
Self-evaluation  
tool for MuSeuM  
Storage

What iS the tool uSed for?

•	Museums	can	obtain	have	a	snapshot	view	of	their	current	situation	and	a	have	preliminary	diagnosis.

•	Museums	will	have	information	to	help	them	them	decide	whether	they	should	embark	on	a	storage	
reorganization	project.

•	Museums	can	focus	more	clearly	on	the	key	deficiencies	of	their	storage.

hoW WaS it developed?

•	The	self-evaluation	tool	was	developed	by	ICCROM	following	a	review	of	existing	questionnaires		
and	checklists	used	in	past	storage	management	projects.

•	The	benchmarks	presented	are	limited	to	forty-three	to	keep	you	focused	and	avoid	a	lengthy,		
mechanical	and	de-motivating	process.

Who Should uSe it?

•	Those	who	believe	that	stored	collections	play	an	important	role	in	education,	learning		
and	enjoyment	of	the	public.

•	Those	who	do	not	have	access	to	professional	expertisewant	to	make	the	most	of	the	available											
resources:	human,	material	and	financial.

•	Those	who	wish	to	assess	their	situation	by	themselves	and	identify	the	aspects	that	are		
satisfactory	and	those	that	need	improvement.

•	Those	who	plan	to	teach	storage	reorganization	to	others.
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hoW doeS it Work?

•	The	tool	is	organized	around	four	areas	of	responsibility.	Each	one	is	dedicated	to	a	fundamental		
element	of	museum	storage:

•	Under	each	area,	a	number	of	benchmarks	have	been	listed.

•		Each	benchmark	is	followed	by	a	list	of	options.	Choose	the	option	closest	to	your	reality		
and	write	the	score	in	the	box.	Example:

M.7	ThE	sTORagE	aREas	aRE	ClEanEd	REgUlaRly	(flOORs,	RUbbIsh,	gEnERal	dUsTIng)

3   Yes, they are cleaned once a week or more

2   They are cleaned once a month

1   They are cleaned once every 6 months

0   They are never cleaned

•	after	completing	each	section	(M,	b,	C,	f),	add	up	the	final	score.

•	Circle	the	score	in	the	appropriate	column	in	the	diagnostic	table	on	page	16.	

[M] ManageMent 

[B] Building & Space 

[c] collection 

[f] furniture & SMall equipMent 

2
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hoW long Will it take?

•	If	you	are	familiar	with	the	storage	area(s),	completing	the	evaluation	should		
not	take	more	than	one	hour.

•	for	those	less	familiar	with	the	situation,	it	should	not	take	more	than	a	few	hours.

SuggeStionS

•	before	you	begin,	get	the	permission	and	support	of	your	director.

•	Try	filling	out	the	questionnaire	with	a	colleague	and	discuss	your	assessment	together.

•	If	you	are	unsure	about	some	of	your	answers,	consult	other	colleagues.

•	you	can	also	ask	different	staff	members	to	fill	out	the	evaluation	(conservators,	curators,		
management)	to	compare	varying	perceptions	of	the	same	situation.

hoW to uSe the reSultS?

•	To	identify	the	underlying	causes	of	storage	areas	with	known	problems.

•	To	see	how	the	situation	can	be	improved.

•	To	initiate	a	dialogue	between	upper	management	and	staff,	between	staff,	or	between	museum	
departments.

•	To	have	quantified	evidence	that	improvements	are	needed	in	one	or	more	of	the	four	areas	of		
responsibility.

•	To	obtain	the	approval	of	the	museum’s	upper	management	to	begin	storage	reorganization.

•	To	have	evidence	of	the	problem	to	secure	funding	for	building	upgrades,	collections	documentation,	
new	equipment,	or	a	reorganization.

•	To	monitor	the	storage	areas	in	time,	after	the	implementation	of	a	reorganization	project.
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M.1	sOMEOnE	Is	OffICIally	REspOnsIblE	fOR	EaCh	sTORagE	aREa

6   Yes and his/her duties are written down in the job description

2   Yes, but there is no job description

0   No

M.2	sUffICIEnT	sTaff	havE	bEEn	allOCaTEd	TO	ThE	sTORagE	aREas

3   Yes

0   No

M.3	sTaff	havE	bEEn	adEqUaTEly	InsTRUCTEd	and	aRE	
TRaInEd	TO	CaRRy	OUT	all	sTORagE-RElaTEd	aCTIvITIEs

3   Yes

0   No

M.4	WRITTEn	pROCEdUREs	fOR	sTORagE	aCTIvITIEs	(E.g.	ObjECT	RETRIEval,	ObjECT	MOvE-
MEnT,	ClEanIng	and	MaInTEnanCE,	vIsITOR	aCCEss)	ExIsT	and	aRE	knOWn	by	all	sTaff

3   Yes, there are procedures for all of these activities

2   There are procedures for most of these activities

1   For less than half

0   No, there are no written procedures for these activities 

M.5	aCCEss	TO	sTORagE	aREas	Is	REsTRICTEd	and	MOnITOREd

3   Entrance to storage is monitored 

1   Entrance is not monitored but it is restricted to museum staff 

0   Entrance is not monitored and not restricted to staff
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M.6	aT	lEasT	OnCE	a	yEaR	ThERE	Is	a	gEnERal	InspECTIOn	Of	ThE	sTORagE	
aREa(s):	COllECTIOn	sURvEy,	bUIldIng	COndITIOn,	dUsT,	sECURITy,	pEsTs,	ETC.

3   Yes, at least once a year

0   No, this does not occur at least once a year

M.7	ThE	sTORagE	aREas	aRE	ClEanEd	REgUlaRly	(flOORs,	RUbbIsh,	gEnERal	dUsTIng)

3   Yes, they are cleaned once a week or more

2   They are cleaned once a month

1   They are cleaned once every six months

0   They are never cleaned

M.8	ThE	MUsEUM	has	a	WRITTEn	EMERgEnCy	pREpaREdnEss	plans

3   There is an emergency plan, regularly updated and applied by staff

1   There is an emergency plan, but it is not updated nor applied by staff

0   There is no emergency plan

M.9	RElaTIvE	hUMIdITy	(Rh)	and	TEMpERaTURE	(T)	In	ThE		
sTORagE	aREa(s)	aRE	MOnITOREd	and	analyzEd	REgUlaRly

3   RH & T are monitored constantly and data is analyzed regularly

2   RH & T are monitored constantly, but data is not analyzed

1   RH & T are only measured occasionally

0   RH & T are never measured

total Score for part M

Circle this score in column M of the diagnostic table on page 16.
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Building and the exterior

b.1	ThE	bUIldIng	Is	lOCaTEd	In	an	aREa	WITh	nO	RIsk	Of	flOOdIng

6   The building is not at risk of flooding

4   The building is at low risk of flooding 

2   The building is at risk of flooding

0   Floods occur regularly in the storage areas 

b.2	ThE	bUIldIng	pROvIdEs	adEqUaTE	pROTECTIOn		
agaInsT	RaIn	and	ExTERnal	WEaThER	ExTREMEs

6   Yes, the building protects the collection from all rain and weather extremes

4   The building has minor flaws

2   The building is in overall good condition, but it cannot withstand the weather extremes

0   The building is in very poor condition and offers no protection from weather extremes

b.3	dOORs	and	WIndOWs	aRE	sECURE	(sECURITy	lOCks,	sECURITy	gRIlls)

3   All doors and windows are secure

1   Some doors and/or some windows are secure

0   None of the doors or windows are secure

Storage areaS and the Building

b.4	ThE	sTORagE	aREas	aRE	all	sITUaTEd	In	OnE	spECIfIC	lOCaTIOn	WIThIn	ThE	bUIldIng

6   Yes, the storage areas are all in the same location within the building

4   The storage areas are in different locations, but they are well connected  
      to the museum’s activities 

2   The storage areas are dispersed throughout the museum

0   Objects are also stored in hallways, offices or wherever space is available
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Storage areaS and the Building

b.5	ThE	MUsEUM	has	a	dEsIgnaTEd	spaCE	fOR	REsEaRCh	and	COnsUlTaTIOn

3   Yes, there is a designated space for research and consultation 

1   There is no such space, but when necessary, it can be arranged

0   Research and consultation occurs within the storage areas

b.6	ThERE	Is	a	dEsIgnaTEd	spaCE	OUTsIdE	ThE	sTORagE	aREa(s)	fOR	ThE		
TEMpORaRy	hOldIng	and	pREpaRaTIOn	Of	ObjECTs	dEsTInEd	fOR	sTORagE

3   Yes, there is a designated space for holding and preparation

1   There is no designated space but when necessary, it can be arranged

0   Temporary holding and preparation of objects occurs within the storage areas

b.7	IT	Is	safE	and	Easy	TO	MOvE	ObjECTs	fROM	ThE	sTORagE	aREa(s)	TO	OThER		
fUnCTIOnal	aREas	Of	ThE	MUsEUM	(ExhIbITIOn,	COnsERvaTIOn	lab,	ETC.)		

3   All routes between the storage areas and other functional areas of the museum  
     (including the loading bay) are free from obstacles; they are suitable to move  
     large objects and carts loaded with objects 

2   Routes include corners and movement between floors, but no obstacles

1   Routes include corners and movement between floors, and obstacles

0   Routes are extremely difficult or obstructed

inSide the Storage areaS

b.8	ThERE	aRE	nO	dOORs	OR	WIndOWs	On	ThE	ExTERIOR	Walls		
(adjaCEnT	TO	ThE	OUTsIdE)	Of	ThE	sTORagE	aREa(s)	

3   There are absolutely no doors or windows on exterior walls

1   Windows and doors occupy less than 20% of the wall space

0   Windows and doors occupy more than 20% of the wall space
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inSide the Storage areaS

b.9	ThE	Walls,	flOORs	and	CEIlIng	Of	ThE	sTORagE	aREa(s)	aRE	In	gOOd	COndITIOn

3   Yes, the walls, floors and ceiling are in good condition

2   There are visible signs of past deterioration (water stains, cracks, pests, etc.)

1   The walls, floors and ceiling are in relatively good condition, but they are old  
      and likely to lapse into a poor condition fairly soon

0   There are visible signs of current deterioration (damp walls and ceiling,  
      condensation, pests) or defects (improper electric wiring, faulty plumbing, etc.)

b.10	ThERE	aRE	nO	WaTER	valvEs,	WaTER	Taps,	OR	pIpEs	Of	any	kInd	(WaTER,	
sTEaM,	dRaInagE,	sEWagE)	WIThIn,	abOvE	OR	bEnEaTh	ThE	sTORagE	aREas

3   There are no valves, pipes or water taps running through the storage areas

2   There are valves, pipes or water taps, but they are not exposed

1   There are exposed valves, pipes or water taps 

0   There are exposed valves, pipes or water taps and they are over thirty years old 

b.11	ThERE	aRE	absOlUTEly	nO	paCkIng	MaTERIals,	dIsplay	panEls,		
shOWCasEs	and	OffICE	fURnITURE,	pUblICaTIOns	OR	any	OThER		
nOn-COllECTIOn	ITEM	In	ThE	sTORagE	aREa(s)	

6   The storage areas are reserved exclusively for the collection

2   Collections occupy most of the space

0   Most of the space is occupied by items or materials other than the collection

b.12	ThERE	Is	EnOUgh	spaCE	bETWEEn	ThE	sTORagE	UnITs	fOR	a	pERsOn	TO	MOvE	safEly	
WhEn	CaRRyIng	ObjECTs	by	hand	OR	UsIng	a	CaRT	

3   Yes, there is enough space between all the storage units

2   Most of the storage units are adequately spaced for safe handling

1   It is difficult to move objects safely between most of the storage units

0   It is impossible to move objects safely between any of the storage units
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inSide the Storage areaS

b.13	basEd	On	yOUR	ExpERIEnCE,	ThE	sTORagE	aREas	WIll	bE	fUll

6   In ten years 

3   In two years 

0   The storage areas are already full 

total Score for part B

Circle this score in column B of the diagnostic table on page 16.

P-9

Building & Space (B)



docuMentation SySteM

C.1	ThERE	Is	an	aCCEssIOn	REgIsTER	and	IT	RECORds		
EaCh	ObjECT’s	aCCEssIOn	nUMbER	and	daTE	

6   Yes, an accession register exists and the number and date of all  
      objects are recorded within it

4   An accession register exists and it records dates and numbers for about 80% of the objects

2   An accession register exists and it records dates and numbers for about 30% of the objects

1   An accession register exists and it records dates and numbers for about 10% of the objects

0   There is no accession register

C.2	EaCh	ObjECT	has	a	UnIqUE	aCCEssIOn	nUMbER	ThaT	
Is	MaRkEd	On	ThE	ObjECT	and	In	ThE	aCCEssIOn	REgIsTER	

6   Yes, this is the case for all the objects

4   For more than half the objects

2   For less than half the objects

0   No object is marked with its number and it does not appear in the accession register

C.3	ThE	dOCUMEnTaTIOn	fOR	EaCh	ObjECT	InClUdEs	ITs	dIMEnsIOns	and	WEIghT	

6   Yes, the documentation includes the dimensions and weight of all objects

4   For more than half of the objects

2   For less than half of the objects

0   No, for none of the objects

C.4	ThE	dOCUMEnTaTIOn	fOR	EaCh	ObjECT	InClUdEs	a	lIsT	Of	ITs	COnsTITUEnT	MaTERIals	

3   Yes, each object’s documentation includes a list of its constituent materials

2   For more than half of the objects

1   For less than half of the objects

0   No, for none of the objects
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docuMentation SySteM

C.5	EvERy	sTORagE	ROOM,	aIslE,	and	sTORagE	UnIT	Is	nUMbEREd	and	labEllEd	vIsIbly	

3   Yes, all of them are numbered and labelled visibly

2   More than half

1   Less than half

0   There is no location system

C.6	EaCh	ObjECT	has	bEEn	gIvEn	a	UnIqUE	lOCaTIOn	In	EaCh		
UnIT	and	IT	Is	RECORdEd	In	ThE	dOCUMEnTaTIOn

6   All objects have a unique location in each unit, which is always recorded  
     in the documentation

4   More than half of the objects

2   Less than half of the objects

0   No object has a unique location in each unit, or, none of them are recorded  
      in the documentation

acceSS & uSe

C.7	all	ObjECTs	In	sTORagE	aRE	vIsIblE	

3   All objects are clearly visible

2   Most objects are clearly visible, visibility of others is difficult 

1   Visibility of most objects is difficult 

0   Overall visibility of the objects is very poor

C.8	ObjECTs	Can	bE	RETRIEvEd	WITh	lIMITEd	handlIng	Of	OThER	ObjECTs	

3   A maximum of three objects must be handled in order to obtain the one desired

2   In some cases, more than three objects must be handled 

1   In any given shelf, drawer or rack, most of the objects must be handled in some  
      way to reach the one desired 

0   Objects in storage are completely inaccessible
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acceSS & uSe

C.9	IT	TakEs	a	MaxIMUM	Of	ThREE	MInUTEs	TO	fInd	an	ObjECT	In	ThE	sTORagE	aREa(s)		
by	UsIng	ThE	dOCUMEnTaTIOn	sysTEM		

3   All objects can be located within three minutes

2   Three to ten minutes are required to locate most objects

1   At least ten minutes are required to locate most objects 

0   Most objects cannot be located using the current documentation system

C.10	ThE	MUsEUM	UsEs	a	MOvEMEnT	COnTROl	bOOk	TO	RECORd	any	ChangE		
(EvEn	TEMpORaRy)	In	ThE	ObjECT’s	lOCaTIOn,	fROM	sTORagE	TO:		
dIsplay,	REsEaRCh,	labs,	lOan,	OThER	InsTITUTIOns	

3   Yes, a movement control book is used

0   No, a movement control book is not used

peStS, duSt & cliMate

C.11	ObjECTs	aRE	fREE	fROM	pEsTs	

6   The entire collection is free from active pest infestations

1   Most of the objects are in good condition but some are infested

0   Most objects are actively infested

C.12	ObjECTs	and	sTORagE	UnITs	aRE	dUsT	fREE	

3   Yes, objects and storage units are dust free 

2   Most of them

1   Some of them

0   No, everything is covered in dust
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peStS, duSt & cliMate

C.13	ThE	ClIMaTE	In	ThE	sTORagE	Is	appROpRIaTE	fOR	ThE	COllECTIOns	

3   Yes, the climate is appropriate for all objects in the collection

2   The climate is appropriate for most of the collection

1   I don’t know

0   For most of the collections, the climate is inappropriate

total Score for part c

Circle this score in column C of the diagnostic table on page 16.
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Storage furniture

f.1	nO	ObjECT	Is	plaCEd	dIRECTly	On	ThE	gROUnd	

6   There are no objects placed directly on the ground

4   A few objects are placed directly on the ground, for specific reasons

2   Most of the objects are placed directly on the ground, without justification

0   All the objects are on the ground 

f.2	MOsT	sTORagE	UnITs	Can	aCCOMMOdaTE	ThE	gROWIng	COllECTIOn

6   For the next five years

4   For the next two years 

2   The storage units are already full 

0   The storage units are overcrowded

f.3	ThE	dIMEnsIOns	Of	ThE	sTORagE	UnITs	aRE	adapTEd	TO	ThE	dIMEnsIOns	Of	ThE	ObjECTs

3   Yes, for all the storage units

2   For most of the storage units 

0   The dimensions of the storage units are not adapted to the dimensions of the objects

f.4	ThE	sTORagE	fURnITURE	has	EIThER	bEEn	TREaTEd	fOR	pEsT	REsIsTanCE	OR	IT	Is		
MadE	WITh	pEsT-REsIsTanT	MaTERIals	

3   Yes

1   Most storage units are pest proofed

0   No, most of the storage units are vulnerable to pests

SMall equipMent, padding & MountS

f.5	spECIfIC	CaRTs,	TRays,	laddERs	havE	bEEn	spECIfICally	assIgnEd	TO	EaCh	sTORagE	aREa	

3   Yes, such equipment is always present in each storage area 

1   Some equipment exists in the museum, but none has been specifically  
      assigned to the storage area(s) 

0   No, there is no such equipment
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SMall equipMent, padding & MountS

f.6	ThERE	aRE	fIRE	dETECTIOn	dEvICEs	ThaT	aRE	REgUlaRly	ChECkEd		
and	In	WORkIng	ORdER	

3   Detectors are installed, regularly checked and are in working order

1   Detectors are installed but not regularly checked

0   There are no detectors

f.7	ThERE	aRE	pORTablE	fIRE	ExTIngUIshERs	In	and	aROUnd	ThE	sTORagE	aREas,	
WhICh	aRE	REgUlaRly	ChECkEd	and	dEsIgnaTEd	sTaff	aRE	TRaInEd	TO	OpERaTE	ThEM

6   There are adequate portable fire extinguishers, they are checked regularly  
      and designated staff are trained to operate them 

2   There are adequate portable fire extinguishers, but they are not checked regularly  
      and/or staff are not trained to operate them

0   There are no portable fire extinguishers

f.8	spECIal	ObjECTs	(vERy	sMall,	vERy	fRagIlE,	flExIblE,	ETC.)	havE	appROpRIaTE		
bOxEs,	paddIng,	MOUnTs	and	OThER	paCkagIng	MaTERIals

3   Yes, all special objects have them

2   Most of the objects

1   Some of the objects

0   No boxes, padding, mounts or other packaging materials are  
      used to protect the special objects

total Score for part f

Circle this score in column F of the diagnostic table on page 16.
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MuSEuM:  ASSESSOR’S NAME:  DATE OF ASSESSMENT:

congratulationS! noW, rate your Storage


