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Institutional Assessment Report Writing Guide
Use this guide to organize your findings during the site visit and write a comprehensive review of the museum’s operations. This guide updates the framework for the report’s content and should be used instead of the Critical Issues Checklist in your Peer Review Manual. Within this framework feel free to personalize the report with your unique style and voice. This guide includes tips for writing the report and topics that should be addressed in the report.

Organizing & Writing the Report:

· Organize your site visit notes upon your return.
· Re-familiarize yourself with the Self-Study Workbook and documentation.
· Focus the report—organize your notes and thoughts within the designated headings.
· Consider your intended audience(s) for the report that are identified by the museum—staff, governing authority, donors and potential funders, community leaders and other stakeholders.

· Don’t assume—provide enough detail for those not privy to the MAP process, but be concise.
· Be cognizant of tone—the use of euphemisms and colloquial language can be misinterpreted.
· Provide a balanced presentation of strengths and weaknesses of the institution.
Submitting the Report:

· Reports should be created and submitted as a Word document.

· Double-check all facts and proof read the text carefully.
· Send your report to the MAP office and not the museum. MAP staff reviews all reports before sending to the museum.
· Be timely. Reports should be emailed to the MAP office within four weeks of the site visit.
If you have any questions or need additional resources please contact MAP staff at (202) 289-9118.

Institutional Assessment Report Writing Guide
Each section below presents a set of guiding statements/questions to consider. Respond only to points that are most relevant to the institution. Be sure to provide an analysis of the museum’s strengths and weaknesses. For each section ask yourself the following questions:

1) How is or isn’t it working well?  2) How is it meeting best practices?  3) What would you recommend?  

Offer constructive criticism along with suggestions for resolution. Benchmark the institution’s current state of affairs in regards to national standards and best practices. (Back page)

TITLE PAGE (1 page)

Include: Institution Name, City, State; Assessment Type; Visit Dates; and Surveyor’s Name, Title, Institution

TABLE OF CONTENTS (Optional; 1 page)

EXECUTIVE SUMMARY (1 page)

Provide a broad summary of the report including background information, significant observations, identified strengths, areas needing improvement and key recommendations.

INTRODUCTION (1/2 page)

Define the Museum Assessment Program and its benefits. State the circumstances of your site visit—dates of the visit, with whom you met (attach a copy of longer agendas in the appendix). List the museum’s goals for the assessment and any notable changes since the completion of their application and self-study workbook.

BRIEF INSTITUTIONAL HISTORY (1/2 page)
Provide the institution’s historical and physical context. Include a brief description of the museum’s current situation and important elements from its past (i.e. date founded, museum’s purpose, overview of exhibitions/collections, program highlights, etc.).

MISSION AND PLANNING (1-2 pages)

Evaluate the institution’s mission statement for clarity of purpose and how this statement guides its activities and decision-making. Consider this topic from the perspective of staff, governing authority and community stakeholders. Evaluate any plans that are in place. Provide recommendations for how the museum can further strengthen its mission and planning.

INTERPRETATION AND EDUCATION (1-2 pages)

Evaluate how the institution identifies its audiences, assesses their needs and develops interpretive activities accordingly (including public programs, exhibits, events, etc.). How has their programmatic efforts been successful in meeting educational, attendance and financial goals? What are your recommendations for improvement?

COLLECTIONS STEWARDSHIP (1-2 pages)
Provide an overview of the collections management and assess its appropriateness to the institution’s mission. Determine the institution’s ability to demonstrate their stewardship and care of its collections. Point out any areas for improvement and offer suggestions/resources on actionable steps the museum can take to improve the state of their collections and their collections policies and procedures.

ADMINISTRATION AND FINANCE (2-3 pages)

Evaluate the institution’s financial/human resources and use of its facilities. Reflect on financial sustainability, adequacies of staffing and overall management and allocation of its facilities. Offer suggestions and guidance in areas not meeting best practices.

GOVERNANCE (1-2 pages)

Evaluate the composition and functioning of the governing authority as it relates to its commitment to the mission and oversight of the organization. Get a sense of policies/procedures that define roles/responsibilities, recruitment/training, and legal/ethical issues. How does the governance play an active role in organizational planning? Is the governing authority managing resources appropriately (i.e. collections, financial, human)? Provide an analysis that communicates its strengths and shortcomings in this area and offer helpful suggestions for improvement.

SUMMARY (1 page)

Summarize the major observations and recommendations from the report.

RECOMMENDATIONS (1-2 pages)

Provide a prioritized (if possible) list of all recommendations cited throughout the report.

RESOURCES (1-2 pages)

Support your recommendations by providing a list of relevant books, articles, organizations, websites, etc. that you think will assist the organization execute their plans.

APPENDICES (as needed)

Place sample documents or printed resources that support information you have provided in the report.

AVERAGE REPORT LENGTH: 15-25 pages double spaced; 12-20 pages single spaced

Characteristics of Excellence for U.S. Museums

Public Trust & Accountability

· The museum is a good steward of its resources held in the public trust.

· The museum identifies the communities it serves, and makes appropriate decisions in how it serves them.

· Regardless of its self-identified communities, the museum strives to be a good neighbor in its geographic area.

· The museum strives to be inclusive and offers opportunities for diverse participation.

· The museum asserts its public service role and places education at the center of that role.

· The museum demonstrates a commitment to providing the public with physical and intellectual access to the museum and its resources.

· The museum is committed to public accountability and is transparent in its mission and its operations.

· The museum complies with local, state, and federal laws, codes, and regulations applicable to its facilities, operations, and administration.

Mission & Planning

· The museum has a clear understanding of its mission and communicates why it exists and who benefits as a result of its efforts.

· All aspects of the museum’s operations are integrated and focused on meeting its mission. 

· The museum’s governing authority and staff think and act strategically to acquire, develop, and allocate resources to advance the mission of the museum. 

· The museum engages in ongoing and reflective institutional planning that includes involvement of its audiences and community.

· The museum establishes measures of success and uses them to evaluate and adjust its activities. 






Leadership & Organizational Structure

· The governance, staff, and volunteer structures and processes effectively advance the museum’s mission.

· The governing authority, staff, and volunteers have a clear and shared understanding of their roles and responsibilities.

· The governing authority, staff, and volunteers legally, ethically, and effectively carry out their responsibilities.

· The composition, qualifications, and diversity of the museum’s leadership, staff, and volunteers enable it to carry out the museum’s mission and goals. 

· There is a clear and formal division of responsibilities between the governing authority and any group that supports the museum, whether separately incorporated or operating within the museum or its parent organization. 

Collections Stewardship 

· The museum owns, exhibits, or uses collections that are appropriate to its mission.

· The museum legally, ethically, and effectively manages, documents, cares for, and uses the collections. 

· The museum’s collections-related research is conducted according to appropriate scholarly standards.

· The museum strategically plans for the use and development of its collections. 

· Guided by its mission, the museum provides public access to its collections while ensuring their preservation.

Education & Interpretation 

· The museum clearly states its overall educational goals, philosophy, and messages, and demonstrates that its activities are in alignment with them.

· The museum understands the characteristics and needs of its existing and potential audiences and uses this understanding to inform its interpretation.

· The museum’s interpretive content is based on appropriate research.

· Museums conducting primary research do so according to scholarly standards. 

· The museum uses techniques, technologies, and methods appropriate to its educational goals, content, audiences, and resources.

· The museum presents accurate and appropriate content for each of its audiences.

· The museum demonstrates consistent high quality in its interpretive activities.

· The museum assesses the effectiveness of its interpretive activities and uses those results to plan and improve its activities. 

Financial Stability

· The museum legally, ethically, and responsibly acquires, manages, and allocates its financial resources in a way that advances its mission. 

· The museum operates in a fiscally responsible manner that promotes its long-term sustainability.

Facilities & Risk Management

· The museum allocates its space and uses its facilities to meet the needs of the collections, audience, and staff. 

· The museum has appropriate measures to ensure the safety and security of people, its collections and/or objects, and the facilities it owns or uses.

· The museum has an effective program for the care and long-term maintenance of its facilities. 

· The museum is clean and well-maintained, and provides for the visitors’ needs.

· The museum takes appropriate measures to protect itself against potential risk and loss.
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