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USE OF MATERIALS POLICY AND RELEASE 
 
The Robert D. Farber University Archives & Special Collections Department has a special responsibility to maintain in good condition all materials 
entrusted to its care in the.  Researchers are asked to exercise the greatest care in handling fragile documents and books and not to mark them in any 
way.  The Department reserves the right to limit the use of records restricted by law, by donors, or by reason of their origin, as well as records that are 
unprocessed, of exceptional value, fragile, or confidential in nature.  The following regulations are intended to preserve these materials for your use and 
the use of future researchers: 
 

1. Researchers may be required to provide photographic identification (e.g., student I.D., valid driver’s license, or passport) upon each visit to the 
Archives & Special Collections Department.   
 

2. Personal belongings (e.g., briefcases, book bags, or coats) must be stored in the designated area.  All personal property is subject to inspection upon 
leaving the Reading Room.  The university is not responsible for lost or stolen property. 
 

3. Only material needed for research (e.g., pencils, paper, computers, cell phones) may be used in the Reading Room.  Pens or scanners may not be used. 
 

4. With permission, cameras (cell phone or otherwise) may be used in the Reading Room with the flash disabled. 
 

5. Drinks (including water), food, candy, and gum are not allowed in the Reading Room. 
 

6. Materials may be used only in designated areas in the Department. 
 

7. Care must be taken in handling rare and unique materials.  Materials must be flat on the table, and nothing should be placed on them.  Outcards must be 
used when removing a folder from a box, and only one folder from one box may be used at a time.   
 

8. The original order of unbound materials must be maintained.  Do not rearrange manuscript or archival materials.  Please report any disarrangement to 
the staff member on duty. 

 
9. Unprocessed or minimally processed collections may be accessed, but may contain sensitive documents that should not be publicly disclosed and 

would normally be restricted.  It is the responsibility of the researcher not to disclose sensitive, private, or protected information if discovered within the 
collection.  For a list of restricted material types, please inquire with Department staff. 
 

10. High Resolution image services are available upon request for a fee.  The Department reserves the right to refuse to copy any item if such copying will 
either damage the material or impinge on copyright or other restrictions.  Copies of entire books or archival and manuscript collections are not made.  
Photocopies may not be re-duplicated or deposited elsewhere without the prior consent of the Department staff.   
 

11. Researchers who wish to publish, reprint, or reproduce materials from the collections in any form must request permission in writing from the Archives 
& Special Collections Department.       

 
By signing this form, I acknowledge that I have read the above statement regarding copyright and acknowledge my responsibility to observe the above 
rules and further acknowledge that a violation of these rules will serve as a cause to prohibit my continued use of the Archives & Special Collections 
Department. 

 
Name: _______________________________________________________________________________________________________ 
  

 
Address: __________________________________________________________________________________________________________________ 
 

 
Phone Number: _____________________________          Email Address: ______________________________________________________________ 

 
 

Signature: __ ____________________________________________________________________________                   Date________________________ 

The copyright law of the United States (Title 17, United States Code) governs the making of photocopies or other reproductions of 
copyrighted material. 

 
Under certain conditions specified in the law, libraries and archives are authorized to furnish a photocopy or reproduction. One of these 
specified conditions is that the photocopy or reproduction is not to be “used for any purpose other than private study, scholarship, or 
research.”  If a user makes a request for, or later uses, a photocopy or reproduction for purposes in excess of “fair use,” that user may be 
liable for copyright infringement. 

 
This institution reserves the right to refuse to accept a copying order, if, in its judgement, fulfillment of the order would involve violation of 
copyright law. 
 


