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SPECIAL COLLECTIONS/UNIVERSITY ARCHIVES

NOTES TO USERS

Special Collections/University Archives materials require special housing and handling because of their
value, rarity, condition or format. The collections are kept in an area with appropriate environmental and
security controls. They will be brought to the reading room, open 1-4 p.m. Monday-Friday, where the
following rules apply:

1. Materials may be used only in the reading room.

7.5 Users are asked to present an identification card which will be kept until matenals are
retumed.

3 For careful handling: use only pencils; neither add nor erase markings; keep note-taking

paper at a distance; avoid wetting fingers and bending or riffling pages; firmly support
the spine of a volume; handle photographs or loose sheets by their edges; maintain the
exact order of manuscript materials.

4, Library staff will fill “fair use™ photocopy requests as time allows if condition of the
matenials, copyright, and donor restrictions permit. Permission to reproduce material
does not constitute permission to publish. It is the responsibility of the reader to obtain
permission from copyright holders to publish from many manuscript or printed works. A
copy of this written permission from writers or their estates must be submitted to the
Bertrand Library. To facilitate this process, the Library will endeavor to maintain a file
of the holders of copyright for its manuscript collections. The requirement for written
permussion is a protection for both the reader and the library.

I have read the notes to users, agree to abide by the regulations, and understand that I bear full
responsibility for my use of published or manuscript sources.

SIGNATURE: DATE:

ADDRESS: PHONE:

FOR USERS PLANNING TO PUBLISH: PLEASE COMPLETE REVERSE SIDE,



APPLICATION FOR USERS PLANNING TO PUBLISH

Name:

Address:

E-Mal:

Phone:

Institutional Affiliation/Academic Status:

Research Topic:

Details of Publication: ' Academic Commercial
Article Thesis
Book Dissertation Other

Section to be quoted or material to be published:

[ agree to furnish a courtesy copy of any publication.

Date: Signature:

Preferred Acknowledgment: Courtesy of Special Collections/University Archives
Ellen Clarke Bertrand Library
Bucknell University

Permission Granted to Publish (for library use only):

Date:

Representative

Ellen Clarke Bertrand Library
Bucknell University
Lewisburg, Pennsylvania 17837

PLEASE COMPLETE THIS FORM AND MAIL TO:
Special Collections/University Archives
Ellen Clark Bertrand Library
Bucknell University
Lewisburg, Pennsylvania 17837
(570) 577-3101



