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 Museums of Historic Hopkinsville-Christian County  

 217 East 9th Street 
 P.O. Box 1093 
 Hopkinsville, KY 
 270-887-4270 

 

Prospective Donation Form  

Date:____________________ 

 

Name of Donor:_________________________________________________________________________________ 

Address of Donor:_______________________________________________________________________________ 

Phone:____________________________ Email:_______________________________________________________ 

 

Artifact Donation and Accession Policy 

 

1. In order to comply with the donation criteria for the Museum’s Permanent Collection, the Collections Committee 

must review and document all prospective donations. Any object(s) considered for donation must be connected to 

Hopkinsville, Kentucky, Christian County or contiguous counties. 

2. The prospective donor must hold full and complete right, title and interests of the object(s) free of any liens or en-

cumbrances. Should the legal ownership of the object(s) change during the pendency of this deposit, whether by 
reason of death, sale, insolvency, gift or otherwise, the new owner shall be required to establish the legal right to 

receive the items prior to their return by proof satisfactory to the Museum. 

3.The Museum will notify the donor in writing or by telephone regarding the objects(s) not selected for donation. The 

donor must reclaim the object(s) within 60 days from the date of notification, unless otherwise noted below by the 
donor. If objects not selected for accession are not picked up, the prospective donor agrees that the prospective 

donor gives the object(s) considered may be disposed of at the discretion of the museum and the owner has for-

feited all right, title and interests.  

4.The Museum will exercise reasonable care with regard to the object(s) on temporary deposit. The depositor hereby 

releases the Museum from all liability with respect to any loss or damage to the object(s) referred to on the face of 

this receipt while the said object(s) are in the Museum's possession or in transit and agrees that the Museum is not 

required to cover such object(s) with insurance.  

5.The Museum understands and respects that the object(s) listed within this form are valuable treasures to the donor; 

however, some objects do not fit the strict criteria for inclusion in the Permanent Collection. The donor may 

choose instead to donate the object(s) to the Education Collection. These items may be displayed and used for 

research, activities, and programs. 

I have read and agree to the above policy governing the Artifact Donation and Accession Process. 

 
 

 

Signature of Donor ________________________________________________________________________________________ 

 



In order to respect your intentions, please choose one option from the following statements should the 
Museum decide not to accept the object(s) into the Permanent Collection.  

I request that any object(s) not accepted into the Permanent Collection is/are returned to me.   

 

I give the Museum permission to place any object(s) not accepted into the Permanent Collection into the  

Education Collection. I have read the policy governing donations, and I understand the purposes and uses of these 

Collections. 

 

If the object(s) is/are not accepted into the Permanent or Education Collection, I give the Museum permission to dis-

pose of the object(s) in an manner it sees fit including, but not limited to, donating the object to another institution or 
selling the object(s) with the understanding that the proceeds realized from such sale will be used only for the acquisi-

tion of items for the collections or for the direct care of collections.  
 

For Official Use: 

Receipt of Item(s):   

Date:  

Signature of MHHCC Representative: 

 

Date of Collections Committee Meeting: 

 

Object(s) Accepted: Permanent           Study  Prop 

 

 

Object(s) Not Accepted:  

 

 

Returned to:     Signature: 

Returned by:     Initials:    Date: 

 

Other Notes: 



To better aid the staff in the decision making process when reviewing items, please describe object(s) 

and answer the questions to the best of your ability.  Attach extra sheets if necessary.  

Fill out one sheet for each object if not in a grouping 

 

Object(s):  ______________________________________________________________________________________________  

_______________________________________________________________________________________________________ 

_______________________________________________________________________________________________________ 

_______________________________________________________________________________________________________ 

Condition:  _____________________________________________________________________________________________ 

Estimated value:  _____________________________ 

Year of origin: ____________________________Year Aquired: ________________________________ 

How did you obtain this object(s)?  _________________________________________________________________________ 

From whom did you aquire it?  (name and address) ____________________________________________________________ 

______________________________________________________________________________________________________ 

Where there any previous owners? 

 Their relationship to you: 

 Name: 

 Their Birthdate:   Place of Birth: 

 Marriage Date:   Spouse: 

 Children: 

 Deathdate (if applicable) 

 Where lived: 

 Occupation: 

 

Who made/manufactured this object(s)?  ___________________________________________________________________ 

What material was used to make the object(s)? ______________________________________________________________ 

Where was the object(s) made?___________________________________________________________________________ 

Who used the object(s)?_________________________________________________________________________________ 

Where was the object(s) used?____________________________________________________________________________ 

What was the object(s) used for? __________________________________________________________________________ 

When was the object(s) used? ____________________________________________________________________________ 

How is the object(s) connected to Hopkinsville, Christian County? ________________________________________________ 

______________________________________________________________________________________________________ 

 



Is there an interesting story or legend connected to the object(s)? ____________________________________________________ 

__________________________________________________________________________________________________________ 

Do you have documents associated with the object (bill of sale, photographs, drawings, newspaper or magazine articles, letters, dia-

ries, etc?) _______________________________________________________________________________________________ 

__________________________________________________________________________________________________________ 

Would you be willing to donate originals or copies of the documents? _________________________________________________ 

Do you know any other information or stories about the object?______________________________________________________ 

Has the object been exhibited? If so, please list dates and locations ___________________________________________________ 

__________________________________________________________________________________________________________ 

Has the object been mentioned or reproduced in any publication? If so, please list _______________________________________ 

__________________________________________________________________________________________________________ 

Do you know anyone else who may have information about the objects you are considering for donation? If so, please give names 

and contact information. _____________________________________________________________________________________ 

__________________________________________________________________________________________________________ 

__________________________________________________________________________________________________________ 

Additional comments? _______________________________________________________________________________________ 

__________________________________________________________________________________________________________ 

__________________________________________________________________________________________________________ 

__________________________________________________________________________________________________________ 

__________________________________________________________________________________________________________ 

__________________________________________________________________________________________________________ 

__________________________________________________________________________________________________________ 

 

Thank you for considering donating your collection to the Museums of Historic Hopkinsville-Christian County. Our mission is to  

cultivate regional pride and tell our community’s authentic stories by creating an enjoyable, engaging learning environment that en-

courages conversations about our unique history and diverse heritage.   

Your collection could help us share the stories of our past and create memories for the future! 



 

Receipt of KRS 171.830-171.849 

 

 

 

Pursuant to Kentucky State Law Chapter 171.833, I am signing to acknowledge that I have received a copy of the 171.830-171.849. 

I am accepting this copy in person or am refusing the materials offered in lieu of being sent via certified mail. 

 

 

 

____________________________________________________________  _________________________________ 

Signature of Prospective Donor       Date 

 



   

Museums of Historic Hopkinsville-Christian County  

 217 East 9th Street 
 P.O. Box 1093 
 Hopkinsville, KY 
 270-887-4270 

Temporary Registration Receipt 

 

Date: 

Object: 

 

Condition on Arrival: 

 

History: 

 

Acquisition Type:      GIFT PURCHASE           LOAN            OTHER: ______________ 

ID Number:  

Category:  

 

Donor/Lender:  

Donor/Lender Contact:  

   

 

ACKNOWLEDGEMENT 

The Donor/Lender acknowledges that this artifact is subject to the conditions of the Loan Agreement/Prospective Donation Form  

Hopkinsville, Kentucky; this ______ of ____________________ 

 

 

 

________________________________     _________________________________       

                  Donor/ Lender        MHHCC Representative           

 



  Accession Number:    

 Museums of Historic Hopkinsville-Christian County  

 217 East 9th Street 
 P.O. Box 1093 
 Hopkinsville, KY 
 270-887-4270 

DEED OF GIFT 

By these presents I irrevocably and unconditionally give, transfer, and assign to the Museums of Historic Hopkinsville-Christian 

County by way of gift, all right, title and interests (including all copyright, trademark, related interests in all media by any means 

or method now known or hereafter invented), in, to, and associated with the object(s) described below. I affirm that I  own said 

object(s) and that to the best of my knowledge I have full and complete right, title and interests (including all transferred copy-

right, trademark, and related interests) to give.  

I understand and agree that they may be displayed, loaned, retained, or disposed of in such manner as, in the discretion of the mu-

seum, may be in the best interest of the museum.   

 

Value:_______________ 

Description:  

 

 

 

 

Signature of Donor:___________________________________ 

 Name of Donor:       

 Address:         

Phone:        

       Email:        

Category:  

Stipulation: None 

AWKNOWLEDGEMENT 

We hereby gratefully acknowledge receipt of the objects listed above.  

Hopkinsville, Kentucky; this ______ of ____________________ 

 

 

________________________________ 

Executive Director, Alissa C. Keller 

 

Signed at ___________________________ 

This _______ day of ___________________ 



Accession Number:    

 Museums of Historic Hopkinsville-Christian County  

 217 East 9th Street 
 P.O. Box 1093 
 Hopkinsville, KY 
 270-887-4270 

Purchase Form 

Date:____________________ 

 

Name of Vendor:_________________________________________________________________________________ 

Address of Vendor:_______________________________________________________________________________ 

Phone:____________________________ Website/Email:________________________________________________ 

 

Objects Purchased 

       

Accession Number Quantity Description Price 

    

    

    

    

    

    

    

                           TOTAL__________ 

 

Method of payment: Cash  Check  Credit Card 

 

Reason for Purchase:  



 

Seller’s Waranty and Indemnification 
 

 

 

I hereby affirm that the following objects  have been sold to the Museum s of Historic Hopkinsville-Christian County : 

 

 

 

 

 

 

 

I/We Affirm that I/we are the owner(s) or legal agent(s) of the property described above, that I/We have good and complete  right, 

title, and interests to sell, that the object(s) has (have) been received by the Museums of Historic Hopkinsville-Christian County as a 

sale, desiring to absolutely transfer full title in agreement to the terms specified herein, I/we hereby sell, assign and convey finally 

and completely, and without any limitation or reservation, the property described above  to the Museums of Historic Hopkinsville-

Christian County and its successors and assign permanently and forever, and hereby convery (where applicable) nonexclusive rights 

to any copyrights and other interests therein. Furthermore, I/We affirm that the property has not been illegally removed from federal, 

state, or tribal lands nor illegially crossed federal or state boundaries.  

 

I/We have received full payment from the Museums of Historic Hopkinsville-Christian County for the above objects.  

 

 

 

 

_______________________________________________             __________________________________________________ 

 Seller(s) or Authorized Agent(s)        Date   Authorized MHHCC Representative        Date 



  Accession Number:________ 

 Museums of Historic Hopkinsville-Christian County  

 217 East 9th Street 
 P.O. Box 1093 
 Hopkinsville, KY 
 270-887-4270 

Deaccession of Artifacts 

The Following artifact is being deaccessioned as follows: 

Reason for deaccession: 

Contacted Parties: 

Description: 

Method of Disposal:. 

 If sold, to whom: 

 If Sold, Price: 

 If Sold, intention of funds: 

Date of Disposal: 

 

Date of Approval for Deaccessioning from the Collections Committee: 

Date of Approval for Deaccessioning from the Board of Directors: 

 

 

Name of Donor:       

Address:        

Phone:        

Email:        

Category: 

Stipulation: 

ACKNOWLEDGEMENT 

We hereby acknowledge deaccessioning of the objects listed above.  

Hopkinsville, Kentucky; this ______ of ____________________ 

 

 

________________________________ 

Executive Director, Alissa C. Keller 

 



   

 Museums of Historic Hopkinsville-Christian County  

 217 East 9th Street 
 P.O. Box 1093 
 Hopkinsville, KY 
 270-887-4270 

Disposal of Items 

 

The Following artifact is categorized as follows:  Found in Collections Abandoned Property Other:__________ 

Reason for disposal: 

Contacted Parties: 

Description: 

Method of Disposal: 

Date of Disposal: 

 

 

 

 

      

Category: 

Stipulation: 

 

 

ACKNOWLEDGEMENT 

We hereby acknowledge disposal of the objects listed above.  

Hopkinsville, Kentucky; this ______ of ____________________ 

 

 

________________________________ 

Executive Director, Alissa C. Keller 

 



 

 

 

 

 LOAN PROCEDURES  
  
Thank you for considering borrowing artifacts from the Museums of Historic Hopkinsville-Christian County 

(MHHCC). MHHCC welcomes requests from institutions of all sizes, both non-profit and for-profit as long as the 

institution and loan is compatible with the mission and purpose of MHHCC. The mission of MHHCC is to cultivate 

regional pride and tell our community’s authentic stories by creating an enjoyable, engaging learning environment 

that encourages conversations about our unique history and diverse heritage. MHHCC reserves the right to review 
all loan activities and may cancel or refuse a loan on the basis that the mission and purpose of MHHCC might be 

jeopardized. 

 

Loaned artifacts are subject to the same level of Collections Care as maintained by MHHCC and upheld by the 

American Alliance of Museums. Artifacts are to be handled by trained persons and may not be in contact with 

harmful organic materials, such as plants and food items, or inorganic materials of questionable effect. Moreover, all 

efforts should be made to maintain security and mitigate exposure to light or fluctuation in temperature and relative 

humidity. 

 
Following are the basic procedures for requesting a loan from MHHCC. The Director of Collections may waive 

some of the procedural requirements or fees. Additionally, the Director of Collections may waive processing time 
requirements but accelerated timetables are subject to additional charges. Please let the Director of Collections know 

if you have any questions about the process or need help getting started. 

 
Contact  
Hillary Sullivan, Director of Collections 

270-887-4270, hsullivan@museumsofhopkinsville.org 
  

Starting the Process 

To start the loan process, MHHCC requires: 

1. A formal letter of request that outlines the item(s) you would like to borrow along with some basic 

information about the exhibition. 

This information should include: 

 When the loan will begin and when it will end 

 Purpose of the loan 

 Description of how the item(s) will be used for the exhibit 

2. An American Association of Museums Standard Facilities Report/General Facilities Report. 
3. Loan origination fee of $25. 

Please allow a minimum of 6 months processing time for any loan request. 

mailto:hsullivan@museumsofhopkinsville.org


 

Next Steps 

Once MHHCC has received the official request, the Director of Collections will review and consider it. 
To make a decision the Director of Collections: 

 Availability of the artifact(s) 

 Artifact’s condition 

 Purpose of the Loan 

 Information provided in the standard facilities report 

The Director of Collections is responsible for notifying the institution or individual of the verdict of the request in 

writing. 

 
For approved loans, MHHCC will require a certificate of insurance to be on file before the loan is shipped. 
Loan fees will vary from loan to loan. Please see the loan fee schedule below for all applicable fees. 
The Director of Collections will make arrangements with the borrowing institution or individual for pick-

up/shipping, etc. The borrowing institution or individual will be responsible for any shipping costs. 

 

Cancellations 

Please note that MHHCC staff does work several weeks in advance to do condition reports and prepare for shipping. 

MHHCC requires two weeks’ notice prior to the ship date in order to cancel the loan. When fewer than two weeks’ 

notice has been provided, the borrower is still responsible for all loan fees. (Details below under “MHHCC Loan 

Fees.”) 

 

Renewals 

Loan renewals are subject to the per-item fee at the time of renewal. The borrower will not be responsible for a new 

origination fee. 

 

MHHCC Loan Fees  

 Loan Origination Fee (Non-Profit and For-Profit Institutions or Individuals): $25 

 Loan Fee per Item (Non-Profit Institutions): $25 

 Loan Fee per Item (For-Profit Institutions): $50 

 Traveling exhibitions (Loan fee per item for each additional venue): $25 

Loan fee waivers may be requested and will be reviewed on a case-by-case basis. 

 

Shipping  
The borrower will bear all shipping costs. This rate will vary based upon the type of shipper and materials. 
If the borrower makes the shipping arrangements, MHHCC staff must approve them in advance of shipping. 

 

Additional Fees 

MHHCC is happy to loan artifacts and will work to keep fees low. However, sometimes additional fees may apply. 

These may include: 
 

Appraisals 
Should the insurance carrier require appraisals to confirm and fully insure the artifact, the borrower is responsible 
for expenses related to the hiring and fees associated with the appraisal. Appraisers must be certified by the 

American Society of Appraisers and the borrower must provide MHHCC with an official copy of the appraisal. 
 



Artifact Handling  
Artifacts must be handled at all times with individuals trained in artifact care. Should the borrower require training 

or MHHCC to handle or display items at the borrower’s location, MHHCC will be happy to do so but will charge  

(Non Profit): $25/ hour, (For Profit): $35/hour and will cover transportation costs. 
 

Research Fee  
Basic information on collections items, such as the provenance, is available without charge. However, MHHCC 

reserves the right to charge a research fee for additional research requested by the borrower. 
Research Fee (Non Profit): $25/hour | Research Fee (For Profit): $35/hour 
 

Text Writing Fee  
Didactic Panels and Interpretation is critical to the exhibition of artifacts. Should the borrower require MHHCC to 

draft the text, MHHCC will be happy to do so but will charge the same rate at the research fee aforementioned. 
 

Wrapping/Crating  
If a crate is required, the borrowing institution will be responsible for all fabrication charges. 
If an object requires other types of special packaging, the borrowing institution will be responsible for the cost of the 

materials. 
 

Preparation Charges  
Framing: $25/hour plus cost of materials | Mount Making: $25/hour plus cost of materials 
 

Conservation  
The borrowing institution will be responsible for the conservation charges for an item that needs stabilization before 

it can go out on loan. This work will be done by a certified contractor and the fees may vary by object size and type. 
 

Cancellations  
MHHCC requires two weeks’ notice prior to the ship date in order to cancel a loan. When fewer than two weeks’ 

notice has been provided, the borrower is still responsible for all loan fees. 
 

Courier Expenses  
If a courier is deemed necessary, the borrower will be responsible for the following charges: 

 Round trip transportation between MHHCC and the borrower’s location (airfare must be business or first 
class when the courier accompanies the artifact but coach class is fine at all other times), parking, mileage, 

tolls and car/truck rental as appropriate. The borrower will be presented with receipts for all expenses. 

 Overnight accommodations, to be paid for and arranged by the borrower. If the courier needs to stay extra 

days for installation and acclimatization of the objects, accommodations will also be arranged and covered 

by the borrower. 

 Per diem for courier’s expenses, such as food, etc., that may vary based on location. 

The Director of Collections will provide invoices. All loan fees may be paid to the Museums of Historic 

Hopkinsville-Christian County via check, money order or credit card. Payment or Promise of Payment 

within 60 days must be made upon receipt of invoice. 

 



 

 

 Museums of Historic Hopkinsville-Christian County  

 217 East 9th Street 
 P.O. Box 1093 
 Hopkinsville, KY 
 270-887-4270 

 

Incoming Loan Agreement Form 

 

Today’s Date:______________________ 

Lender:________________________________________________________________________________________ 

Individual or Institution:__________________________________________________________________________ 

Name and Title of Authorized Representative:_________________________________________________________ 

Address:_______________________________________________________________________________________ 

Telephone:_________________________________________ or _________________________________________ 

Email:________________________________________________________________________________________ 

 

Description of Objects on Loan: Additional Objects are included on the Continuation of Objects List 

Artist/Maker/Manufacturer(s):________________________________________________________________________ 

Owner(s):_________________________________________________________________________________________ 

Affiliate(s):_________________________________________________________________________________________ 

Relevant Dates with Explanations:______________________________________________________________________ 

Medium/Materiality:_________________________________________________________________________________ 

Height:____________Length:_______________Depth:_______________ Diameter:__________ Weight:_____________ 

Credit Line (For label, publicity, etc):_____________________________________________________________________ 

Copyright Interests:___________________________________________________________________________________ 

Provenance:_________________________________________________________________________________________ 

___________________________________________________________________________________________________ 

Insurance Value:_________________________ 

 

 

Loan Number:____________________  

               (Museum use only) 



 

Continuation of Objects List 

 

 

Artist/Maker/Manufacturer(s):________________________________________________________________________ 

Owner(s):_________________________________________________________________________________________ 

Affiliate(s):_________________________________________________________________________________________ 

Relevant Dates with Explanations:______________________________________________________________________ 

Medium/Materiality:_________________________________________________________________________________ 

Height:____________Length:_______________Depth:_______________ Diameter:__________ Weight:_____________ 

Credit Line (For label, publicity, etc):_____________________________________________________________________ 

Copyright Interests:___________________________________________________________________________________ 

Provenance:_________________________________________________________________________________________ 

___________________________________________________________________________________________________ 

Insurance Value:_________________________ 

 

 

Artist/Maker/Manufacturer(s):________________________________________________________________________ 

Owner(s):_________________________________________________________________________________________ 

Affiliate(s):_________________________________________________________________________________________ 

Relevant Dates with Explanations:______________________________________________________________________ 

Medium/Materiality:_________________________________________________________________________________ 

Height:____________Length:_______________Depth:_______________ Diameter:__________ Weight:_____________ 

Credit Line (For label, publicity, etc):_____________________________________________________________________ 

Copyright Interests:___________________________________________________________________________________ 

Provenance:_________________________________________________________________________________________ 

___________________________________________________________________________________________________ 

Insurance Value:_________________________ 



Responsible Party In Out In Out Transit In-House 

Museum        

Lender       

 

Number of Objects in Loan:________________________ 

 

Special Instructions: 

__________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

May we reframe, re-mat or remount if necessary? Yes       No  

May we secure hanging devices onto the artifact? Yes       No  

 

Shipping and Insurance: 

             Packing         Transportation            Insurance 

 

 

 

 

Notes:_____________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

 

Purpose of the Loan:  Exhibition Research Conservation Education Other (Please Specify): 

 

Duration of Loan: From: ____________________________ to:______________________________ 

              Extended To:_________________________________ 

 



Terms and Conditions of Loan 

Care, Preservation and Exhibition 

1. The Museum will give to objects borrowed the same care as it does comparable property of its own. Precautions will be taken to protect objects from fire, theft, mishandling, dirt and insects, 

and extremes of light, temperature and humidity while in the Museum’s custody. It is understood by the Lender and the Museum that all tangible objects are subject to gradual inherent 

deterioration for which neither party is responsible. Exceptions to this rule include artifacts used for education purposes, which, are subject to a greater degree of handling, and are therefore 

subject to a greater degree of wear, for which the museum is not responsible unless damage is result of gross negligence.  

2. Evidence of damage at time of receipt or while in the Museum’s custody will be reported immediately to the Lender. It is understood that objects, which in the opinion of the Museum show 

evidence of infestation, may be fumigated at the discretion of the Museum.  

3. The Lender will be requested to provide written authorization for any alteration, restoration or repair. The Museum may examine objects by all modern scientific methods. Light cleaning of 

the property is authorized. 

4. The Museum retains the right to determine when, if and for how long objects borrowed will be exhibited. The museum retains the right to cancel the loan upon reasonable notice to the 

Lender. 

Transportation and Packing 

1. The Lender certifies that the objects lent are in such condition as to withstand ordinary strains of packing and transportation and handling. If shipped, a written report of condition of objects 

prior to shipment must be sent by the Lender to the Museum. Otherwise, it will be assumed that objects are received in the same condition as when leaving the Lender’s possession. Condi-

tion records which may include photographs will be made at the Museum on arrival and departure.  

2. The Lender is responsible for all costs and liability relating to the transportation of the Objects on Loan to and from the Museum un less otherwise stated. The lender is responsible to ensure 

that the objects on loan are properly packed and stored for transportation to and from the Museum unless otherwise stated.  

3. Unless otherwise stated, it is the responsibility of the Lender to arrange for transportation to and from the Museum.  

Insurance 

1. Unless otherwise stated, the Lender is responsible for insurance coverage for the objects on loan for the terms of this agreement and until the objects on loan are picked-up for transportation.  

2. Unless otherwise stated, the Lender is responsible for insurance coverage for the transportation both to and from, the Museum 

3. In the event that the Museum carries insurance for the loan, If an insurance value is not given or cannot be substantiated satisfactorily, the Lender agrees to accept the value determined by 

the insurance company and understands that this is not to be considered to be an appraisal. Moreover, it is the responsibility of the Lender to notify the Museum if there is any adjustment on 

the value of the object throughout the duration of the loan. 

4. The Lender acknowledges that under no circumstances shall the Museum be liable for costs, damages, losses or theft of the objects on loan resulting for any reason, other than gross negli-

gence of the Museum, including, without limitation, costs, damages, losses or theft from the following:  

 A.) Failure of the Lender to adequately prepare the Objects on Loan for transport to or from the Museum;  

 B.) Lender’s directions in relation to installation, dismounting, storage or conservation;  

 C.) Any damage or loss during the course of transportation to or from the Museum;  

 D.) Any failure of utilities which prevents the Museum from providing appropriate environmental conditions.  

5. The Museum shall advise the Lender in writing of any damage, loss or theft of the objects on loan as soon as reasonably possible. In the event of damage or loss during the course of transporta-

tion , the Museum shall retain all packing and related material for view by the Lender. 

Reproduction and Credit 

Unless otherwise notified in writing by the Lender, the Museum may photograph or reproduce, in whole or part,  the objects lent for educational, catalogue and publicity purposes in any medium 

and the those reproductions are the property of the Museum. It is understood that objects on exhibit may be photographed by the general public. Unless otherwise instructed in writing, the Museum 

will give credit to the Lender as specified on the face of this agreement in any publications. Whether individual labels are provided for objects on display is at the discretion of the Museum.  

Change in Ownership/Address 

It is the responsibility of the Lender or his agent to notify the Museum promptly in writing if there is any change in ownership of the objects (whether through inter vivos transfer or death) or if 

there is a change in the identity or address of the Lender. The Museum assumes no responsibility to search for a Lender (or owner) who cannot be reached at the address of record.  

Return of Loans 

1. Unless otherwise agreed in writing, a loan terminates on the date specified on the face of this agreement. If no date is specified, the loan shall be for a reasonable period of time, but in no 

event to exceed three years. Upon termination of a loan, the Lender is on notice that a return or renewal must be effected, or else an unrestricted gift of objects will be inferred.  

2. Objects will be returned only to the Lender of record or to a location mutually agreed upon in writing by the Museum and the Lender of record. In case of uncertainty, the Museum reserves 

the right to require a Lender/claimant to establish title by proof satisfactory to the Museum 

3. When the loan is returned, the Museum will send, or give in person, the Lender a receipt form. If this form is not signed and returned within thirty days after mailing, the Museum will not 

be responsible for any damage loss.  

4. If the Museum’s  efforts to return objects within a reasonable period following the termination of the loan are unsuccessful, then the object will be maintained at the Lender’s risk and ex-

pense for a maximum of two years. If after two years, the objects have not been claimed, then and in consideration for maintenance and safe-guarding, the Lender/Owner shall be deemed to 

have made the objects an unrestricted gift to the Museum.  

KRS 171.830-.849 

1.    The Museum tries to adhere to KRS.171-830-.849 under which loans fall.  

2. Pursuant to Kentucky State Law Chapter 171.833, I am signing to acknowledge that I have received a copy of the 171.830- 171.849. I am accepting this copy in person or am refusing the               

materials offered in lieu of being sent via certified mail. 



 

Signatures and Conditions: 

 

WHEREAS, I/WE AFFIRM that I/we are the owner(s) or legal agent(s) of the property de-

scribed above, that I/we have good and complete right, title, and interests to loan to the Muse-

ums of Historic Hopkinsville-Christian County and its successors; WHEREAS, I/we affirm 

that the property has not been illegally removed from federal, state, or tribal lands not illegally 

crossed federal or state boundaries or otherwise misappropriated; WHEREAS, I/we have read, 

understood, and agree to the terms and conditions governing Incoming Loans, I/we do hereby 

agree to loan the property described above subject to the same terms and conditions of this 

agreement. 

I/We affirm that we indemnify and hold harmless the Museums of Historic Hopkinsville-

Christian County, its agents, board members, advisors and employees from and against any 

and all liabilities, claims, suits or actions, costs, damages and expenses (including costs as be-

tween the solicitor and their own client) which may be brought or made against the Museums 

of Historic Hopkinsville-Christian County or which the Museums of Historic Hopkinsville-

Christian County may pay or incur as a result or in connection with (i) any breach, violation or 

non-performance or any covenant of the owner(s) or legal agent(s) contained in this agree-

ment; (ii) any misrepresentation by the owner(s) or legal agent(s) contained in this agreement. 

 

________________________________    _________________________________ 

   Lender(s) or Authorized Agent(s)                                             Date 

 

If Lender is not the owner, complete the following two lines: 

Name of Owner:_________________________________________________________ 

Address of Owner:________________________________________________________ 

_______________________________________________________________________ 

 

Signature of MHHCC Representative _____________________________________ 

 

Date acknowledging Receipt of Items on Loan:_____________________________ 



Loan Condition Report 

Completed upon Receipt of Item  
 
 
 

Accession or Loan #_______________ 
 

 
 
Today’s Date:__________________ Examined By:__________________ 
 

Artist/Maker/Manufacturer(s):________________________________________________________________________ 

Medium/Materiality:_________________________________________________________________________________ 

Height:____________Length:_______________Depth:_______________ Diameter:__________ Weight:_____________ 

Photographs____________________________________ 

 

General Condition 

__Excellent __Very good __Good  __Fair 

__Stable  __Unstable(Describe):_____________________________________ 

__Requires further examination by a conservator 

Notes/Comments:_______________________________________________________________________________________ 

______________________________________________________________________________________________________ 

______________________________________________________________________________________________________ 

______________________________________________________________________________________________________ 

Structure/Surface           Photograph/Drawing 

__Abrasions __Holes/Tears  __Other: 

__Accretions __Loose Parts  __Other: 

__Brittle  __Missing Pieces  __Other: 

__Broken __Oxidized  Biological 

__Burns  __Paint Loss  __Insects: 

__Chipped __Previous Repairs __Rodents 

__Corrosion __Scratches  __Carcasses 

__Cracked __Shrinkage  __Casings 

__Creased __Smoke Damage __Waste 

__Dirt/Grime __Stained  __Webbing 

__Dusty  __Tarnished  __Mold/Mildew 

__Faded  __Water Damage  __Other: 

__Flaking __Weakness   

__Frayed __Worn 

 

 

 



 
 

Loan Condition Report 
 

Completed Prior To  Return of Item  
 
 
 

Accession or Loan #_______________ 
 

 
 
Today’s Date:__________________ Examined By:__________________ 
 

Artist/Maker/Manufacturer(s):________________________________________________________________________ 

Medium/Materiality:_________________________________________________________________________________ 

Height:____________Length:_______________Depth:_______________ Diameter:__________ Weight:_____________ 

Photographs____________________________________ 

 

General Condition 

__Excellent __Very good __Good  __Fair 

__Stable  __Unstable(Describe):_____________________________________ 

__Requires further examination by a conservator 

Notes/Comments:_______________________________________________________________________________________ 

______________________________________________________________________________________________________ 

______________________________________________________________________________________________________ 

______________________________________________________________________________________________________ 

Structure/Surface           Photograph/Drawing 

__Abrasions __Holes/Tears  __Other: 

__Accretions __Loose Parts  __Other: 

__Brittle  __Missing Pieces  __Other: 

__Broken __Oxidized  Biological 

__Burns  __Paint Loss  __Insects: 

__Chipped __Previous Repairs __Rodents 

__Corrosion __Scratches  __Carcasses 

__Cracked __Shrinkage  __Casings 

__Creased __Smoke Damage __Waste 

__Dirt/Grime __Stained  __Webbing 

__Dusty  __Tarnished  __Mold/Mildew 

__Faded  __Water Damage  __Other: 

__Flaking __Weakness   

__Frayed __Worn 

 

 

 



 

 Museums of Historic Hopkinsville-Christian County  

 217 East 9th Street 
 P.O. Box 1093 
 Hopkinsville, KY 
 270-887-4270 

 

Outgoing Loan Agreement Form 

 

Today’s Date:______________________ 

Borrower:________________________________________________________________________________________ 

Individual or Institution:__________________________________________________________________________ 

Name and Title of Authorized Representative:_________________________________________________________ 

Address:_______________________________________________________________________________________ 

Telephone:_________________________________________ or _________________________________________ 

Email:________________________________________________________________________________________ 

 

Description of Objects on Loan: Additional Objects are included on the Continuation of Objects List 

Artist/Maker/Manufacturer(s):________________________________________________________________________ 

Owner(s):_________________________________________________________________________________________ 

Affiliate(s):_________________________________________________________________________________________ 

Relevant Dates with Explanations:______________________________________________________________________ 

Medium/Materiality:_________________________________________________________________________________ 

Height:____________Length:_______________Depth:_______________ Diameter:__________ Weight:_____________ 

Credit Line (For label, publicity, etc):_____________________________________________________________________ 

Copyright Interests:___________________________________________________________________________________ 

Provenance:_________________________________________________________________________________________ 

___________________________________________________________________________________________________ 

Insurance Value:_________________________ 

 

 



 

Continuation of Objects List 

 

 

Artist/Maker/Manufacturer(s):________________________________________________________________________ 

Owner(s):_________________________________________________________________________________________ 

Affiliate(s):_________________________________________________________________________________________ 

Relevant Dates with Explanations:______________________________________________________________________ 

Medium/Materiality:_________________________________________________________________________________ 

Height:____________Length:_______________Depth:_______________ Diameter:__________ Weight:_____________ 

Credit Line (For label, publicity, etc):_____________________________________________________________________ 

Copyright Interests:___________________________________________________________________________________ 

Provenance:_________________________________________________________________________________________ 

___________________________________________________________________________________________________ 

Insurance Value:_________________________ 

 

 

Artist/Maker/Manufacturer(s):________________________________________________________________________ 

Owner(s):_________________________________________________________________________________________ 

Affiliate(s):_________________________________________________________________________________________ 

Relevant Dates with Explanations:______________________________________________________________________ 

Medium/Materiality:_________________________________________________________________________________ 

Height:____________Length:_______________Depth:_______________ Diameter:__________ Weight:_____________ 

Credit Line (For label, publicity, etc):_____________________________________________________________________ 

Copyright Interests:___________________________________________________________________________________ 

Provenance:_________________________________________________________________________________________ 

___________________________________________________________________________________________________ 

Insurance Value:_________________________ 



 

Number of Objects in Loan:________________________ 

 

Special Instructions: 

__________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

Can the loaned objects be  reframed, re-matted or remounted if necessary?    Yes       No  

Can hanging devices be secured onto the artifact?      Yes       No  

 

Shipping and Insurance: 

             Packing         Transportation            Insurance 

 

 

 

 

Notes:_____________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

 

Purpose of the Loan:  Exhibition Research Conservation Education Other (Please Specify): 

 

Duration of Loan: From: ____________________________ to:______________________________ 

              Extended To:_________________________________ 

 

Responsible Party       

Museum       

 Borrower       



Terms and Conditions of Loan 

Care, Preservation and Exhibition 

1. The Museum will give to objects borrowed the same care as it does comparable property of its own. Precautions will be taken to protect objects from fire, theft, mishandling, dirt and insects, 

and extremes of light, temperature and humidity while in the Museum’s custody. It is understood by the Lender and the Museum that all tangible objects are subject to gradual inherent 

deterioration for which neither party is responsible. Exceptions to this rule include artifacts used for education purposes, which, are subject to a greater degree of handling, and are therefore 

subject to a greater degree of wear, for which the museum is not responsible unless damage is result of gross negligence.  

2. Evidence of damage at time of receipt or while in the Museum’s custody will be reported immediately to the Lender. It is understood that objects, which in the opinion of the Museum show 

evidence of infestation, may be fumigated at the discretion of the Museum.  

3. The Lender will be requested to provide written authorization for any alteration, restoration or repair. The Museum may examine objects by all modern scientific methods. Light cleaning of 

the property is authorized. 

4. The Museum retains the right to determine when, if and for how long objects borrowed will be exhibited. The museum retains the right to cancel the loan upon reasonable notice to the 

Lender. 

Transportation and Packing 

1. The Lender certifies that the objects lent are in such condition as to withstand ordinary strains of packing and transportation and handling. If shipped, a written report of condition of objects 

prior to shipment must be sent by the Lender to the Museum. Otherwise, it will be assumed that objects are received in the same condition as when leaving the Lender’s possession. Condi-

tion records which may include photographs will be made at the Museum on arrival and departure.  

2. The Lender is responsible for all costs and liability relating to the transportation of the Objects on Loan to and from the Museum un less otherwise stated. The lender is responsible to ensure 

that the objects on loan are properly packed and stored for transportation to and from the Museum unless otherwise stated.  

3. Unless otherwise stated, it is the responsibility of the Lender to arrange for transportation to and from the Museum.  

Insurance 

1. Unless otherwise stated, the Lender is responsible for insurance coverage for the objects on loan for the terms of this agreement and until the objects on loan are picked-up for transportation.  

2. Unless otherwise stated, the Lender is responsible for insurance coverage for the transportation both to and from, the Museum 

3. In the event that the Museum carries insurance for the loan, If an insurance value is not given or cannot be substantiated satisfactorily, the Lender agrees to accept the value determined by 

the insurance company and understands that this is not to be considered to be an appraisal. Moreover, it is the responsibility of the Lender to notify the Museum if there is any adjustment on 

the value of the object throughout the duration of the loan. 

4. The Lender acknowledges that under no circumstances shall the Museum be liable for costs, damages, losses or theft of the objects on loan resulting for any reason, other than gross negli-

gence of the Museum, including, without limitation, costs, damages, losses or theft from the following:  

 A.) Failure of the Lender to adequately prepare the Objects on Loan for transport to or from the Museum;  

 B.) Lender’s directions in relation to installation, dismounting, storage or conservation;  

 C.) Any damage or loss during the course of transportation to or from the Museum;  

 D.) Any failure of utilities which prevents the Museum from providing appropriate environmental conditions.  

5. The Museum shall advise the Lender in writing of any damage, loss or theft of the objects on loan as soon as reasonably possible. In the event of damage or loss during the course of transporta-

tion , the Museum shall retain all packing and related material for view by the Lender. 

Reproduction and Credit 

Unless otherwise notified in writing by the Lender, the Museum may photograph or reproduce, in whole or part,  the objects lent for educational, catalogue and publicity purposes in any medium 

and the those reproductions are the property of the Museum. It is understood that objects on exhibit may be photographed by the general public. Unless otherwise instructed in writing, the Museum 

will give credit to the Lender as specified on the face of this agreement in any publications. Whether individual labels are provided for objects on display is at the discretion of the Museum.  

Change in Ownership/Address 

It is the responsibility of the Lender or his agent to notify the Museum promptly in writing if there is any change in ownership of the objects (whether through inter vivos transfer or death) or if 

there is a change in the identity or address of the Lender. The Museum assumes no responsibility to search for a Lender (or owner) who cannot be reached at the address of record.  

Return of Loans 

1. Unless otherwise agreed in writing, a loan terminates on the date specified on the face of this agreement. If no date is specified, the loan shall be for a reasonable period of time, but in no 

event to exceed three years. Upon termination of a loan, the Lender is on notice that a return or renewal must be effected, or else an unrestricted gift of objects will be inferred.  

2. Objects will be returned only to the Lender of record or to a location mutually agreed upon in writing by the Museum and the Lender of record. In case of uncertainty, the Museum reserves 

the right to require a Lender/claimant to establish title by proof satisfactory to the Museum 

3. When the loan is returned, the Museum will send, or give in person, the Lender a receipt form. If this form is not signed and returned within thirty days after mailing, the Museum will not be 

responsible for any damage loss.  

4. If the Museum’s  efforts to return objects within a reasonable period following the termination of the loan are unsuccessful, then the object will be maintained at the Lender’s risk and ex-

pense for a maximum of two years. If after two years, the objects have not been claimed, then and in consideration for maintenance and safe-guarding, the Lender/Owner shall be deemed to 

have made the objects an unrestricted gift to the Museum.  

KRS 171.830-.849 

1.    The Museum tries to adhere to KRS.171-830-.849 under which loans fall.  

2. Pursuant to Kentucky State Law Chapter 171.833, I am signing to acknowledge that I have received a copy of the 171.830- 171.849. I am accepting this copy in person or am refusing the               

materials offered in lieu of being sent via certified mail. 



 

Signatures and Conditions: 

WHEREAS, I/we have read, understood, and agree to the terms and conditions governing out-

going Loans. 

I/We affirm that we indemnify and hold harmless the Museums of Historic Hopkinsville-

Christian County, its agents, board members, advisors and employees from and against any 

and all liabilities, claims, suits or actions, costs, damages and expenses (including costs as be-

tween the solicitor and their own client) which may be brought or made against the Museums 

of Historic Hopkinsville-Christian County or which the Museums of Historic Hopkinsville-

Christian County may pay or incur as a result or in connection with (i) any breach, violation or 

non-performance or any covenant of the owner(s) or legal agent(s) contained in this agree-

ment; (ii) any misrepresentation by the owner(s) or legal agent(s) contained in this agreement. 

 

________________________________    _________________________________ 

   Borrower(s) or Authorized Agent(s)                                            Date 

 

Signature of MHHCC Representative Agreeing to Terms of Loan: 

 

________________________________  _________________________________ 

          MHHCC Representative       Date 

 

 

 

 



 
 

Loan Condition Report 
 

Completed Prior to Start of Loan 
 
 
 

Accession or Loan #_______________ 
 

 
 
Today’s Date:__________________ Examined By:__________________ 
 

Artist/Maker/Manufacturer(s):________________________________________________________________________ 

Medium/Materiality:_________________________________________________________________________________ 

Height:____________Length:_______________Depth:_______________ Diameter:__________ Weight:_____________ 

Photographs____________________________________ 

 

General Condition 

__Excellent __Very good __Good  __Fair 

__Stable  __Unstable(Describe):_____________________________________ 

__Requires further examination by a conservator 

Notes/Comments:_______________________________________________________________________________________ 

______________________________________________________________________________________________________ 

______________________________________________________________________________________________________ 

______________________________________________________________________________________________________ 

Structure/Surface           Photograph/Drawing 

__Abrasions __Holes/Tears  __Other: 

__Accretions __Loose Parts  __Other: 

__Brittle  __Missing Pieces  __Other: 

__Broken __Oxidized  Biological 

__Burns  __Paint Loss  __Insects: 

__Chipped __Previous Repairs __Rodents 

__Corrosion __Scratches  __Carcasses 

__Cracked __Shrinkage  __Casings 

__Creased __Smoke Damage __Waste 

__Dirt/Grime __Stained  __Webbing 

__Dusty  __Tarnished  __Mold/Mildew 

__Faded  __Water Damage  __Other: 

__Flaking __Weakness   

__Frayed __Worn 

 

 

 



 
 

Loan Condition Report 
 

Completed upon Return of Item  
 
 
 

Accession or Loan #_______________ 
 

 
 
Today’s Date:__________________ Examined By:__________________ 
 

Artist/Maker/Manufacturer(s):________________________________________________________________________ 

Medium/Materiality:_________________________________________________________________________________ 

Height:____________Length:_______________Depth:_______________ Diameter:__________ Weight:_____________ 

Photographs____________________________________ 

 

General Condition 

__Excellent __Very good __Good  __Fair 

__Stable  __Unstable(Describe):_____________________________________ 

__Requires further examination by a conservator 

Notes/Comments:_______________________________________________________________________________________ 

______________________________________________________________________________________________________ 

______________________________________________________________________________________________________ 

______________________________________________________________________________________________________ 

Structure/Surface           Photograph/Drawing 

__Abrasions __Holes/Tears  __Other: 

__Accretions __Loose Parts  __Other: 

__Brittle  __Missing Pieces  __Other: 

__Broken __Oxidized  Biological 

__Burns  __Paint Loss  __Insects: 

__Chipped __Previous Repairs __Rodents 

__Corrosion __Scratches  __Carcasses 

__Cracked __Shrinkage  __Casings 

__Creased __Smoke Damage __Waste 

__Dirt/Grime __Stained  __Webbing 

__Dusty  __Tarnished  __Mold/Mildew 

__Faded  __Water Damage  __Other: 

__Flaking __Weakness   

__Frayed __Worn 

 

 

 



   

Museums of Historic Hopkinsville-Christian County  

 217 East 9th Street 
 P.O. Box 1093 
 Hopkinsville, KY 
 270-887-4270 

Temporary Custody Receipt 

 

Object:(s): 

 

 

Reason for removal:  

 

 

Dates of Custody:  

   

 

ACKNOWLEDGEMENT 

This signature certifies that MHHCC staff or Representative is taking custody and responsibility of care for the aforementioned artifacts for the 

dates and purpose described.  The signatures mark the dates of removal and return and notate any change in condition.  

 

OUT:  

 

________________________________     _________________________________       

       MHHCC Staff or Representative       Date           

 

IN: 

 

________________________________     _________________________________       

       MHHCC Staff or Representative       Date           

Notes:  



 

Museums of Historic Hopkinsville Christian County  

217 East 9th Street 

P.O. Box 1093 

Hopkinsville, KY 42240 

270-887-4270 

 

 

                           Research Request Form  

 

Please allow up to two weeks to fill requests 

Date:______________________ 

Name:_____________________________________ 

Organization:________________________________ 

Address:____________________________________ 

City:______________________ State:_________________ Zipcode:______________ 

Email:________________________________________________________________ 

Telephone:__________________________________ 

 

Describe your intended use of the researched material: 

 

 

Briefly describe your project: 

 

 

Date Needed By: 

 

MHHCC retains all copyright. The requestee is advised that MHHCC may not hold copyright for all artifacts or archives and it is 

the responsibility of the requestee to secure rights to reproduction. Credit will be given to MHHCC as the following: Courtesy of 

the Museums of  Historic Hopkinsville Christian County. Use is guaranteed to be for the purpose specified for above and for no 

other arrangement or reproduction. MHHCC is not to be held liable for any claims, causes of actions, judgements, liabilities or 

damages arising from your use of MHHCC material. 

 

__________________________________________ _____       __________________________________ 

                      Name                        Date 

 

Official Use Only: 

Staff:_________________________ Method of Delivery:______________________________________ 

Date:_________________________ Fee assessed: ___________________________________________ 

Artifacts Requested:____________________________________________________________________ 


