
Director’s Guideline No. 1/2002 – Rules for Handling Collections

Schedule No. 3

Lending Rules

Article 1

Lending Purpose 


Collections may be lent or rent out or made available for other forms of usage by a third party (the “Loan”), in particular for the following purposes:


a) studies, 


b) exhibitions, 


c) promotion, 


d) filming, reproduction, or the creation of a documentation in pictures, 


e) curatory or restoration work, 


f) repair and completion of collector’s items, 


g) production of copies, replica, and models. 


Loans are preferentially made in the public interest and then without charge, if a loan is made for other than public interest, then this is usually for consideration, i.e., against payment. 

Article 2

Contract Management


Loans are always made on the basis of a written agreement, to be signed by the Director.  Each department numbers its agreements separately with consecutive numbers for the given calendar year.  Depending on the purpose of the loan and the scope of the agreement, a suitable type of contract shall be chosen (i.e., lending agreement, lease agreement, contract for work, cooperation agreement, contract for service performance, part-time employment agreement, or an agreement sui generis). 

Article 3

Subject Matter of the Agreement


The lending agreement must state, in particular:


a) a list of the collection items, their name and description, incl. value, 


b) their condition, 


c) purpose of the loan, 


d) loan period, 


e) place of performance,


f) the authorized representative of each party, 


g) special requirements for handling the collection. 


The lending agreement shall also specify other conditions, such as whether the loan is free of charge or for consideration, the fact that loans abroad require the prior consent of the Ministry of Culture, whether the lent collection shall be insured and against what risks, the terms of transport, and the means by which the integrity of the collection is being protected. 

Article 4

Record-Keeping for Loans


The PNP keeps written records on loans from the collections, with a designated staff member being in charge of record-keeping.  The records shall contain, at the minimum: 


a) reference number of the loan, contract number, 


b) list of the collection items with description (see schedule of the contract),


c) condition of the collection, 


d) specification of the borrower, 


e) date of the loan, return date, 


f) loan period, 


g) notes (condition upon return), 


h) signature by the authorized staff member. 


The collection may not be changed by third persons, nor be made available for usage by anyone else without the prior consent of PNP. 

Article 5

Handover and Return Procedure


The collection is handed over to the third party by the depository administrator, the head of the department, or, as the case may be, a staff member duly authorized by them.  Handover and return of the collection shall be documented in writing, usually in the lending agreement itself.  Upon accepting the collection back into safekeeping, its condition must be examined for integrity. 

Prague, May 15, 2002

PhDr. Eva Wolfová

Director of the PNP







