	
	Shared courier checklist
	 
	 
	 

	
	
	
	
	

	Internal
	Checklist completed by (institution)
	 

	
	Contact person: availability (time zones)
	 

	
	Exhibition (title)
	 

	
	Borrower (name, location)
	 

	
	Exhibition opening date / exhibition closing date
	 

	
	(De-) install period
	

	
	
	
	
	

	
	Object
	
	
	

	
	Artist / title / description
	Object type
	Handling 
instructions
	Special requirements

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	
	
	
	

	
	Why is a courier required?
	 

	
	What type of courier is required? (Conservator, art handler, registrar, etc.)
	 

	
	Transport accompaniment?
	Courier on truck: 
☐  yes  ☐  no
	Courier on flight: 
☐  yes  ☐  no
	Courier present during (un)loading: 
☐  yes  ☐  no

	
	How much time and how many people are required for installation?
	 

	
	Courier expectations / Do’s and don’ts for the courier? When should the courier consult?
	 

	
	
	
	
	

	
	Required information
	
	
	

	Information to be shared

	Packing notes with photographs
	Provided: 
☐  yes  ☐  no
	Comments:

	
	Photographs: additional detailed views
	Provided: 
☐  yes  ☐  no
	Comments:

	
	Condition report
	Provided: 
☐  yes  ☐  no
	Comments:

	
	Handling instructions
	Provided: 
☐  yes  ☐  no
	Comments:

	
	Installation instructions
	Provided: 
☐  yes  ☐  no
	Comments:

	
	Equipment (type of gloves, magnifying glass, lux meter, etc.)
	Provided: 
☐  yes  ☐  no
	Comments:

	
	Agreements with borrower: alarms, barriers, light levels, etc.
	Provided: 
☐  yes  ☐  no
	Comments:

	
	Exhibition layout
	Provided: 
☐  yes  ☐  no
	Comments:

	
	Transport company / logistics route / customs / CITES
	Provided: 
☐  yes  ☐  no
	Comments:

	
	For multiple objects: object list with crate numbers
	Provided: 
☐  yes  ☐  no
	Comments:

	

	

	
	
	

	
	Finalization
	
	
	

	 
	Return condition report to 
lender?
	☐ no, original remains with object; send scan  ☐ yes, take original 
☐ other, namely:

	
	Send report / updates?
	Progress updates: 
☐  yes  ☐  no
	Report:   
☐  yes  ☐  no
	Report format: 
☐  yes  ☐  no

	
	How should the report / updates be sent?
	 

	
	Send photographs?
	Photographs: 
☐  yes  ☐  no
	Special photographs? (lux meter, text panel, etc.)


	
	Other
	 



