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1. OBJECT AND SCOPE 

This procedure affects the following collections: 

 Archaeopaleontological pieces deposited at the CENIEH. 

 Those interested should submit their Access Request as established in point 8 of the ICTS “Access 

procedure”. This request should be made at least one month before the first requested date for 

access. In addition to the general stipulations for ICTS access requests, in this request the following 

should be stated: 

 The items in question must be specified as precisely as possible.  

 The purpose of the access request (doctoral thesis, specific research project, etc...)  

 Proposed dates for access. 

The request will be assessed by the ICTS Access Committee, the composition of which is established in 
point 6.1 of the ICTS Access Procedure. Members of that committee will include the curator 
responsible for the collection or collections in question and a technician from the Conservation and 
Restoration Laboratory. 

2. TYPES OF ACCESS REQUESTS 

2.1. Conducting analyses on pieces 

Definition: An analytical procedure is understood to be any which entails exposing a collection 

piece to the action of chemical and physical agents, or mechanical means, to obtain information 

about its structure, morphology or composition. 

Requests including these types of analyses should include the form FO-9.01CL “Analysis form” 

(Annex I), duly completed.  

The Conservation and Restoration Laboratory will issue a technical report which will assess the 

possible risks the proposed procedure could pose to the pieces. This report will set out the conditions 

under which the analyses must take place to avert any serious risk of deterioration to the piece in the 

short, medium or long term.  

2.2. Taking samples, imprints and molds 

Definition: A sampling is understood to be any procedure entailing a loss or alteration of the original 

material of the cultural item from which the sample is taken, even if it does not imply its complete 

destruction. This section also covers making surface imprints and molds of original pieces. 

If the request includes sampling, whether destructive or semidestructive, the requester should 
complete the “Sampling form (destructive or semidestructive)” (FO-9.02CL, Annex I) and attach it to 
the access request. In this document, the applicant should furnish detailed information about the 
procedure to be followed, the scientific interest of the study and the results it is expected to yield. On 
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foot of this form, the Conservation and Restoration Laboratory will issue a technical report that 
assesses the risks of deterioration in the short, medium or long term of the proposed analytical 
procedure, or entailed by making molds or imprints of the surface. Taking this report and the interest 
of the research into account, the Internal Committee will issue a report advising whether the 
procedure should be carried out, using the form FO-9.03CL.  

If the sampling affects pieces belonging to the Junta de Castilla y León on temporary deposit at the 
CENIEH, a copy of this report will be sent to Management of the Museo de Burgos. If the items must 
also leave CENIEH premises for the analysis, the procedure in point 3 hereof shall be followed. 

If the request includes making 3D reproductions (molding or scanning) of pieces belonging to the Junta 
de Castilla y León, the request must also include the form IAPA+1335+F2048+Solicitud+v8 defined by 
the Dirección General de Políticas Culturales of the Junta de Castilla y León. This request will be sent 
to the Museo de Burgos together with the report issued by the Internal Committee, for approval by 
the competent Consejería. Once approval from the JCyL has been received, the procedure will 
continue. 

In the case of sampling, before this is conducted, the object shall be documented photographically, 

and a 3D digital replica of it using a surface scanner and/or a high-resolution (1:1) molding replica may 

be made. Any cost arising out these procedures shall be borne by the applicant. 

2.3. Obligations upon visitors to the collections 

In addition to abiding by the commitments set out in section 8.2 of the ICTS “Access procedure” 

document, users of the CENIEH collections must respect the following rules. 

-Researchers consulting the collections shall receive a document setting out the rules for handling the 

pieces held at the CENIEH, with rules for access to the research room and working material, which they 

must sign. In any case, visitors to the collections must abide at all times by instructions given by staff 

of the Collections, Conservation and Restoration Area with regard to how the objects are handled, and 

refrain from any action that could pose a risk of deterioration to the piece.  

-Taking any kind of sample of a piece shall require special and express permission, as detailed in section 

1.2. 

-Researchers consulting the CENIEH Collections undertake to cite appropriately the source of the data 

in publications employing information obtained during their visit, including mention of the CENIEH-

ICTS in the acknowledgments. They shall also send a copy of all the publications in which they use those 

data, either on paper or in digital form, to the Curator. The Collections Conservation and Restoration 

Area shall archive digital versions of these publications, which shall be added to the documentation of 

the pieces. Documentation on paper (photocopies, offprints, books...) will be digitalized by the 

Collections, Conservation and Restoration Area and the originals shall be delivered to the Library. 

 -Researchers consulting the collections may only obtain images of the objects they are studying for 

scientific purposes, not commercial ones. Those images may only be reproduced in scientific 

publications, and any other use made of them shall require express authorization by the CENIEH. 
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Whether the images were obtained using the means furnished to the researcher by the CENIEH, or 

using his/her own means, copies of them must be submitted to the Curator, who will incorporate them 

into the CENIEH Images Collection. 

3. PROCEDURE FOR REQUEST AND APPROVAL OF LOANS (MOVEMENT) 

Requests for loans of pieces at the CENIEH shall be processed as ICTS access requests, following 

the procedure established. The request should include the following information: 

 Detailed list of the pieces to be borrowed. 

 If the loan includes pieces belonging to the Junta de Castilla y León on temporary 

deposit at the CENIEH, the form Application for movement of pieces belonging to the 

Castilla y León Museum Collection IAPA+1141+F2047+Solicitud+v8-3, defined by the 

Dirección General de Políticas Culturales of the JCyL, must be completed. 

 

The Conservation and Restoration Laboratory shall issue a technical report on whether each of 

the pieces should be loaned, taking into account factors including their state of conservation, and will 

set the conditions for movement and conservation for the duration of the loan. The requester will be 

asked to furnish all the additional information considered relevant to compilation of this report.  

 If the loan includes pieces belonging to the Junta de Castilla y León on temporary deposit at the 

CENIEH, the Internal Committee will issue a decision and make a report advising whether the loan 

should take place, using the form FO-9.04CL. This report will be sent to Management at the Museo de 

Burgos together with the form IAPA+1141+F2047+Solicitud+v8 completed by the applicant. The Museo 

de Burgos will process authorization by the competent Consejería.  

3.1. Obligations upon the borrower 

In addition to abiding by the commitments set out in section 8.2 of the ICTS “Access procedure” 

document, the recipient of a loan from the CENIEH collections acquires the following commitments. 

 Take out an insurance policy covering each of the pieces included in the loan. 

 Bear all costs arising from the movements of the couriers, one of whom shall be the 

conservator who has issued the conditions document (travel, lodging, subsistence, 

journeys during the stay arising out of his/her work as courier…). Borrowers shall 

book and pay directly for lodging at a hotel situated close to the exhibition site of 

category 4 stars at minimum, with breakfast included, as well as travel tickets. The 

amount of the subsistence payments shall be calculated using the official tables, and 

must be paid to the courier in cash upon his/her arrival at the exhibition site. 

 Comply scrupulously with the provisions of the "Conditions Document" which will 

accompany the loan, and notify the CENIEH immediately of any relevant incident or 

deviation from the same. 



PE-9.05CL-Ed1 

Consultation and loans of Collections 

 

Date of approval: 

14/014/04/2023 

The original document should be consulted in Intradoc 

Any other copy of this document is an UNCONTROLLED COPY 

Page 5 of 20 

 

  



PE-9.05CL-Ed1 

Consultation and loans of Collections 

 

Date of approval: 

14/014/04/2023 

The original document should be consulted in Intradoc 

Any other copy of this document is an UNCONTROLLED COPY 

Page 6 of 20 

 

4. ANNEX I. FLOW CHARTS 

Schematics for the procedures for access to and consultation of pieces, analyses, destructive sampling 
and loans. 
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5. ANNEX II. FORMS 

All the forms can be found on the CENIEH website 

FO 9.01CO_Ed1 Solicitud para la realización de análisis (Analysis form) 

Solicitud para la realización de análisis. 

 

Application for analysis 

Nº Exp/Ref. no.:               No rellenar por el solicitante/Not to be filled in by the applicant 

Datos del Solicitante/Personal Data of the Applicant  

 

Nombre/ First Name:        

Apellidos/Family name:       

DNI o Pasaporte/Passport:       

 

Datos del Centro de Procedencia/ Data of the Home Institution 

 

Nombre/Name:       

Dirección/Address:       

País/Country:       

Por favor, conteste a las siguientes preguntas del modo más preciso y exhaustivo posible. Utilice todo el espacio 
que sea necesario. 

1. Exponga detalladamente el objetivo del análisis que se pretende realizar y justifique su interés. 
2. Enumere con el máximo detalle que le sea posible los ejemplares que pretende muestrear. Si le es posible indique 

las siglas de los mismos. 
3. Describa los resultados que espera obtener. 
4. Describa el método de análisis, enumere lo mas detalladamente posible los equipos que utilizará y detalle sus 

características técnicas. 

 

En caso de que su solicitud sea aprobada, el solicitante se comprometerá a mantener al CENIEH informado de los 
resultados de la analítica, sean estos positivos o negativos, y a remitir al Gestor de la Colección copia de todas las 
publicaciones que se derivaren de estos análisis.  

Please answer the following questions as precisely and exhaustively as possible.  

Use all the space you need. 

1. Describe the research question addressed and justify its interest 
2. List the specimens you would like to sample. If possible, specify the Id-numbers of the items. 
3. Describe the expected results. 
4. Describe accurately the method of analysis, list the equipment you intend to use, and the technical details.  

 

Should your application be approved you will be required to report the results of your analyses, either positive or 
negative, to the CENIEH. Please send the curator a copy of all the publications derived from your analyses.  
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FO 9.02CO_Ed1 Solicitud para la toma de muestras (Sampling form) 

 

Solicitud para la toma de muestras total o parcialmente destructivas. 

 

Application for destructive or semidestructive sampling 

Propuesta Nº /Proposal number               

Datos del Solicitante/Personal Data of the Applicant  

 

Nombre/ First Name:        

Apellidos/Family name:       

DNI o Pasaporte/Passport:       

 

Datos del Centro de Procedencia/ Data of the Home Institution 

 

Nombre/Name:       

Dirección/Address:       

País/Country:       

 

Por favor, conteste a las siguientes preguntas del modo más preciso y exhaustivo posible. Utilice todo el espacio 
que sea necesario. 

1. Exponga detalladamente el objetivo del análisis que se pretende realizar y justifique su interés. 
2. Enumere con el máximo detalle que le sea posible los ejemplares que pretende muestrear. Si le es posible indique 

las siglas de los mismos. 
3. Describa los resultados que espera obtener. 
4. Describa el método de toma de la muestra de la forma más detallada posible. Utilice dibujos o fotografías de 

otros muestreos similares o de muestreos de prueba. 
5. ¿La misma muestra que va a obtener es susceptible de ser utilizada para otros análisis? Indique cuales. 
6. Proporcione evidencias (publicaciones, etc) de la viabilidad de la técnica que pretende emplear. 
7. ¿Cómo va a evaluar si los ejemplares que pretende muestrear son adecuados para esta técnica? ¿Es posible 

realizar análisis previos sobre las mismas piezas u otras piezas del mismo nivel arqueoestratigráfico para 
determinar la viabilidad de la técnica? 

8. Indique si sus análisis van a proporcionar algún valor añadido a la colección. 
9. ¿Cómo pretende publicar los resultados? ¿Tiene intención de publicar también los resultados en caso de que sean 

negativos? 
10. ¿Espera que una parte de la muestra pueda ser devuelta tras el análisis? 

 

En caso de que su solicitud sea aprobada, el solicitante se comprometerá a mantener al CENIEH informado de los 
resultados de la analítica, sean estos positivos o negativos, y a remitir al Gestor de la Colección copia de todas las 
publicaciones que se derivaren de estos análisis.  
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Please answer the following questions as precisely and exhaustively as possible.  

 

Use all the space you need. 

 

1. Describe the research question addressed and justify its interest 
2. List the specimens that you would like to sample. If possible, specify the Id-numbers of the items. 
3. Describe the expected results. 
4. Describe the sampling method accurately. Use drawings and photographs from previous analyses or test 

samplings. 
5. Can the intended sample be used for multiple analytical procedures? 
6. Provide evidence of the feasibility of the method (publications, previous reports, etc...) 
7. How will you decide whether the pieces are appropriate for this technique? Is it possible to carry out preliminary 

analyses, on the same or other pieces from the same archaeostratigraphic level, to assess the feasibility of your 
technique? 

8. Describe any possible benefit of your research for the collection. 
9. How do you intend to publish the results (whether positive or negative)? Do you intend to publish them if they 

are negative? 
10. Do you expect that any fraction of the sample will be available for return? 

 

Should your application be approved you will be required to report the results of your analyses, either positive or 
negative, to the CENIEH. Please send the curator a copy of all the publications derived from your analyses.  
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FO 9.03CO_Sampling request report 

REPORT ON REQUEST FOR SAMPLING OF PIECES HELD AT THE CENIEH 

 

Request data 

 

Access code: _____________ 

Entity name/Applicant full name: ____________________________________________ 

 

Type of sampling.  ☐ Partially destructive    ☐ Wholly destructive 

 

 

List of cultural pieces for which sampling is requested. 

(Attach an annex if necessary) 

 

 

 

 

Evaluation of the request:  ☐Favorable    ☐Unfavorable 

 

Justification. 

 

 

 

 

 

 

 

 

 

 

 

 

In Burgos, on ___ _______________ 20__ 

 

Maria Martinon Torres 

Director of the CENIEH  

FO 9.04CO_Pieces movement report 
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REPORT ON REQUEST FOR MOVEMENT OR RELEASE OF PIECES HELD AT THE CENIEH 

 

Request data 

 

Access code: _____________ 

Entity name/Applicant full name: ____________________________________________ 

 

Purpose of request: ________________________________________________________________ 

____________________________________________________________________________________ 

 

 

List of cultural pieces to be moved. 

(Attach an annex if necessary) 

 

 

 

Evaluation of the request:  ☐Favorable    ☐Unfavorable 

 

Justification. 

 

 

 

 

 

 

 

 

 

 

 

In Burgos, on ___ _______________ 20__ 

 

 

 

Maria Martinon Torres 

Director of the CENIEH  
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APPLICATION FOR MOVEMENT OR RELEASE OF PIECES BELONGING TO THE CASTILLA Y LEÓN 
MUSEUM COLLECTION (IAPA+1141+F2047+Solicitud+v8-3) _ 
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APPLICATION TO MAKE 3D REPRODUCTIONS OF CULTURAL PIECES BELONGING TO THE CASTILLA Y 
LEÓN MUSEUM COLLECTION (IAPA+1335+F2048+Solicitud+V8) 
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VERSION HISTORY 

Version Changes 

1 First edition 

2 Second edition, which establishes the minimum notice required for 
collection access requests. 

3 Third edition, which restricts the scope of the document to the 
archaeological and paleontological collections and modifies the procedures 
for requesting sampling and loans. The forms for requesting sampling and 
movements are superseded by the latest versions published by the Dirección 
General de Bienes Culturales of the JCyL. Reference is made to the new forms 
created for the sampling and movement reports to be issued by the ICTS 
Internal Committee.  

 

 

 

 

 

 

 

 

 

 


