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RULES FOR RESEARCHERS

IN REPLY REFEKR TO

Welcome to the Naval Historical Center, Operational Archives Branch. We are open
to the public between 9 and 4 weekdays. Because of the special nature of our
records, we must require that you observe the following rules.

1. Researchers must sign in and out in the Visitors Log at the entrance and
complete a Researcher Data Card. A photo i.d. may be required to be shown. Each
time the researcher leaves the floor, they must sign out.

Py

- 2>..Researchers must leave coats, books, briefcases and other items at the front
desk. Paper and pencils will‘*be provided. The use of pens is prohibited.

3. Researchers are not allowed in restricted areas.

4. Special care must be taken in handling all .records. Records may not be
written on, folded, traced from, or handled in any way likely to damage them.
Records must be kept in the same order in which they are presented. Microfilm
or xerox copies of records will be used when available.

5. Only one box of research material is allowed on the table at a time. When

using a box, pull only one folder at a time and mark its place in the box with
an orange OUT card.

6. Eating, drinking, and smoking are not permitted in the Research Room.

7. Personal copiers are prohibited. Personal computers, typewriters, and tape
recorders are permitted, so long as they do not disturb others. Permission is
required for using cameras to photograph documents.

8. Researchers desiring copies must £ill out a Duplication Request form
(available on the research tables). A maximum of 100 pages per research project
can be xeroxed at 30 cents per page. Please ask a staff member for instructions
on how to mark pages to be copied. Only personal checks can be accepted.

9. If you plan to be conducting research for more than one day, you must present
the archivist with a completed Request for Records to Be Held form before you
leave the building. These are available on the research tables.

10. All notes, photocopies, and purses must be presented to the receptionist for
inspection before the researcher leaves.

11. Securing the appropriate permission to publish portions or entire manuscripts
is the responsiblity of the researcher. Copyright or donor restrictions may apply
to certain materials held by this archives.

I HAVE READ THE ABOVE REGULATIONS AND AGREE TO ABIDE BY THEM. REFUSAL TO FOLLOW
ANY OF THE ABOVE STATED RULES MAY RESULT IN THE DENIAL OF USE OF MATERIAL.

Name (Printed)
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Signature and Date Head, Archives Branch







