
OBJECT EXIT FORM 

MUSEUM NAME:  COMBE MILL Exit No. 

Removed by: 
Address: 
 
 
 
Tel No. 

Recipient (if different): 
Address: 
 
 
 
Tel No. 

Identity Number Item Description Condition Replacement Value 

    

    

    

    

    

    

    

    

    

REASON FOR EXIT  (tick as applicable and sign) 

� Disposal – the museum’s governing body has determined to dispose permanently of the Items listed above. 

� Loan - I am borrowing the object(s) listed above for the use described in the notes for a period of ….. months. 

� Identification - I am taking the object(s) listed above for identification & undertake to return these items no later than 4 weeks 
from today. 

Notes 

 

 

 

 

 

I, on behalf of Combe Mill Museum, confirm that the information given on this form is correct to the 
best of my knowledge and belief. 
 
 
Signed: ……………………………………………………..                    Date: …………………… 
                      On behalf of the museum’s governing body 

I acknowledge receipt of the items listed and confirm that the information given on this form is correct 
to the best of my knowledge and belief & that I accept the terms and conditions described overleaf. 
 
 
Signed: ……………………………………………………..                    Date: …………………… 
                     Remover 

Note 

 

 

 

Returned Items  
 

Receipt of the object(s) described above is hereby acknowledged. 
 
 
Signed: ……………………………………………………..                    Date: …………………… 
             On behalf of the museum’s governing body 
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OBJECT EXIT FORM 

 
 

Conditions of loan and notes on the use of this form 
 
 
For items being removed from the museum’s permanent collection. 
 
General 
 
Except in the case of disposal, the recipient of the item(s) described overleaf undertakes the responsibility to care 
for them.  The standard of care will be the same as if the item(s) had remained within the museum’s permanent 
collection. 
 
Except in the case of disposal or where noted overleaf, it is the recipient’s responsibility to return the item(s) 
described overleaf by the agreed return date. 
 
Using the Exit Form 
 
 
If the recipient is collecting the item themselves: 
 

• The master copy of the form (white) should be signed by the recipient and filed in an Exit File, in exit 
number order.  The Exit File is the museum’s master record of all objects that have left the museum. 

• A second copy (green) should be signed by the recipient of the item and retained by them as their record 
of the transaction. 

• A third copy (blue) could be filed in return date order, in a current loans out file to allow overdue loans to 
be easily identified or it could be filed in the objects history file. 

 
 
When the item is returned to the museum: 
 

• The recipient should bring their copy (green) of the form with them to be signed by the museum’s 
representative as proof of return and should retain this copy as proof of return. 

• The museum representative should also sign the master copy of the form and leave it filed in exit number 
order. 

 
 
If the item is being collected by a carrier: 
 

• The master copy of the form should be signed by the carrier.  This can then be filed in the exit file. 

• Two further copies should then accompany the item(s) for signature by the recipient.  On taking delivery 
of an item the recipient should sign one copy (green) and return it to the museum.  They should retain the 
third copy (blue) of the form. 

• When the second copy (green) of the form has been signed by the recipient and returned to the museum 
it can either be filed in the exit file or filed in return date order in a current loans-out file to allow overdue 
loans to be easily identified. 

 
 
When the item is returned to the museum: 
 

• The recipient should return the items with their copy of the form that they had retained.  This copy of the 
form is signed by the museum’s representative as proof of return and returned to the borrower. 

• The museum representative should also sign the master copy of the form and leave it filed in exit number 
order. 
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