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 REGULATIONS FOR USE OF MATERIAL 
 

 Each researcher will sign a registration form to help Archives staff assist you with your 
research. By signing the form, the user acknowledges his/her acceptance of the 
regulations outlined below.  
 

 No food or beverages are allowed in the Reading Room. Likewise, use of cell phones is 
prohibited. Researchers must leave the Reading Room to make or receive calls. 
 

 Use only paper, pencils, and laptop computers to take notes. Use of digital cameras, 
including cell phone cameras, may be used only with special permission. 
 

 Materials must be used with care. Researchers will not mark or write upon items, lean on 
documents with hands or elbows, or take notes on top of documents. Hands should be 
washed prior to handling documents. At the Archivist’s discretion, researchers may be 
requested to wear cotton gloves before using materials, such as photographic prints. 
 

 Archives’ material does not circulate. Researchers may not remove items from the 
Reading Room. 
 

 The Archives’ stacks are closed to researchers.  
 

 The exact order and arrangement of the materials must be preserved. If items are pulled 
for duplication, researchers should flag the locations of the items to be copied. 

 

 Photocopying or digital scanning of a reasonable amount of materials is allowed. The 
Archives reserves the right to restrict the use or duplication of archival materials based 
on restrictions regarding copyright, fragility of items, or those imposed by the donor. 
Archives’ staff will complete all photocopying and scanning requests. Copies 
thus supplied may not be duplicated or deposited elsewhere without prior written 
authorization of the Archivist.  
 

 The C. Elizabeth Boyd ’33 Archives does not own the copyright or literary property 
rights to all documents and other items in the Archives. The researcher is responsible for 
securing permission to quote and publish from the owner of the rights. As a condition for 
use, the researcher assumes full responsibility for any infringement of literary, copyright, 
or publications rights belonging to the author, her/his heirs, or assigns.  Researchers are 
also required to acknowledge the Archives in all publications (including theses) which 
include material found in the archives. The Archivist will provide additional citation 
information upon request. 
 

 The Archives reserves the right to inspect all research materials and personal articles 
before a researcher leaves the Archives. 


