03 Exhibition Action List - updated 16th March 2016

	1
	Action
	Exhibition title:     


	2
	IKS
	Venue, address and contact/s


	Exhibition dates 


	3
	IKS

	Document Reference(s) (to be kept up-to-date with any changes):

Is record it whole or extract:



	
	
	ACTION
	DATE COMPLETED

or yes/no



	4
	IKS
	TNA Loans Policy & Loan Application Form: 

· Sent

· Returned    


	

	5
	JV
	JV to confirm loan can go ahead in principle, subject to satisfactory conditions being met.
	

	6
	IKS
	To confirm receipt of loan application to the borrower.
	

	7
	IKS
	To order documents via Doris Database to shelf ‘CCD Exhibitions’
	

	8
	IKS
	Check if TNA Museum needs the document(s)?
	

	9
	IKS
	Check if TNA Education needs the document(s)?
	

	10
	IKS
	Check if ARK Senior Team and Principle Specialists need the document(s)? (send email to EM, RK, ST and KM, JN, JO)
	

	11
	IKS
	Does Marketing need the documents (RC and SL)
	

	12
	IKS
	Seek valuation from JT in ASD
	

	13
	KTN
	Documents condition assessed
	

	14
	KTN
	Prepare a ‘Loan Conditions Report’ (Recommendations, details and time estimate completed )
	

	15
	KTN
	Do security copies need to be made?
	

	16
	IKS
	‘Response to Borrower’ based on Loan Conditions Report: ‘confirmation of loan’, recommendations and cost estimate sent
	

	17
	IKS/
KTN
	Borrower agreement 

· to recommendations  

· to cost estimate 
	

	18
	IKS/
KTN
	Receipt of completed UKRG Facilities Report 
Checked?
	

	19
	IS/KTN
	Receipt of UKRG Security Supplement report
Checked?
	

	20
	IS/JV/KTN
	Sufficient Emergency Plan in place?
	

	21
	IS
	Notify WB, National Security Advisor
	

	22
	IS
	Authorisation from National Security Advisor Received
	

	23
	KTN


	Mounting style/s agreed (summarise detail and date)
	

	24
	IS
	Government Indemnity or 

Commercial Insurance Certificate(s) Received
	

	25
	KTN
	Security copies made?


	

	26
	IKS
	Provenance of objects for Export License. Send request to inbox of ‘Information Management’ 
	

	27
	KTN
	Conservation Work Completed


	

	28
	KTN
	Transportation/packing arrangements made
	

	29
	IS 
	Travel arrangements & accommodation arranged (installation):

· Travel date agreed

· Installation courier confirmed (with name)

· Courier itinerary received

· Per Diem


	

	30
	KTN
	Loan pack completed
	

	31
	KTN
	Loan conservation documentation database updated
	

	32
	IS
	Inform Security and GRS of pick up time and driver and registration details
	

	33
	KTN
	Scan DORIS slips in GRS (Government Remote Services) office  (scan out) if ‘whole’ or parent document
	

	34
	KTN
	Update GRS list
	

	35
	KTN
	Documents installed at venue (date)
	

	36
	KTN
	Signed installation loans pack scanned, saved in Objective and sent to venue where applicable
	

	37
	KTN
	Courier Record Sheet (carbon footprint) completed
	

	38
	IKS
	Travel arrangements & accommodation arranged (de-installation):

· Travel date agreed

· De-installation courier confirmed (with name)

· Courier itinerary received 

· Per Diem Agreed
	

	39
	IKS
	Inform Security and GRS of return time and driver and registration details
	

	40
	KTN
	Document/s returned to TNA (date)
	

	41
	KTN
	Loan conservation documentation database updated
	

	42
	KTN
	Scan DORIS slips (if document/s remaining in CCD) or see 40
	

	43
	KTN
	Document/s returned to Repository/ies
	

	44
	KTN
	Update GRS list
	

	45
	KTN
	Completed deinstallation condition report scanned and stored in Objective and sent to venue where applicable
	

	46
	IKS
	Invoice Request Sent to Finance (date)
	

	47
	IKS
	Invoice sent (number and date)
	

	48
	IKS
	Payment received (net amount and date)
	

	49
	IKs
	Find out visitor numbers to exhibition and the number of catalogues sold
	


	Sign off (on paper copy)

	Name
	

	Position
	

	Signature


	

	Date
	


