
Researcher Registration Form 
Name: 

Policies Governing the Use of Archival Materials 
Use of Materials 
1. Use of materials requires registration and 

presentation of appropriate identification.  
2. Keep all bags, briefcases, and computer cases off 

the table in the reading room. 
3. No eating, drinking, or smoking is permitted in the 

reading room.  
4. All materials must be used in the reading room. 

None will be circulated or loaned.   
5. Use only pencils in the reading room. Do not 

make any markings of any kind on archival 
materials or books. Do not remove annotations 
already present on materials. 

6. Please handle all materials carefully.  
7. Use only one document box at a time. Remove 

only one folder at a time. Do not remove items from 
the folders. The arrangement of the papers must 
be  maintained. If it seems that the contents of a 
box or folder are out of order, please bring it to the 
attention of the department staff.  

Reproduction for Research 
The Archives and Records Management Department 
will consider requests for limited reproductions of 
materials when such duplication can be done without 
injury to the material and when duplication does not 
violate donor agreements or copyright law. 
Permission to reproduce does not constitute 
permission to publish. Requests for duplicating 
certain materials may require the approval of the 
administrative office which created the materials. The 
Head of Archives or his/her designee has the right 
at any time and without explanation to refuse 
requests or to limit the amount of material to be 
copied.   
Reproductions are to be used for personal 
research only and are not to be copied or 
distributed in any manner unless agreed to by the 
Head of Archives or his/her designee. 
Permission to Publish 
Researchers should be aware that the Copyright 
Law of the United States (Title 17, UCS) provides 
protection for unpublished materials as well as for 
published works. Permission to publish from or 
to quote from previously unpublished manuscripts or 
from published items under copyright must first be 
obtained from the copyright holder. 

Requests to publish material copyrighted by the 
Georgia Institute of Technology must be obtained 
from the Head of Archives or his/her designee. 

I have read the above statements and agree to abide 
by these statements. I agree that any use of Institute 
materials will adhere to copyright law, and any 
infringement will be my sole responsibility. I further 
agree that I am solely responsible for the use made 
of any material secured from the institute and any 
liability resulting from use.

Date:

Email: 

Phone: 

Address: 

GT Student Other:GT Faculty/StaffIdentification (check one):

Subject or Purpose of Research:

Signature:

Date:

It is the researcher's responsibility to secure 
permission to pubish.
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Items Consulted 
(use additional pages as necessary) 

Photocopies 
Date 

Title of Book, Serial,
or Archival Collection 

Call Number /  
MS/UA + Box Number Pages/Folder # of Pages

To receive photocopies, please sign the following statement: 

I agree to abide by the rules and regulations of the copyright laws of the United States of America (Title 
17 U.S.C.). I understand that the materials described below are subject to all rules and regulations of 
said laws and that copying does not constitute the right to publish, quote, or in any other way print or 
make available or distribute electronically the information in these copies without the permission of the 
copyright holder. I understand that the material I have requested can only be used for the purpose of 
private study or research.  

Signature: Date:

Name:
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Researcher Registration Form 
Policies Governing the Use of Archival Materials 
Use of Materials 
1. Use of materials requires registration and presentation of appropriate identification. 
2. Keep all bags, briefcases, and computer cases off the table in the reading room.
3. No eating, drinking, or smoking is permitted in thereading room. 
4. All materials must be used in the reading room. None will be circulated or loaned.  
5. Use only pencils in the reading room. Do notmake any markings of any kind on archival materials or books. Do not remove annotations already present on materials.
6. Please handle all materials carefully. 
7. Use only one document box at a time. Removeonly one folder at a time. Do not remove items from the folders. The arrangement of the papers must be  maintained. If it seems that the contents of a box or folder are out of order, please bring it to the attention of the department staff.  
Reproduction for Research 
The Archives and Records Management Department will consider requests for limited reproductions of materials when such duplication can be done withoutinjury to the material and when duplication does notviolate donor agreements or copyright law. 
Permission to reproduce does not constitutepermission to publish. Requests for duplicatingcertain materials may require the approval of theadministrative office which created the materials. TheHead of Archives or his/her designee has the rightat any time and without explanation to refuse  requests or to limit the amount of material to becopied.   
Reproductions are to be used for personal 
research only and are not to be copied or 
distributed in any manner unless agreed to by the 
Head of Archives or his/her designee. 
Permission to Publish 
Researchers should be aware that the CopyrightLaw of the United States (Title 17, UCS) providesprotection for unpublished materials as well as for published works. Permission to publish from orto quote from previously unpublished manuscripts orfrom published items under copyright must first be  obtained from the copyright holder. 
Requests to publish material copyrighted by the
Georgia Institute of Technology must be obtained
from the Head of Archives or his/her designee. 
I have read the above statements and agree to abide by these statements. I agree that any use of Institute materials will adhere to copyright law, and any infringement will be my sole responsibility. I furtheragree that I am solely responsible for the use madeof any material secured from the institute and any liability resulting from use.
Identification (check one):
Subject or Purpose of Research:
It is the researcher's responsibility to secure 
permission to pubish.
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Items Consulted 
(use additional pages as necessary) 
Photocopies 
Date 
Title of Book, Serial,or Archival Collection  
Call Number / 
MS/UA + Box Number 
Pages/Folder 
# of Pages
To receive photocopies, please sign the following statement: 
I agree to abide by the rules and regulations of the copyright laws of the United States of America (Title
17 U.S.C.). I understand that the materials described below are subject to all rules and regulations of
said laws and that copying does not constitute the right to publish, quote, or in any other way print or
make available or distribute electronically the information in these copies without the permission of the
copyright holder. I understand that the material I have requested can only be used for the purpose of  private study or research.  
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