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10.10.1 Appendix 1: WSU Administrative Systems and Databases

Appendix 1: WSU Administrative Systems and Databases

WSU Administrative Systems Data Add’l. System | System Administrator to Cont_ac_t
Custodian |User ID &| Training | About System Access and Training
Authorization | Password |Required?
Required? |Required?
Major Administrative Systems:
ADIS - Alumni/Development Information yes*  |password no Development Services, 313-577-5186
System
ATS - Attendance Tracking System yes no no Fiscal Operations’ Tech. Support Dept.,
313-577-2134
HRS - Human Resource System no yes no C&IT Information Security Office,
313-577-3203
HRS Archive no no no C&IT Information Security Office,
313-577-3203
FAS - Financial Accounting System no yes no C&IT Information Security Office,
313-577-3203
GBS - General Billing System no no no C&IT Information Security Office,
313-577-3203
P/PS - Purchasing/Payables System no password no Fiscal Operations’ Tech. Support Dept.,
313-577-2134
LPO - Limited Purchase Order no same as yes Fiscal Operations’ Tech. Support Dept.,
PIPS 313-577-2134
SIS - Student Information System yesx yes Student Systems & Tech. Support,
313-577-3616
Other Administrative Systems and Databases
AIM - Asset Inventory Management no no no C&IT Information Security Office,
System 313-577-3203
CIS - Course/Instructor/Student Database yes no yes Office of Strategic Planning,
313-577-5743
MADS - Medical and Dental Subsystem yes no no C&IT Information Security Office,
313-577-3203
MIS - Misc. Income 1099 Reporting no no no C&IT Information Security Office,
System 313-577-3203
SLMS - Student Loans Management yes no no C&IT Information Security Office,
System 313-577-3203
SPIV - Space Inventory System no no no C&IT Information Security Office,
313-577-3203
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10.10.2 Appendix 2: WSU Administrative Systems and Databases

Appendix 2: WSU Administrative Systems and Databases
That Require Data Custodian Authorization

Before Submitting an Administrative Systems Access Request Form

Instructions: Contact the Data Custodian Representative(s) indicated below to request

authorization to access the Alumni/Development Information Systems (ADIS) Database, any
portion(s) of the Student Information System (SIS), or the entire SIS/FOCUS Database. To
indicate approval of the authorization request, the Data Custodian Representative(s) can either

sign the request form or send written approval in an electronic mail message

Administrative System Data Custodian Campus Address
or Database Representative Campus Phone
ADIS - )
Development Services 5475Woodward Ave. (313)577-5186

Alumni/Developme
nt Information
System and
ADIS/FOCUS
Database

SIS - Student
Information System
and SIS/FOCUS
Database:

Types of Data:
Registration

Academic Records
Holds (Place &
Release

Admit Students
Financial Aid
Student Accounts

Registrar
Registrar
Registrar

Director of Admissions
Director of Financial Aid

Bursar (Director of Student
Accounts

2W Helen Newberry Joy Building
2W Helen Newberry Joy Building
2W Helen Newberry Joy Building

3E Helen Newberry Joy Building

3W Helen Newberry Joy Building1300
Academic/Administrative Bldg

(313)577-3556
(313)577-3556
(313)577-3556

(313)577-3581
(313)577-3578
(313)577-5133
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10.11 WAYNE STATE UNIVERSITY ART
COLLECTION

DESCRIPTION

The Wayne State University Art Collection is defined as any art object purchased with
university funds or gifted to the university and accepted by the University Art Collection
Committee under its current guidelines. The Wayne State University Art Collection
presently consists of approximately 3,000 — 4,000 works of art including prints, paintings and
sculpture. The mission of the Wayne State University Art Collection is to engender an
awareness and appreciation of the visual arts through the collection and exhibition of high
quality art on all the Wayne State University campuses.

DEFINITIONS

Acquisition The acquiring of artwork, whether by gift or by purchase.

Accession The entering of artwork into the art collection cataloguing database
and records.

Deaccession The decision to remove artwork from the University Art Collection
database and records.

Process Valuation Determining the monetary worth of the artwork in the art collection.

Condition Determining the condition of the artwork in the collection and

whether or not it can/should be repaired.
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10.11.1 University Art Collection Committee

POLICY

The University Art Collection Committee provides administrative oversight of the University
Art Collection and reports directly to the President or the President’s designee through the
Dean of the College of Fine, Performing and Communication Arts who serves as the
Committee Chair. The committee will provide advice and direction regarding the
management of artwork displayed on university property, including commissioned art, future
acquisitions, and the artwork already in the university art collection. The committee is
responsible for making decisions regarding the purchase and commission of artwork and the
acceptance of gifts of art into the University Art Collection

This committee will be comprised of:

(@) the Dean of the College of Fine, Performing and Communication Arts, who will also
serve as chair;

(b) a representative from the Office of the President;

(c) arepresentative from the Office of the Dean of the College of Fine, Performing and
Communication Arts;

(d) arepresentative from Development and Alumni Affairs;

(e) arepresentative from Risk Management;

(f) arepresentative from Finance and Administration;

(9) the Director of the Wayne State University Art Galleries;

(h) the Chairperson of the Department of Art and Art History; and

(i) the Curator/ Coordinator of the Art Collection

The Curator/Coordinator will oversee the day to day operations of the Art Collection and

provide advice and direction regarding the management of the collection. The Committee
will meet a minimum of twice a year with additional meetings as needed.
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10.11.2 Acquisition & Accession

POLICY

Artwork enters the collection by two methods: Gifts (including bequests), and purchase
(either through use of unrestricted or restricted funds). The decision regarding the gifts to
accept or artworks to purchase is made by the University Art Collection Committee and is
governed by four fundamental criteria:

1. Intrinsic quality (based on an evaluation of aesthetic worth and physical condition).

2. Historic significance (the ability of the work to communicate valuable information or
insight into the culture from which it originated).

3. Conformity with the collection’s mission and goals and the relevance of the work to the
needs and interests of our various audiences (including the relationship of the proposed
work to the present collection).

4. Suitability (the Universities ability to care for, exhibit, insure and store the object)

In addition to the above considerations, there are legal guidelines to acquiring a work of art
that must be followed:

1. Wayne State University will follow laws governing acquisition of artwork in
accordance with the provisions of the 1970 UNESCO Convention and in
accordance with NAGRA (North American Graves Protection and Repatriation
Act) laws.

2. Wayne State University will require documentation on the provenance of all artwork
being considered for acquisition. If such documentation is not available, and the
provenance is in doubt, the Curator/Coordinator should consult with colleagues and
experts in the field before determining whether or not to accept an undocumented
work of art.

3. If, in the future, the university comes into possession of an object that rightfully
belongs to another individual, museum, or country, it should take all steps necessary
to return the artwork to its legal owner.

PROCEDURE
RESPONSIBILITY ACTION
University Art Collection 1. Determine, upon recommendation of Curator/Coordinator,
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Committee

Curator/Coordinator

Development and Alumni
Affairs Office

Property Office

Office of Risk
Management

whether or not proposed acquisition should be accepted
into the University Art Collection based on its intrinsic
quality, historic significance, conformity and suitability.

Consider certain legalities prior to accepting a work of art
into the University Art Collection.

. Accession artwork accepted into the University Art

Collection by adding it to the collection physically and
cataloging it into the art collection’s database.

Prepare gift-in-kind receipt for gifted artwork valued under

$5,000.00, acknowledge gifted artwork with thank-you

letter to donor and notify Development and Alumni Affairs
Office about the gift.

Report any gifts valued over $5,000.00 to the Development
and Alumni Affairs Office.

Report to the Office of Risk Management the location,
value, and condition of the accessioned artwork.

Affix labels to artwork entering the collection.

Notify Property Office of all artwork which is valued over
$5,000.00.

Keep records of all gifts and credits them to the unit which
sourced the gift.

Process all gifts-in-kind valued over $5,000.00.

Provide Curator/Coordinator of University Art Collection

with Wayne State University property tags for all artwork

valued over $5,000.00.

Confirm receipt of accessioned artwork. Record data onto
Fine Arts Insurance Schedule.
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10.11.3 Commissioning of Artwork

POLICY

The commissioning of any artwork for Wayne State University should be conducted in such a
manner that the results will be consistent with meeting the same conditions established for
the acquisition of artwork for the University Art Collection general. In each instance, the
commissioning process should have the approval of the University Art Collection Committee
(UAC Committee).

RESPONSIBILITY ACTION

Department desiring 1. Contact Curator/Coordinator of the art collection and provide
commissioned artwork information on the proposed commission.

UAC Committee 1. Provide advice and direction regarding the commission.
Curator/Coordinator 1. Notify department whether or not commission is approved.

2. Work with department to make sure commissioned artwork
meets conditions established for the acquisition of artwork for
the University Art Collection in general.

3. Work with department to make sure commission follows
university safety guidelines.

4. Catalogue artwork into art collection database.

Property Office 1. Provide Curator/Coordinator with Wayne State University
property Tags for all artwork valued over $5,000.00.

Office of Risk 1. Confirm receipt of accessioned artwork. Record data onto Fine

Management Arts Insurance Schedule.
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10.11.4 Deaccession

POLICY

The decision to deaccession artwork from the University Art Collection requires the approval
of the University Art Collection Committee.

University Art Collection artworks may be deaccessioned for any of the following reasons:

1. The object is not relevant to and consistent with the purposes and activities of
Wayne State University, or of the community it serves.

2. The object no longer retains its physical integrity, its identity, or its authenticity.

3. The object is an unnecessary duplicate of or is unnecessarily similar to other
accessioned materials in the collection.

4. The object cannot be adequately cared for in a professionally acceptable manner.

5. The object has decomposed or been damaged to the extent that it cannot be conserved,
repaired, or restored to an acceptable condition.

6. Deaccession of the object, under specified circumstances, would ultimately improve or
refine the collection.

PROCEDURE

RESPONSIBILITY ACTION

Curator/Coordinator 1. Make recommendations to the University Art Collection
Committee to deaccession any works of art from the
collection.

UAC Committee 1. Approve or disapprove deaccession of artwork.

Curator/Coordinator 1. Discard approved deaccessioned objects that have

decomposed or been damaged beyond possibility of repair
and are of no value.

2. Consider donations to, exchanges with, or sale to other

public universities, institutions of higher learning or
museums of any approved deaccessioned artwork.
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Property Office

Office of Risk
Management

Give consideration, in the case of a living artist - when
appropriate - to making an exchange of any approved
deaccessioned artwork.

Put approved deaccessioned artwork up for sale when
deemed feasible. Net proceeds derived from the sale of
deaccessioned objects (i.e., the proceeds of the sale less all
related expenses) will go into the University Art Collection
Fund. These funds will be used solely for the maintenance
of artwork in the collection and for acquisition of artwork
for the collection.

Adjust the records of the art collection to note
circumstances of deaccession.

Contact the Property Office if the artwork is valued at
$5,000.00 or more.

Notify Office of Risk Management that artwork has been
deaccessioned.

Remove deaccessioned artwork from university inventory.

Remove deaccessioned artwork from Fine Arts Insurance
Schedule.
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10.11.5 Internal Loans Of Artwork

POLICY

Artwork from the University Art Collection may be loaned to various departments of the
university. Any department requesting artwork from the University Art Collection will be
required to underwrite the costs incurred during the preparation and installation. Should the
department require the return of the artwork for any reason, they will underwrite the costs
associated with the return. The department is financially responsible for loss or damage
(requiring conservation, cleaning, rematting, reframing etc.) to artwork while in their care.
An annual expense fee will be charged to the department entering into the loan agreement.
The University Art Collection reserves the right to remove artwork on loan from any area at
any time, with or without notice.

PROCEDURE

RESPONSIBILITY ACTION

Department 1. Contact the Curator/Coordinator of the University Art
Collection. Requests for artwork should be made at least
three months in advance.

Curator/Coordinator 1. Set up a meeting with department requesting artwork.
Artwork choices, security concerns, specific placement,
and financial considerations will be discussed at this
meeting. Though input from department representatives is
considered, the selection and placement of artwork is the
sole decision of the Curator/Coordinator of the Art
Collection.

Department 1. Determine department representative who serves as the
contact person and on site overseer of the artwork on loan.
Representative will be responsible for monitoring the
condition of artwork and reporting any problems or

insurance-related loss or damage (fire, vandalism, theft etc.)

of artwork lent to their area. This information will be

reported to the Curator/Coordinator, Risk Management, and

to Wayne State University Public Safety.

Curator/Coordinator 1. Prepare a Loan Agreement listing the artwork, including a
detailed condition report, its exact location and the annual
fee.

2. Prepare IRB for any annual expense fee billing. Send to

553



WAYNE STATE UNIVERSITY

ADMINISTRATIVE POLICIES AND PROCEDURES MANUAL

Curator/Coordinator
And Department
Representative

Department

Curator/Coordinator

Office of Risk
Management

Department

department entering into loan agreement.

Sign and date the Loan Agreement. Each party will keep a
copy of the Loan Agreement on file.

Complete any IRB and return it to the Curator/Coordinator
within 30 days of receipt.

Send completed IRB to the Disbursement Office.
Keep records of all loans on file.

Arrange for the installation of artwork. Artwork will not be
installed in any manner which interferes with fire safety
(blocking exits, exit signage, fire extinguishers, etc.).
Artwork will be installed using security hangers whenever
and wherever possible. Artwork will not be displayed in
areas where safety or security risks exists.

Send list of lent artwork, along with its exact location,
condition, and insurance value to the Office of Risk
Management.

Confirm receipt of data. Update Fine Arts Insurance
Schedule to reflect “new” location of artwork.

Upon installation, examine all artwork with Art collection
Curator/Coordinator, review and initial the condition report.

Must make artwork available for viewing — with reasonable
advance notice — by Wayne State University’s Art faculty
and students.

No artwork may be removed, moved or rehung without
prior consultation with the Art Collection
Curator/Coordinator. If department is planning any
physical renovations which may affect a loaned artwork
(i.e. painting, construction, etc.) the department must
consult the Art Collection Curator/Coordinator with 2
weeks advance to arrange for the relocation and/or storage
of the object during the renovations.
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10.11.6 Return of Internal Loans of Artwork

POLICY

PROCEDURE

RESPONSIBILITY ACTION

Department 1. Department representative notifies the Art Collection
Curator/Coordinator of their intention to return artwork.
Notification of the return of artwork should be made at
least 1 month in advance.

Curator/Coordinator 1. Discusses with Department representative the details of the
de-installation, including schedule, method of return and
costs.

2. Revise Loan Agreement to denote return of artwork.

Curator/Coordinator 1. Prior to deinstallation examine all artwork and review

And Department condition reports written and initialed.

Representative
2. Sign and date revised Loan Agreement. Each party will
keep a copy of the revised Loan Agreement on file.
Curator/Coordinator 1. Arrange for the de-installation and return of the artwork.

2. Keep record of all returns on file.

3. Send list of returned artwork to the Office of Risk

Management.
Office of Risk 1. Confirm receipt of date. Update Fine Arts Insurance
Management Schedule to reflect “new” location of artwork.
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10.11.7 External Loans of Artwork

POLICY

Requests from other public institutions or professional art galleries for the loan of artwork for
exhibition purposes may be considered by the University Art Collection Committee upon
recommendation of the Curator/Coordinator. Wayne State University will not loan artwork to

businesses or private individuals.

Loans will be approved based on the following criteria:

1. The nature of the request, i.e. for how long and for what purpose.

2. The condition of the artwork being considered for loan.

3. The monetary value of the artwork being considered for loan.

4. The facilities/security report and proof of insurance coverage of the borrower.
PROCEDURE

RESPONSIBILITY

Potential borrower

Curator/Coordinator

UAC Committee

Curator/Coordinator

ACTION

Contact the Wayne State University Art Collection
Curator/Coordinator with the initial request for loan.

Provide proof of adequate handling, insurance, and storage.
A Facilities Report must be submitted to the

Curator/Coordinator and/or Office of Risk Management
before the request can be approved.

Review request to determine viability of loan. Loans will
not be considered unless an adequate advance request is
received, allowing for preparation of the artwork for travel
and paperwork.

Recommend loan to University Art Collection Committee.

Give final approval of loan.

Inform borrower of loan approval.
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Borrower

Curator/Coordinator

Office of Risk
Management

Borrower

2. Request from the borrower a certificate of insurance which

names the Board of Governors, Wayne State University as
additional insured with a copy of the certificate of insurance
to the Office of Risk Management, who is the certificate
holder.

Prior to shipping, examine all artwork and create a
condition report. Send condition report to Borrower with
the artwork.

Pay all costs directly associated with the loan including
insurance, transportation, crating, and any special
preparations required by the Wayne State University Art
Collection staff, including accompaniment by a member of
the Art Collection staff when necessary.

Pay for courier service if artwork must be accompanied by
a representative from Wayne State University. For courier
accompanied shipments, the round-trip airfare plus a pre-
established per diem is required. Hand carried artwork will
travel first-class with its courier when necessary. Additional
travel time may be necessary for unusual or complicated
travel assignments. The Wayne State University Art
Collection Office will bill the borrowing institutions in
advance for air travel and per diem. Further requirements
for courier accompanied shipments will be communicated
by Wayne State University’s Art Collection
Curator/Coordinator.

Provide paperwork regarding the loan (request of loan,
proof of insurance coverage, etc.) to the
Curator/Coordinator.

Examine all artwork upon arrival, review and initial
condition report, return one copy to Curator/Coordinator.

Forward copies of paperwork to Office of Risk
Management.

Confirm receipt of certificate of insurance from Borrower.
Review and authenticate certificate of insurance with
borrower’s agent and/or insurance company.

Maintain constant and adequate protection against fire,

insects, dirt, theft, environmental damage and mishandling
by unauthorized or inexperienced personnel or by the
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Curator/Coordinator

public.

Note any loss or damage to the lent artwork, and
immediately inform the Wayne State University Art
Collection Curator/Coordinator.

Artwork should not be conserved, unframed, re-framed, or
removed from mats or mounts for any purpose whatsoever,
without the permission of the Wayne State University Art
Collection Curator/Coordinator. If, as a condition of the
loan, the borrower is providing services approved by the
Wayne State University Art Collection Curator/Coordinator
such as conservation, matting, mounting or framing the
artwork shall be returned to Wayne State University with
these alterations at no charge to Wayne State University. If
special care is necessary for the artwork, instructions will
accompany the shipment.

Agree that any photography of artwork on loan from
Wayne State University is limited to the use in the
catalogue and publicity directly connected with the
exhibition. All other requests for photographs should be
directed to the Curator/Coordinator.

Send copy of the exhibition catalogues and other publicity
relating to the exhibition to the Wayne State University
Curator/Coordinator’s Office. Wayne State University is to
be given credit for ownership of the artwork while it is on
loan.

Notify Office of Risk Management of the loan.

Notify Office of Risk Management when artwork is
returned to Wayne State University.
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10.11.8 Gift-Giving to the University Art Collection

POLICY

Gifts to the University Art Collection in all formats will be considered by the University Art
Collection Committee. All gifts are coordinated with the Development and Alumni Affairs
Office of Wayne State University. The value of the donation is deductible for personal or
corporate tax purposes to the fullest extent of the law.

Acceptance of gifts/bequests of artwork (gifts-in-kind) is made with the understanding that
there are to be no limiting conditions or restrictions regarding their use. The University Art
Collection reserves the right to determine whether any item donated will be accessioned into
the collection, where it will be stored, and how it will be made accessible. The Wayne State
University Art Collection reserves the right to exchange, donate, sell or discard donated items
as needed if they are not considered appropriate for the collection.

PROCEDURE

RESPONSIBILITY ACTION

Potential donor 1. Contact the Curator/Coordinator of the University Art
Collection and/or the Development and Alumni Affairs
Officer at the Office of the Dean of the College of Fine,
Performing and Communication Arts.

Curator/Coordinator and 1. Discuss the nature of the gift (cash or gifts-in-kind) to

Development Office determine which procedures to follow.

Development and Alumni 1. Process all monetary donations, and refer all gift- in-kind

Affairs Office donations to the Curator/Coordinator of the Art Collection.

Curator/Coordinator 1. Meet with the prospective donor of all gifts-in-kind to
examine the artwork and discuss the gift. If a meeting is not
possible, other arrangements will be made. No unapproved
gifts-in-kind will be accepted.

Prospective Donor 1. Obtain a third-party appraisal by a recognized art appraiser

if the artwork has a value of $5,000.00 or more prior to
donation of the gift-in-kind to the University Art
Collection.

2. Provide an estimated value if artwork is valued at less than
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Curator/Coordinator

UAC Committee

Curator/Coordinator

Donor

Curator/Coordinator

Donor

Curator/Coordinator

Vice President, Treasurer
and Chief Financial

$5,000.00.

Determine, based on set criteria (Refer to Section 10.11.2,
Acquisition and Accession, of the APPM), whether to
accept any offered gifts-in-kind.

Propose acceptance of gift-in-kind to the University Art
Collection Committee.

Approve or disapprove proposed gift-in-kind.

Notify donor as to whether the proposed gift-in-kind is
accepted.

Submit, upon notification of acceptance of offered gift-in-
kind, any supporting documentation regarding the artwork
to the Curator/Coordinator of the Art Collection.
Documentation should include a detailed description of the
object(s), including medium, title, size, artist’s name, date,
condition, value, provenance and appraisal if the object is
valued at $ 5000 or more. Photographs of the artwork
should also be included if they exist.

. Arrange for the physical acceptance of the gift-in-kind.

Catalog received gift-in-kind.

Prepare two copies of a Gift-in-Kind Acknowledgement
Form and send to donor.

Retain one copy of the Gift-in-Kind form as proof of their
donation.

Complete second copy of Gift-in-Kind form with date,
signature of donor, and when appropriate, signature of art
appraiser. Return completed form to the
Curator/Coordinator.

Obtain IRS form # 8283 (Noncash Charitable
Contributions) and send to WSU for completion.

Forward completed IRS form # 8283 (Noncash Charitable
Contributions) to the Vice President, Treasurer and Chief
Financial Officer for signature.

Return signed IRS form # 8283 (Noncash Charitable
Contributions) to Curator/Coordinator.
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Officer
Curator/Coordinator

Curator/Coordinator and/or
Development Officer

Development and Alumni
Affairs

Return copy of signed IRS form # 8283 (Noncash
Charitable Contributions) to donor.

Send copies of the donor signed Gift-in-Kind form and any
other supporting documentation to the Development and
Alumni Affairs Officer at the Office of the Dean of Fine,
Performing and Communication Arts, and to the Office of
Risk Management.

Send documentation to the Property Office if the donated
artwork is valued at $5,000.00 or more.

Keep all documents pertaining to the gift(s) on file in the
University Art Collection office.

Acknowledge gift with letter to the donor.

Issue official tax receipt. Send appropriate
acknowledgement from the President or Vice President for
Development and Alumni Affairs.
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