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Designation of Institutions and Public Authorities under the Cultural Property Export and Import Act Application Form
ACCESSIBILITY NOTICE
This document conforms to all applicable WCAG 2.1 Level A and Level AA guidelines for accessible digital documents. If you have any difficulty accessing the contents of this document please contact bcmdesign-mcpdesign@pch.gc.ca or call the Department toll free at 1-866-811-0055.
IMPORTANT
•
This questionnaire must be completed in full and all supporting documentation provided.
•
All fields not marked “(optional)” are required.
•
All fields marked "(if applicable)" are required, if applicable.
•
Some numbered questions may be hidden if they are not applicable.
•
Use the Comments section to add additional information.
PART 1 – APPLICATION TYPE
1a. Identify the type of designation that the organization is seeking
Type of Application
Type of Application
1b. Did you complete the Designation Self-Assessment Tool?
1b. Did you complete the Designation Self-Assessment Tool?
REMINDER
Category B designation must be granted before the specific object is acquired by your organization.
2. Please identify the class for which the organization is seeking designation. Check all that apply.
PART 2 – APPLICANT INFORMATION
General Information
5. Operating name
6. Former legal name
Organization address
Mailing address
Name of authorized official contact (for example, the Director or Chief Executive Officer of the organization)
22. In which official language do you wish to communicate?
Name of contact person for this application form
Contact person
30. In which official language do you wish to communicate?
PART 3 – ELIGIBILITY
Legal Profile
31. The Cultural Property Export and Import Act (the Act) describes two types of organizations eligible to apply for designation.
Please check the box that accurately describes the organization.
32. Is your institution incorporated as not-for-profit?
33. Under which type of charter is it incorporated?
34. Is your institution registered with the Canada Revenue Agency and recognized for tax purposes as a registered charitable organization?
35. Is your institution operating under a public university or college?
36. Does the institution have a dissolution clause?
37. Does this clause mandate that, should the organization cease operations, cultural property certified by the Canadian Cultural Property Export Review Board (the Review Board) or purchased with a Movable Cultural Property (MCP) grant will be transferred to another organization designated under the Act?
38. Do you agree to amend the organization’s by-laws or, if applicable, the legal document establishing the organization (articles of incorporation, letters patent, constitution or charter) to include a dissolution clause specifically stating that cultural property certified by the Review Board or purchased with a MCP grant will be transferred to another organization designated under the Act?
39. Is your organization authorized to issue official donation receipts for income tax purposes?
41. Are any of the spaces covered by this application leased?
42. Is it a long-term lease? (minimum 10 years)
43. Is your organization committed to preserve for the long term certified cultural property or cultural property acquired with a MCP grant?
Organizational Profile
PART 4 – FACILITIES
48. Has the facility been renovated within the last three years?
50. Has there been a disaster (such as a fire or flood) in the facility within the past three years?
53. Will the proposed acquisition be exhibited in a sealed case or frame, or stored in a specialized container?
PART 5 – POLICIES AND PLANS
54. Does the organization have written emergency response, fire safety, and security plans?
Emergency response plan:
Fire safety plan:
Security plan:
56. Are there written policies related to the following areas to manage the collections? Check all that apply.
PART 6 – FINANCIAL RESOURCES
59. Please complete the following financial table. For larger organizations (such as a university or municipality), the budget details should refer to the cultural entity within the organization (gallery, museum or library) and not the university or municipality as a whole.
Type of expense
Current Fiscal Year
Past Fiscal Year
Total operating budget
Building maintenance budget
Conservation budget
Collections management budget
Security budget
Exhibition, programs budget
Human resources
60. Identify the primary source of operational funding.
PART 7 – HUMAN RESOURCES
61. Complete the following table.
Type of employee
Number of full-time employees
Number of part-time employees
Curators/archivists/librarians
Registrar/collections management staff
Conservation staff
Security staff
Other professional staff
Volunteers
Total (calculated)
63. Do volunteers receive training?
PART 8 – ACCESSIBILITY
64. Indicate when the organization is open to the public.
65. Hours of operation (complete the following table):
Day
Not open
Open
Close
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
PART 9 – COLLECTION PROFILE
Part 10 – COMMENTS
PART 11 – DECLARATION
I declare that the information provided on this form is accurate and complete.
I certify that all cultural property for which the organization may become responsible under the terms of the Cultural Property Export and Import Act, will be catalogued and preserved according to professional standards, and made available to the public.
I affirm that, prior to designation, the organization will amend its bylaws to include a dissolution clause with respect to certified cultural property or cultural property acquired with a Movable Cultural Property grant. This declaration does not apply to public authorities and to units established within a public university or college.
I am aware that the Minister of Canadian Heritage may revoke designation, pursuant to subsection 32(3) of the Cultural Property Export and Import Act, and that all designated institutions or public authorities are subject to periodic review. If the organization is granted designation, I agree to inform the Heritage Policy and Programs Directorate of any changes to its legal status, facility or other significant changes that would affect the conditions upon which designation was granted.
By signing this application, I authorize the Department of Canadian Heritage to disclose any information received in this application within Canadian Heritage and the Government of Canada or to outside entities for the following purposes: to reach a decision on this application, to administer and monitor the implementation of a project or programming, or to evaluate the results of the project or programming and this program after project completion. This disclosure of any information received in this application may also be used to reach a decision on any other application of the applicant for funding under any other Department of Canadian Heritage program.
In the event of an access to information request regarding the present application or any other information about the organization in the Department’s possession, the information provided to the Department will be treated in accordance with the Access to Information Act and the Privacy Act.
How would you like to sign your application?
Please send this form and the documents listed in the appendix to the Program electronically through a secure channel of your choice.
Alternatively, you can submit a paper copy of the application and all required documentation to: 
Canadian HeritageDesignation of Institutions and Public Authorities Program25 rue Eddy, Gatineau, QC  J8X 4B5 
Prior to submitting a paper copy of the application by mail, please inform the Program by email at bcmdesign-mcpdesign@pch.gc.ca
APPENDIX 1 – REQUIRED DOCUMENTS
Category A and B applicants must submit the documents indicated below. Consult the appendices in the Application Guide for a complete explanation of the required documentation or for requirement details regarding objects displayed outdoors.
Category A and B applicants
ELIGIBILITY
ORGANIZATIONAL PROFILE
FACILITIES INFORMATION
For each building that is identified as a location where certified cultural property, or cultural property acquired with a Movable Cultural Property grant, will be exhibited, stored, consulted and conserved, include:
POLICIES AND PLANS
FINANCIAL RESOURCES
ACCESSIBILITY
HUMAN RESOURCES
Category B applicants must also submit the following documents
Category B applicants
CULTURAL PROPERTY
ATTESTATION
Error list
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1a. Identify the type of designation that the organization is seeking: Category A
1a. Identify the type of designation that the organization is seeking: Category B
1a. Identify the type of designation that the organization is seeking: Category A: Type of Application: New Application
1a. Identify the type of designation that the organization is seeking: Category A: Type of Application: Repeat Application
1a. Identify the type of designation that the organization is seeking: Category A: Repeat Application: Date of last application (yyyy-mm-dd):
1a. Identify the type of designation that the organization is seeking: Category B: Type of Application: First Application
1a. Identify the type of designation that the organization is seeking: Category B: Type of Application: Category A organization applying to acquire specific object(s) outside regular collecting mandate
1a. Identify the type of designation that the organization is seeking: Category B: Type of Application: Previously applied
1a. Identify the type of designation that the organization is seeking: Category B: Previously applied: Date of last application (yyyy-mm-dd):
1b. Did you complete the Designation Self-Assessment Tool? Yes
1b. Did you complete the Designation Self-Assessment Tool? No
2. Please identify the class for which the organization is seeking designation. Check all that apply. Class 1 - Natural History (including fossils, minerals and other natural history objects) and Archeology
2. Please identify the class for which the organization is seeking designation. Check all that apply. Class 2 - Objects of Ethnographic Material Culture
2. Please identify the class for which the organization is seeking designation. Check all that apply. Class 3 - Military Objects
2. Please identify the class for which the organization is seeking designation. Check all that apply. Class 4 - Objects of Applied and Decorative Art
2. Please identify the class for which the organization is seeking designation. Check all that apply. Class 5 - Objects of Fine Art
2. Please identify the class for which the organization is seeking designation. Check all that apply. Class 6 - Scientific or Technological Objects
2. Please identify the class for which the organization is seeking designation. Check all that apply. Class 7 - Archival Material (fonds and collections including textual records, graphic records, cartographic records, iconography, and archival photographic material, including negatives)
2. Please identify the class for which the organization is seeking designation. Check all that apply. Class 8 - Musical Instruments
2. Please identify the class for which the organization is seeking designation. Check all that apply. Class 9 - Audio-visual Collections (film, video, new media,  and digital media)
5. Operating name: Not applicable
5. Operating name
6. Former legal name: Not applicable
6. Former legal name
Organization address: 7. Street address (unit/suite number, street number and name)
Organization address: 8. City
Organization address: 9. Province/Territory
Organization address: 10. Postal Code (A9A 9A9)
Mailing address: 11. Mailing address (unit/suite/box number, street number and name)
Mailing address: 12. City
Mailing address: 13. Province/Territory
Mailing address: 14. Postal Code (A9A 9A9)
22. In which official language do you wish to communicate? English
22. In which official language do you wish to communicate? French
Contact person: 24. Title
Contact person: 25. Given name
Contact person: 26. Surname
Contact person: 27. Telephone 123-456-7890
Contact person: Extension (optional)
Contact person: 28. Email (yourname@domain.com)
Contact person: 29. Fax 123-456-7890 (optional)
Contact person: 30. In which official language do you wish to communicate? English
Contact person: 30. In which official language do you wish to communicate? French
Please check the box that accurately describes the organization.: An Institution (defined in the Act as "an institution that is publicly owned and is operated solely for the benefit of the public, that is established for educational or cultural purposes and that conserves objects and exhibits them or otherwise makes them available to the public")
Please check the box that accurately describes the organization.: A Public Authority (defined in the Act as "Her Majesty in right of Canada or a province, an agent of Her Majesty in either such right, a municipality in Canada, a municipal or public body performing a function of government in Canada or a corporation performing a function or duty on behalf of Her Majesty in right of Canada or a province")
32. Is your institution incorporated as not-for-profit?: Yes
32. Is your institution incorporated as not-for-profit?: No
33. Under which type of charter is it incorporated? Federal charter
33. Under which type of charter is it incorporated? Provincial/Territorial charter
33. Under which type of charter is it incorporated? Registration Number
33. Under which type of charter is it incorporated? Effective date (YYYY-MM-DD)
34. Is your institution registered with the Canada Revenue Agency and recognized for tax purposes as a registered charitable organization? Yes
34. Is your institution registered with the Canada Revenue Agency and recognized for tax purposes as a registered charitable organization? No
34. Is your institution registered with the Canada Revenue Agency and recognized for tax purposes as a registered charitable organization? CRA Registration Number
34. Is your institution registered with the Canada Revenue Agency and recognized for tax purposes as a registered charitable organization? Date of registration (YYYY-MM-DD)
35. Is your institution operating under a public university or college? Yes
35. Is your institution operating under a public university or college? No
36. Does the institution have a dissolution clause? Yes
36. Does the institution have a dissolution clause? No
37. Does this clause mandate that, should the organization cease operations, cultural property certified by the Canadian Cultural Property Export Review Board (the Review Board) or purchased with a Movable Cultural Property (MCP) grant will be transferred to another organization designated under the Act? Yes
37. Does this clause mandate that, should the organization cease operations, cultural property certified by the Canadian Cultural Property Export Review Board (the Review Board) or purchased with a Movable Cultural Property (MCP) grant will be transferred to another organization designated under the Act? No
38. Do you agree to amend the organization’s by-laws or, if applicable, the legal document establishing the organization (articles of incorporation, letters patent, constitution or charter) to include a dissolution clause specifically stating that cultural property certified by the Review Board or purchased with a MCP grant will be transferred to another organization designated under the Act? Yes
38. Do you agree to amend the organization’s by-laws or, if applicable, the legal document establishing the organization (articles of incorporation, letters patent, constitution or charter) to include a dissolution clause specifically stating that cultural property certified by the Review Board or purchased with a MCP grant will be transferred to another organization designated under the Act? No
39. Is your organization authorized to issue official donation receipts for income tax purposes? Yes
39. Is your organization authorized to issue official donation receipts for income tax purposes? No
41. Are any of the spaces covered by this application leased? Yes
41. Are any of the spaces covered by this application leased? No
42. Is it a long-term lease? (minimum 10 years) Yes
42. Is it a long-term lease? (minimum 10 years) No
43. Is your organization committed to preserve for the long term certified cultural property or cultural property acquired with a MCP grant? Yes
43. Is your organization committed to preserve for the long term certified cultural property or cultural property acquired with a MCP grant? No
48. Has the facility been renovated within the last three years? Yes
48. Has the facility been renovated within the last three years? No
50. Has there been a disaster (such as a fire or flood) in the facility within the past three years? Yes
50. Has there been a disaster (such as a fire or flood) in the facility within the past three years? No
53. Will the proposed acquisition be exhibited in a sealed case or frame, or stored in a specialized container? Yes
53. Will the proposed acquisition be exhibited in a sealed case or frame, or stored in a specialized container? No
54. Does the organization have written emergency response, fire safety, and security plans? Emergency response plan: Yes
54. Does the organization have written emergency response, fire safety, and security plans? Emergency response plan: No
54. Does the organization have written emergency response, fire safety, and security plans? Fire safety plan: Yes
54. Does the organization have written emergency response, fire safety, and security plans? Fire safety plan: No
54. Does the organization have written emergency response, fire safety, and security plans? Security plan: Yes
54. Does the organization have written emergency response, fire safety, and security plans? Security plan: No
56. Are there written policies related to the following areas to manage the collections? Check all that apply. Acquisitions
56. Are there written policies related to the following areas to manage the collections? Check all that apply. Document and collections management (registration, inventory, cataloguing of collection)
56. Are there written policies related to the following areas to manage the collections? Check all that apply. Collections care (storage, conservation, lighting, air quality, handling, etc.)
56. Are there written policies related to the following areas to manage the collections? Check all that apply. Deaccessioning
56. Are there written policies related to the following areas to manage the collections? Check all that apply. Exhibitions
56. Are there written policies related to the following areas to manage the collections? Check all that apply. Loans
Total operating budget: Current Fiscal Year
Total operating budget: Past Fiscal Year
Building maintenance budget: Current Fiscal Year
Building maintenance budget: Past Fiscal Year
Conservation budget: Current Fiscal Year
Conservation budget: Past Fiscal Year
Collections management budget: Current Fiscal Year
Collections management budget: Past Fiscal Year
Security budget: Current Fiscal Year
Security budget: Past Fiscal Year
Exhibition, programs budget: Current Fiscal Year
Exhibition, programs budget: Past Fiscal Year
Human resources: Current Fiscal Year
Human resources: Past Fiscal Year
60. Identify the primary source of operational funding. Self-generated
60. Identify the primary source of operational funding. Government funding
60. Identify the primary source of operational funding. Government funding: Annual
60. Identify the primary source of operational funding. Government funding: Multi-year
60. Identify the primary source of operational funding. Government funding: Ongoing
60. Identify the primary source of operational funding. Government funding: Ongoing (specify type):
60. Identify the primary source of operational funding. Other
60. Identify the primary source of operational funding. Other (specify):
Curators/archivists/librarians: Number of full-time employees
Curators/archivists/librarians: Number of part-time employees
Registrar/collections management staff: Number of full-time employees
Registrar/collections management staff: Number of part-time employees
Conservation staff: Number of full-time employees
Conservation staff: Number of part-time employees
Security staff: Number of full-time employees
Security staff: Number of part-time employees
Other professional staff: Number of full-time employees
Other professional staff: Number of part-time employees
Volunteers: Number of full-time employees
Volunteers: Number of part-time employees
Total (calculated): Number of full-time employees
Total (calculated): Number of part-time employees
63. Do volunteers receive training? Yes
63. Do volunteers receive training? No
64. Indicate when the organization is open to the public. With regular operating hours on a year-round basis
64. Indicate when the organization is open to the public. With regular operating hours on a seasonal basis
64. Indicate when the organization is open to the public. By appointment only
64. Indicate when the organization is open to the public. Other
64. Indicate when the organization is open to the public. With regular operating hours on a seasonal basis: Start/End of season (month-month)
64. Indicate when the organization is open to the public. Other: Describe
Monday: Not open
Monday: Open
Monday: Open
Tuesday: Not open
Tuesday: Open
Tuesday: Open
Wednesday: Not open
Wednesday: Open
Wednesday: Open
Thursday: Not open
Thursday: Open
Thursday: Open
Friday: Not open
Friday: Open
Friday: Open
Saturday: Not open
Saturday: Open
Saturday: Open
Sunday: Not open
Sunday: Open
Sunday: Open
How would you like to sign your application? Print and sign
How would you like to sign your application? Use an image of my signature
How would you like to sign your application? Use a digital signature (digital ID)
ELIGIBILITY: Articles of incorporation, letters patent, constitution, legislation or charter establishing the organization
ELIGIBILITY: Winding up or dissolution clause
ELIGIBILITY: By-laws
ELIGIBILITY: Proof of ownership or long-term lease
ORGANIZATIONAL PROFILE: Annual report or link to website
FACILITIES INFORMATION: Facilities Evaluation Form
FACILITIES INFORMATION: Class 9 Supplementary Evaluation questions
FACILITIES INFORMATION: Representative photographs (minimum size 4 x 6 inches, 300 dpi), clearly labelled and identified, of the exterior of each facility and of all areas within the facility where collections are conveyed, exhibited, stored, consulted and conserved
FACILITIES INFORMATION: Complete floor plans for each building, identifying each area where the cultural property will be exhibited, stored, consulted and conserved.  Please identify the location of all emergency exits, fire suppression systems and security systems
FACILITIES INFORMATION: Temperature/relative humidity charts for a consecutive 12-month period, in each distinct area or room within each building where certified cultural property will be exhibited, stored, consulted and conserved (identified with the same room numbers/codes/names as in the floor plans)
FACILITIES INFORMATION: A copy of the most recent security review report
POLICIES AND PLANS: Emergency response plan or procedures
POLICIES AND PLANS: Fire safety plan
POLICIES AND PLANS: Fire inspection certificate(s)
POLICIES AND PLANS: Security policy or procedures
POLICIES AND PLANS: Collections and liability insurance policy
POLICIES AND PLANS: Acquisition policy
POLICIES AND PLANS: Disposition Agreement form (deed of gift or bill of sale)
POLICIES AND PLANS: Collections management policy
POLICIES AND PLANS: Three to five examples of object records
POLICIES AND PLANS: Care of collection policy
POLICIES AND PLANS: Deaccessioning policy
POLICIES AND PLANS: Exhibition/loan policies and agreement forms/contracts
POLICIES AND PLANS: Conflict of interest policy
POLICIES AND PLANS: Digital preservation policy for Class 9 objects
POLICIES AND PLANS: Public art policy (if applicable)
FINANCIAL RESOURCES: For Institutions: independently audited financial statements for the last two fiscal years
FINANCIAL RESOURCES: For Public authorities: financial statements or copies of the total operating budget for the unit or division that is seeking designation, signed by the appropriate authority
FINANCIAL RESOURCES: For Universities: financial statements or copies of the total operating budget for the unit or division that is seeking designation, signed by the appropriate authority
ACCESSIBILITY: Brochures and publicity documents or link to website
HUMAN RESOURCES: Staff list or organizational chart
CULTURAL PROPERTY: Photographs of the cultural property/collection
CULTURAL PROPERTY: Condition report of the cultural property/collection
CULTURAL PROPERTY: Photographs, technical drawings, plans or specifications of the climate controlled case in which the cultural property will be displayed and/or stored
ATTESTATION: Written attestation that legal transfer will not take place until the effective date of designation
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