioned prior 

to expiration of the time limits, if any exists, or until a court of 

competent jurisdiction has determined that deviation from such 

restrictions may be allowed. 

5. Objects with precatory restrictions will not be disposed of until 

reasonable efforts have been made to comply with the restricting 

conditions. The Museum will notify the donor if it intends to dispose 

of such objects within ten years of the donation or within the donor’s 

lifetime (whichever is shorter) if such notification is practical and 

reasonable. 

6. If there is any question as to the intent or force of the restrictions, the 

Museum will seek advice from the University of Oklahoma Legal 

Counsel. 

 

VI. LOANS: POLICIES AND PROCEDURES 

 

The lending and borrowing of works of art are important activities of art 

museums that present temporary exhibitions as part of their mission. Formal 

loan agreements are required for all loans. (see Appendix x) These loan 

agreements state specifically the criteria for the loan and include copyright 

privileges granted to the borrowing institution, if applicable.   

 

A. Outgoing Loans 

 

To uphold the mission of the Museum in presenting scholarly and 

educational exhibitions, the Museum will loan works from its collection 
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to educational and/or nonprofit institutions.  No loans are made to 

individuals.  

 

1. Criteria 

 

Before the Museum agrees to a loan, the Curatorial Committee, led 

by the Director, considers the significance of the requested object to 

the permanent collection, the object’s loan history, and whether the 

requested loan would constitute excessive absence from exhibition at 

the FJJMA and/or further the risk of the object’s physical 

deterioration. In addition, the following conditions must be met. 

a. The Museum has no immediate need for the object either in 

educational programs or exhibitions during the period of the 

proposed loan. 

b. The object to be loaned must be able to survive intact the rigors 

that will be imposed by transportation, handling, and exhibition 

without altering its condition beyond reasonable inherent 

deterioration.  

c. The Borrower must assure that proper security and 

environmental controls will be enforced during transit, exhibition, 

and storage, if applicable.  

d. A completed AAM Standard Facilities Report should accompany 

the loan request and must be kept on file.  The Curatorial 

Committee is responsible for reviewing the Facilities Report for 

proper standards prior to loan approval. 

e. The Curatorial department agrees that the exhibition for which 

the loan is being requested represents a significant use of the 

work of art in terms of educational or scholarly interpretation and 
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that its appearance in any exhibition-related publication will 

enhance the reputation of the object and the Museum. 

 

 

2. Policies and Procedures 

 

a. Requests for loans from the permanent collection must be made 

in writing to the Director and must specify the object(s) to be 

borrowed, the beginning and ending dates of the loan, and an 

explanation as to why the work is being requested. An AAM 

Standard Facilities Report should accompany the loan request. 

The Director forwards this request to the Deputy Director/Curator 

of Collections and other members of the Curatorial Committee for 

review. 

b. A Curatorial Committee meeting is called. The Director leads the 

meeting proposing the loan. All loan requests will be reviewed by 

the Curatorial Committee according to the criteria listed above 

with due weight given to the differing levels of experience and 

expertise of the various members. The Director makes the final 

decision. 

c. Once the loan is approved, all paperwork is turned over to the 

Registrar, who prepares the loan agreement or borrower’s 

agreement for the Director’s signature, or in his absence the 

Deputy Director/Curator of Collections’ signature. If neither is 

available, the Registrar may sign. 

d. The Registrar is responsible for the execution of the loan including 

condition reporting, packing, shipping, and monitoring any 

changes during the tenure of the agreement. Any correspondence 
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or information on the loan during the loan period will be reported 

to the Director and Deputy Director/Curator of Collections. 

e. The Borrower provides wall-to-wall insurance, unless otherwise 

stated on the loan agreement. A certificate of insurance is 

required to be on file prior to the work leaving the Museum.  The 

Borrower must notify the Museum in writing at least 30 days prior 

to any cancellation or meaningful change in the Borrower’s 

insurance policy. 

f. All expenses including photography, packing, shipping, and any 

special preparation is defrayed by the Borrower. This may also 

include the cost of protective glazing and conservation, if 

necessary.  In cases of international loans or loans of works from 

collections that are insured by the University of Oklahoma 

Foundation, a courier may be required and the Borrower must 

cover all related expenses as stated in the borrower’s agreement. 

g. The Registrar will decide, with input from the Curatorial 

Committee, whether a courier is necessary and the selection of 

the courier.  The Director will have the final approval of the 

courier selection. 

h. If possible, the Borrower provides the Museum a condition report 

upon the receipt of the object and after the exhibition period 

prior to the return. Any changes to the condition during the loan 

should be reported to the Museum’s Registrar immediately so 

that a plan of action can be outlined.  The Registrar will notify 

members of the Curatorial Committee. 

i. Loan requests are reviewed as received. It is preferred that at 

least six months notice be given prior to the beginning of the loan 

period. 
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j. Any loan from the Museum shall be subject to recall as required 

for the Museum’s own purposes or for the physical safety of the 

object. The Museum further reserves the right to cancel any loan 

from its permanent collection for good cause.  Every effort will be 

made to give the Borrower reasonable notice, except in cases of 

physical emergency to the object.  If necessary, the University of 

Oklahoma Legal Counsel will be asked to review the loan 

agreement. 

k. Upon termination, the Registrar will see that the loan is returned. 

 

3. Campus Loans: Policies and Procedures 

 

The Museum is dedicated to providing students at the University 

of Oklahoma with exposure to original art and objects of lesser 

value, infrequent use, lower environmental sensitivity, and to 

those peripheral to the Museum’s mission may be relocated to 

campus buildings for this purpose. These may constitute loans or 

deaccessions.  

 

a. Before the Museum agrees to a campus loan, the Curatorial 

Committee, led by the Director, considers the significance of the 

requested object to the collections, the potential risks posed to 

the object, and the additional time needed by Museum staff to 

adhere to standards set forth by the AAM and AAMD to ensure 

appropriate inventory, security, and climate controls are 

achieved.   

b. Requests for campus loans from the permanent collection 

should be addressed to the Director or Deputy Director/Curator of 
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Collections specifying the type of object requested and an 

explanation as to why the object is requested. 

c. The Deputy Director/Curator of Collections, Registrar, and Head 

Preparator will conduct a site visit to assess whether security and 

environmental controls are acceptable. 

d. The Curatorial Committee will review the request and the 

Director makes the final decision. 

e. The Registrar executes the loan agreement with the following 

special conditions:  

i. Only Museum staff, or Museum-approved University staff, 

may handle the object. 

ii. The object shall not be moved, relocated, reframed, 

repaired, or altered in any way without approval by Museum 

staff. 

iii. The object will not be exposed to hazards such as excessive 

heat and dryness, moisture, cold, fire, and pests.   

iv. Extreme care should be taken to avoid any and all contact 

with the object. 

v. The object shall be recalled by the Museum at any time for 

any reason, including but not limited to conservation, 

exhibition, study, or return to storage. 

vi. The Borrower will notify the Museum Registrar 

immediately in instances of theft, vandalism, damage, or 

deterioration.   

vii. In the event of theft, vandalism, damage, or deterioration, 

the Borrower will be financially responsible for the insurance 

deductible and any related costs. 
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f. The loan period, unless otherwise stated on the loan 

agreement, will be one year in duration and be subject to renewal 

upon approval of the Curatorial Committee.   

g. The Registration department will conduct a bi-monthly 

inventory of all campus loans to assess condition, and that 

security and environmental controls are within museum 

standards.  The Registration department will recommend a recall 

of an object to the Director and Deputy Director/Curator of 

Collections in the event proper museum standards are not being 

upheld by the Borrower.  

 

B. Incoming Loans 

 

The Museum considers a loan to be any object placed in its custody -with 

the Museum’s agreement - for any length of time. An object(s) is brought 

to the Museum for exhibition, study, or examination purposes as a 

potential acquisition for review. The Museum recognizes the special trust 

placed in it by the institution or individual, and will make every effort to 

exercise the greatest care with these objects. 

 

1. Policies and Procedures 

 

a. Loans to the Museum for purposes of exhibition, study, or 

examination are initiated by the Director in consultation with the 

Curatorial Committee or outside consultants (e.g., guest curator) 

following the same guidelines for works requested from the 

Museum’s collection. 

b. Long-term loans without intent to gift are evaluated by the 

Curatorial Committee and approved by the Director. They are only 



 

Collections Management Policy   
Fred Jones Jr. Museum of Art – The University of Oklahoma   

28 

undertaken when they present a unique opportunity for the 

Museum to present exceptional works of art to its patrons or to 

the Museum staff and the University for study. Otherwise, long-

term loans without intent to gift are discouraged. 

c. The Director or Deputy Director/Curator of Collections must 

approve in advance any arrangements for objects to be left in the 

temporary custody of the Museum. 

d. Upon approval of the loan, it is to the discretion of the Lender 

which party will execute the loan agreement.  If it is the Museum, 

then the Registrar will prepare the loan agreement for the 

Director’s signature or, in his absence, the Deputy 

Director/Curator of Collections. If neither is available, the 

Registrar may sign. The loan agreement will clearly state any 

special restrictions or arrangements concerning the loan, whether 

the Museum or Lender is responsible for related expenses, 

whether the Museum or Lender is responsible for insurance, an 

insurance value reflecting fair market value of the object(s), the 

beginning and end dates of the loan, and how the loan will be 

returned. The Registrar keeps the original, forwarding copies to 

the Director and the Deputy Director/Curator of Collections. 

e. Upon arrival at the Museum, the Registrar is responsible for 

documenting the unpacking, photography, and condition 

reporting of the loan.  Upon departure from the Museum, the 

Registrar is responsible for photography, condition reporting, and 

documenting the packing of the loan. 

f. The Lender is to notify the Museum immediately upon change of 

ownership of the object(s). 
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g. If the Lender does not claim the object(s) within a reasonable 

period of time, the object(s) will be maintained at the Lender’s 

expense and risk as determined by Oklahoma state law. 

h. Though discouraged, an object will occasionally be left in the 

custody of the Museum at the request of others for such purposes 

as examination, attribution, identification, etc.  Such 

arrangements will be treated as loans according to the above 

policies and procedures, with the following exceptions: 

i. The Depositor is responsible for the insurance and transit of 

the object to and from the Museum. 

ii. If such an object is deposited for the benefit of the Depositor, 

the Museum assumes no responsibility for the object except 

for gross negligence.  

iii. The fact that an object has been in the custody of the 

Museum is not to be construed as an endorsement on the 

part of the Museum. 

iv. The incoming receipt may act as the loan agreement for these 

short-term arrangements. 

i. The following records will be executed and maintained by the 

Registrar on all incoming loans:  

i. Incoming and outgoing receipts. (see Appendix x) 

ii. Copies of all loan forms and correspondence related to the 

loan. 

iii. Condition reports both incoming and outgoing, including any 

special requirements for the object. 

iv. Photographs documenting packing materials, condition, and 

exhibition. 

v. All records of transport will be retained for a reasonable 

period. 
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vi. Any records that pertain to the work in regard to value and 

insurance, including clear wording on whose coverage is 

active. 

vii. Clear designation of insurance liability and, if applicable, a 

copy of the Certificate of Insurance. 

 

 

  

VII. ACCESS TO THE COLLECTIONS AND INFORMATION: POLICIES AND 

PROCEDURES  

 

As a public trust, the Museum recognizes the legitimate need for access 

to its collections and information concerning the collections through 

records or images by teaching faculty, scholars, and students of the 

University. It also assumes the responsibility for both the preservation of 

the collections for future generations, and the protection of rights and 

privacy of individuals within its files.   Therefore, the following guidelines 

are to be followed.  

 

A. Object Access: Policy and Procedure 

 

1. The FJJMA will make objects in the permanent or non-accessioned 

collections that are currently in storage accessible for viewing and/or 

study under controlled conditions for students, scholars and the 

general public.  

2. The Registration department, in consultation with the Deputy 

Director/Curator of Collections and Preparatory department, if 

necessary, will review each request for access to objects to ensure 

the preservation of the collections and integrity of storage areas. 
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3. Access to an object may not be possible in some instances if the 

condition of the object or if storage conditions do not allow for visitor 

viewing. Such decisions are made by the Registrar in consultation 

with the Deputy Director/Curator of Collections and Preparatory 

department, if necessary, and with the permission of the Director.  An 

alternative object may be selected. 

4. No objects will be removed from the Museum premises. They will be 

viewed in an area designated for this purpose by the Museum staff. 

5. A member of the Registration department and, if appropriate, 

Coordinator of Academic Programming and/or other member of the 

Education department will be in attendance during the period of 

viewing. 

6. Advance notice is required to view objects from the collections. It is 

preferred that a request be made at least fourteen days in advance of 

the appointment. The request should include the purpose for the 

request as well as a list of the particular works to be viewed.  

7. Whenever possible, appointments will be during the Museum’s 

regular weekday operating hours and will be confirmed by Registrar.  

The Registrar and Director of Security must confirm whether or not 

an appointment can occur when the Museum is closed to the public. 

8. A member of the Registration department and Security department, 

if applicable, must always be with a visitor in the storage area.  When 

necessary, a member of the Preparatory department may replace a 

member of the Registration department.   

9. The visitor(s) will observe proper Museum etiquette including, but 

not limited to, not entering Museum galleries and storage areas with 

food, beverages, large bags, and pens.   
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10. A maximum of ten people including Museum staff are permitted in 

any of the collection storage areas at one time.  This is to ensure the 

safety of the collections, storage areas, and Museum staff. 

11. Only members of the Registration, Preparatory, and Curatorial 

departments may handle objects.   

12. If several objects are to be viewed, an inventory will be made before 

and after the visitation by a member of the Registration department, 

or a member of the Preparatory department, if applicable.  

 

     B. Rights and Reproductions: Policy and Procedures 

 

Photographs and scans of objects in the collections are available for 

academic and commercial purposes. Such requests for permission to 

reproduce objects from the Museum’s collections are handled by the 

Registration department with the approval of the Director and the 

Deputy Director/Curator of Collections. All requests for photographic 

reproductions for scholarship, promotion, and/or publication are referred 

to the Registrar (see Appendix x) and approved in consultation with the 

Deputy Director/Curator of Collections on copyright and the Director on 

use.  When applicable, patrons will be referred to the Bridgeman Art 

Library for image use. 

1. A Photo Request Form will be sent via e-mail or regular mail to the 

patron.  On this form, the patron will provide contact information, 

image(s) requested, and state the nature of use, including publication 

details.  The Photo Request Form lists standard conditions for image 

use.   

2. Usage fees are generally waived for academic purposes, including 

publications put forth by both individual scholars and non-profit 

institutions.  It is up to the discretion of the Registration department, 
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in consultation with the Deputy Director/Curator of Collections and, if 

necessary, the Director, to decide whether or not to waive usage fees 

for commercial use.  

3. If the Museum does not have an image or has an image not suitable 

for publication, the Registration department will notify the patron 

that there will be photographic fees. 

4. Upon approval by the Registration department, Deputy 

Director/Curator of Collections, and, if necessary, the Director, two 

copies of the Photo Contract will be mailed to the patron for 

signature.  The Photo Contract will contain image and credit 

information, standard conditions, any special conditions, and any 

image use and/or reproduction fees.  It will be stated that the patron 

is responsible for procuring copyright release should the Museum not 

own the copyright.  

5. The Registration department will release the image(s) upon receipt of 

the signed contract and payment, if applicable. 

 

C. File Access: Policy and Procedure 

 

The Curatorial department will review each request for file access to 

ensure the transparency of public records while maintaining the 

rights and privacy of individuals.  University of Oklahoma Legal 

Counsel will be consulted, if necessary. 

1. Curatorial files are maintained in the Deputy Director/Curator of 

Collections’ office. Although most official documents in the 

curatorial/object files are considered public record, the Curatorial 

department will be responsible for monitoring access to the records 

and for responding to inquiries concerning the collections made in 

person, by mail, or e-mail. 
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2. Under no circumstances are curatorial/object files to be removed 

from the Museum. In accordance with current state laws, 

photocopies of unrestricted file records may be made free of charge 

or, depending on the quantity, for a small fee. They may also be sent 

electronically. 

3. Museum staff will reply promptly to responsible inquiries concerning 

the collections and will make public disclosures as required. 

4. On request, the Museum will make available to donors, members of 

the press, and other responsible parties complete copies of its 

Collections Management Policy. 

 

VIII. DOCUMENTATION 

 

The FJJMA and its staff have the responsibility at all times to preserve and 

protect the objects entrusted in their stewardship. The Museum considers 

the care of its collections to be its paramount obligation. This includes the 

creation and maintenance of records and inventories of its holdings. The 

Museum staff is responsible for presenting accurate information on the 

objects that the Museum displays, and intellectual honesty and objectivity in 

the presentation of the objects are serious obligations. 

 

A. The Registrar will maintain a set of timely records (object files) on all 

objects coming into the collections as well as long-term loans. These files 

shall include: 

 

1. Records and evidence documenting official acceptance and the legal 

status of the object (deed of gift, receipt, or invoice) 

2. Physical description 

3. Condition report 
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4. Conservation History 

5. Unique Museum number 

6. Appraisal or insurance value 

7. Photographic documentation 

8. Donor/Lender information 

9. All correspondence related to acquisition and lending of the object  

10. If charitable donation, all relevant documentation 

11. Copyright license and information (see Appendix x) 

12. Computerized record that includes basic cataloguing information and 

current location 

13. Any restrictions influencing exhibition or loan 

14. Incident reports 

15. Incoming and outgoing receipts (see Appendix x) 

 

B. The Deputy Director/Curator of Collections will maintain a set of timely 

records (curatorial files) on all objects coming into the collection as well 

as long-term loans. These files shall include: 

 

1. Provenance and exhibition history 

2. Ongoing documentation of condition and of any conservation activity 

3. Photographs of the object 

4. Bibliography, notes, and documents relating to the study of the 

object 

5. Title transfer and copyright information 

6. Any restrictions influencing exhibition or loan 

7. All related correspondence 

 

C. Information Security 
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All collection records will be kept in secure locations and will be 

preserved through proper handling and storage methods. Digital files are 

back-upped daily at an off-site location daily by the OU IT department.  

Copies of legal contracts are given from the Registrar to the Deputy 

Director/Curator of Collections. 

 

D. Copyright 

 

1. The Museum will make every effort to obtain a non-exclusive license 

for the copyright of works in its permanent collection. This agreement 

will be kept in the accession and curatorial files to facilitate the care, 

promotion, and research of each object. All works of art are subject to 

copyright restrictions. The Museum seeks to obtain the non-exclusive 

rights listed below. 

a. The right to photograph the object or allow others to do so. 

b. The right to include photographs of the object in Museum 

publications or allow others to include such photographs in their 

publications. 

c. The right to sell any publication or reproduction of the object 

through the Museum Store. 

d. The right to lend the object to other institutions for exhibition. 

2. Without the written permission of the copyright owner on file, the 

Museum will be restricted simply to exhibiting the object in its 

galleries and will be legally unable to: 

a. Take a photograph or allow others to do so. 

b. Include the object in a catalogue or allow others to include 

photographs in other catalogues. 

c. Sell any publications of the object, for example, postcards, 

posters, or catalogues. 
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d. Lend the object to other museums for exhibition without the 

copyright owner’s written permission. 

3. The Museum, with the support of University of Oklahoma Legal 

Counsel, considers use of thumbnail images on its website to be fair 

use. 

 

E. Inventory 

 

1. The Registrar will oversee a complete inventory every five years.   

2. If items in the collections appear to be missing, the Deputy 

Director/Curator of Collections is to be notified promptly who will in 

turn report to the Director, if necessary. 

3. In addition to a complete inventory, the Registration department will 

be responsible for monthly inventories of on-exhibit objects, an 

annual section-by-section inventory of storage areas, and random 

spot inventories in order to ensure quality documentation of the 

collections. 

 

IX. CARE OF COLLECTIONS  

 

A. Art Storage and Handling 

 

1. Storage conditions, installation practices, packing, and transportation 

methods will adhere to current museum standards. 

2. The Registrar and Head Preparator will instruct appropriate Museum 

staff and volunteers, if applicable, on proper art handling and storage 

practices through hands-on instruction, reading materials, and/or 

digital media. 
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3. The handling of art will be done by appropriate Museum staff and 

volunteers, if applicable, under the supervision of the Registrar and 

Head Preparator in accordance with current museum standards and 

practices for art handling, installation, packaging, and shipping 

techniques. 

4. Members of the Registration, Preparatory, and Curatorial 

departments are the only Museum staff allowed to handle art.  It is to 

the discretion of the Registrar if Museum staff outside of these 

departments may handle art. 

5. Volunteers are carefully supervised in this area and are not allowed to 

perform these tasks without instruction and oversight in art handling.  

Only volunteers in the Registration, Preparatory, and Curatorial 

departments may handle art, and it will be a case-by-case decision 

whether or not to allow a volunteer to handle art by the head of the 

Department, in consultation with the Registrar. 

6. The Registrar oversees the locations of objects in the collections while 

they are in storage, on exhibition, and on loan. With the assistance of 

the Preparatory department, the Registration department is 

responsible for the retrieval and re-housing of objects requested for 

viewing and/or exhibition. The Registration department will be 

promptly informed of any change in location for an object, and will 

subsequently record the new location in the appropriate database. 

 

B. Environmental Control 

 

1. The Director of Security and Facilities monitors the temperature and 

humidity levels in storage areas and galleries.  The Director of Security 

and Facilities provides monthly documents to the Registrar with 

temperature and humidity readings for all recording areas in the 
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Museum.  Fluctuations greater than +/- 5 percent for humidity (RH) or 

+/- 5 degrees for temperature should be reported to the Registrar by 

the Director of Facilities, who then should notify personnel in charge 

of air handling.  

2. Appropriate fire protection and alarm systems will be maintained in 

all public and art storage areas, with an alarm system connected to 

OUPD and the Physical Plant. 

 

C. Pest Management 

 

1. The Registrar and Director of Security and Facilities are responsible 

for monitoring collections and collection storage areas, and 

maintaining good interior housekeeping in public and staff spaces. 

The Registrar and Director of Security and Facilities will work in 

tandem to monitor interior climate, avoiding high humidity and 

temperatures within collection storage, public and administrative 

spaces.  

2. It is the responsibility of all museum staff members to alert the 

Registrar and/or the Director of Security and Facilities of any pest 

activity that is observed within the museum.  

3. The Registration department will prepare and inspect non-toxic glue 

traps, as well as inspect incoming art and packing materials for 

evidence of prior or current pest activity.   

4. University Physical Plant staff sprays specific areas of the building 

quarterly with Demon or Tempo 2 insecticide. Physical Plant staff are 

accompanied by a Museum staff member.  

5. Should infestation occur, the Registrar will be notified and will 

immediately isolate the infested material and identify the 
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safest/relevant product to treat the situation.   A system of 

documenting the findings will be maintained. 

 

 

D. Conservation  

 

1. The Registrar, Head Preparator, and Deputy Director/Curator of 

Collections will monitor the permanent collection for conservation 

needs. Using outside consultants as necessary and available, they will 

periodically conduct conservation surveys of portions of the 

collection. 

2. The Deputy Director/Curator of Collections, Registrar, and Head 

Preparator, with the consultation and approval of the Director, will 

develop and carry out a strategic plan for the ongoing conservation of 

the permanent collection. 

3. Professional conservators will be used in all cases where the object 

itself is to be treated or in any way altered.  

4. Members of the Preparatory department, if properly trained, may 

carry out minor conservation tasks upon approval from the Director, 

Deputy Director/Curator of Collections, and Registrar.  

5. All conservation treatments must be approved by the Director. 

 

E. Security 

 

1. Objects on display in the galleries and public areas are watched by 

patrolling guards when the Museum is open to the public. The 

Museum is protected by electronic fire and theft systems connected 

to University of Oklahoma Security. 
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2. The Security department is responsible for daily inspection of works 

of art on view and for dramatic changes in condition. Any such 

problems discovered will be brought to the attention of the Director, 

the Deputy Director/Curator of Collections, Registrar, and Head 

Preparator. 

3. If works of art in Museum custody appear to be missing and recent 

theft or act of vandalism is suspected, OUPD will be notified 

immediately. Incident reports will be prepared by the staff member 

reporting the loss to the Director and Deputy Director/Curator of 

Collections. Based on these reports and any subsequent report from 

OUPD, the Director will decide who to notify (e.g., the insurer or the 

lender) and how to proceed. 

4. The Director of Security and Facilities works in concert with OUPD, 

maintaining regular communications. 

5. The Director of Security and Facilities works with the Registrar and 

Head Preparator in providing security for objects during the 

installation and deinstallation of exhibitions and in providing for any 

special security needs for temporary exhibitions and special events 

held in the Museum.  

6. The Director of Security and Facilities and the Registrar maintain an 

Emergency Response Plan that outlines action plans in the event of 

disaster or emergency. Procedures include actions to be taken for 

safety and follow-up for staff, visitors, and the works of art. 

 

F. Insurance 

 

1. The FJJMA maintains a Museum Collection and Temporary Loans 

Policy with AON/Huntington T. Block with the following limits of 

liability: 
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$25,000,000 at the Insured’s premises. 

$6,250,000 at any other location. 

$6,250,000 in transit on any one conveyance. 

$25,000,000 in any one loss or disaster, either in case of partial or 

total loss, salvage charges, expenses, or all combined. 

The policy has a $1,000 deductible for each loss or damage occurring 

separately. This applies to the permanent collection while on 

Museum premises. When necessary, the Museum takes out 

additional coverage for objects on loan. 

2. Objects from the Museum’s collections which are borrowed by other 

institutions will be insured at the Borrower’s expense, either under 

the Borrower’s policy or under the Museum’s insurance policy, if the 

Museum decides the latter is in the best interests of the Museum. 

3. Any agreements for insurance other than that provided by the 

Museum’s policy, including coverage by the Borrower(s) or lender(s), 

must be stated in writing and approved by the Registrar, the Deputy 

Director/Curator of Collections, and the Director. Certificates of 

insurance must be provided to the Museum for all such agreements. 

4. The Director, in collaboration with the Deputy Director/Curator of 

Collections, Eugene B. Adkins Curator, and other outside consultants, 

will assign monetary values to objects in the permanent collection 

based on current market values. 

5. All records regarding insurance will be maintained by the Registrar. 

These records include a copy of the Museum’s current insurance 

policy, all correspondence relating to insurance, copies of certificates 

of insurance for objects not covered by the Museum’s insurance, files 

on insurance claims, and records for insurance values on individual 

objects housed in the Museum. 
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6. The Museum insures its collections and loans through 

AON/Huntington T. Block. Adrienne Reid, Assistant Vice President, 

who oversees the policy (832.476.6944). 

 

 

X. ETHICS 

 

In all actions related to the Museum collections and its management, FJJMA 

staff, The University Administration, and the Board of Visitors will adhere to 

the Museum’s Code of Ethics. 

 

XI. AMENDMENTS TO THE COLLECTIONS MANAGEMENT POLICY 

 

This policy will be reviewed periodically as needed. Amendments to the 

policy will be proposed by the Director, upon recommendation of Museum 

staff. Proposed amendments will be reviewed by the Curatorial Committee 

and be approved by the University Provost. Detailed, dated records of 

amendments and changes will be maintained by the Deputy Director/Curator 

of Collections.  
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Exhibition Guidelines 

Fred Jones Jr. Museum of Art, the University of Oklahoma 

 

 Exhibitions created and presented at the Fred Jones Jr. Museum of Art at the 

University of Oklahoma support the mission of the Museum and the University. 

Long-term exhibitions feature selections from the permanent collection and are 

installed throughout the museum. Traveling and short-term exhibitions last from four 

weeks to three months and are presented primarily in the Nancy Records Gallery and 

the Mezzanine Gallery. 

Often the FJJMA’s exhibitions expand or complement aspects of the permanent 

collection. Occasionally, its exhibitions do not relate directly to the permanent 

collection, but are opportunities for the Museum’s audiences to explore other 

significant areas of art history. These are sometimes planned with the express desire to 

broaden the Museum’s audiences.  

A top priority in planning and developing a FJJMA exhibition is quality- whether 

of a show’s conception, the art to be exhibited, curatorial scholarship, or the manner of 

presentation/interpretation. The Museum’s exhibitions and accompanying 

interpretative materials utilize current scholarship and, avoiding specialized jargon, are 

made accessible to visitors. 

The Director and other members of the curatorial staff lead the Museum’s 

internal exhibition committee. At times, guest curators, scholars, students, or others 

may be invited to participate in planning and development of an exhibition. Unless 
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other provisions are made, this is done on a volunteer basis. All members of the staff 

may propose exhibition topics, but the final decision rests with the Director. 

Some FJJMA exhibitions originate in-house, drawn from the Museum’s 

permanent collection and loans, while some are traveling shows, originated by other 

institutions. The latter come to the attention of the Museum staff by word-of-mouth or 

through catalogues distributed by museums and traveling exhibition services. 

The following guidelines establish the procedures and responsibilities of 

Museum staff members involved in exhibition planning and development. 

 

Procedure 

1. Exhibition concept or selection is proposed by or to the Director. 

2. The Director shares ideas with appropriate members of the Museum staff 

and if appropriate, a special meeting of the curatorial staff is held to discuss 

the exhibition, with special committees or teams being formed to review 

and/or research the viability of the exhibition. 

3. The Director initiates conversation with organizers of the exhibition, or 

directs the Deputy Director/Curator of Collections or designated curator to 

do so.  

4. If determined viable, the Director and Museum staff will set the date for the 

exhibition, sign necessary paperwork, and proceed with exhibition planning. 

 

Responsibilities 

Director 

1. Leads the search for exhibitions. 

2. Curates exhibitions from the permanent collection and outside sources. 

3. Works with Museum staff on exhibition design. 

4. Serves as the Museum staff person with final approval on all aspects of the 

exhibition. 

Deputy Director/Curator of Collections 
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1. Works with and advises the Director in selecting exhibitions. 

2. Works with the organization or individual in negotiating and organizing the 

loan. 

3. Oversees Museum personnel and volunteers in the construction, installation, 

and proper handling of works of art as well as the maintenance of exhibition 

records. 

4. Assists in the coordination of the exhibition as assigned. 

 

Eugene B. Adkins Curator  

1. Works with and advises the Director in selecting exhibitions. 

2. Works with the Director and Museum staff on design for exhibition. 

3. Curates exhibitions from the permanent collection and outside sources 

including the selection, writing of didactic/gallery guides, and labels for 

artworks. 

4. Works with the Director and the Director of Education on the selection of 

program ideas. 

 

Director of Education 

1. Identifies educational materials and programs to support the exhibition.  

2. Works with Director on the selection of programs ideas. 

3. Works with Deputy Director/Curator of Collections in relaying needs within 

exhibition design. 

4. Supervises design and development of educational materials. 

5. Assists with final draft of labels and printed text, especially in matching 

reading comprehension of audience. 

6. Works with Registrar in production of exhibition labels. 

7. Develops training materials or programs to be used by volunteers or other 

educators presenting tours or programs about the exhibition. 
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Registrar 

1. Prepares legal contracts, obtains necessary signatures, and maintains files on 

the collections. Copies of contracts are sent to the Deputy Director/Curator 

of Collections. 

2. Oversees insurance policies and ascertains that coverage is active and 

sufficient. 

3. Oversees packing and shipping arrangements for incoming and outgoing 

loans.   

4. Oversees condition reports for incoming and outgoing loans, including 

photographic documentation.  

5. Database administrator. 

6. Works with the Preparatory department and the Director of Museum 

Security and Facilities to coordinate deliveries and pickups. 

7. Works with the Preparatory and Curatorial departments in developing Virtual 

Galleries for exhibitions. 

8. Responsible for documenting exhibitions with installation photographs. 

9. Serves as courier. 

 

Head Preparator 

1. Designs and builds crates and exhibition furniture, when necessary. 

2. Installs objects and maintains lighting and conservation requirements. 

3. Oversees the installation of graphics for the exhibition, including the outdoor 

signage and interior exhibition graphics. 

4. May be asked to courier. 

 

Director of Museum Security and Facilities 

1. Coordinates special events in the Museum during exhibition tenure. 

2. Arranges for any parking or transportation issues (i.e., oval closings) for 

delivery, opening, or special events. 
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3. Assigns and oversees guards. 

4. Oversees catering delivery, setup, and breakdown. 

 

Director of Communication 

1. In consultation with the Director, develops and implements strategy to 

promote the exhibition. 

2. Writes press releases. 

3. In consultation with the Director, works with Graphic Designer on 

advertisements and other promotional materials such as invitations and 

posters. 

4. Schedules interviews with local media. 

5. Keep the Museum’s website updated with current information about 

exhibitions and programs. 

 

Graphic Designer 

1. In consultation with the Director, creates the exhibition’s graphic design 

identity, translating it into invitations and exterior and interior graphics. 

2. Works with Museum staff in designing ads. 

 

Director of Administration and Financial Operations  

1. Assists the Director in the preparation and execution of the exhibition 

budget. 

2. Prepares mailings promoting exhibitions. 

3. Maintains exhibition file and distribute incoming information to pertinent 

parties. 

4. Pays invoices and prepares reports on exhibition expenses. 

 

Audience Development Manager/Membership 
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1. In consultation with the Director, plans reception, refreshment and service, 

making necessary arrangements for flowers, musicians, etc.  

2. Coordinates Museum Association hosts. 

3. Processes all bills related to exhibition opening covered by the Association. 

 

Museum Store Manager and Buyer 

1. Orders merchandise related to the exhibition. 

2. Distributes posters and printed materials to Norman businesses. 


