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REGULATIONS FOR USE OF MATERIAL 
 
 

• Each researcher will complete an Application for Use of Material form to help the staff 
assist you with your research. By signing the form, the user acknowledges his/her 
acceptance of the regulations outlined below. 

 
• Smoking is prohibited in the building as well as in the Reading Room.  Food, beverages, 

or other foodstuffs and consumables are likewise prohibited as is the use of cell phones. 
 

• Materials in the Special Collections & University Archives may not be removed from the 
Reading Room. 

 
• Notes shall be taken in pencil or on a laptop computer.  No ballpoint, fountain, or felt-

tipped pens may be used. 
 

• Materials shall be used with care.  The researcher will not mark or write upon any items, 
nor place paper on which he/she is writing on any of the materials being consulted.  At 
the Librarian’s discretion, the researcher may be requested to wash her/his hands or to 
wear cotton gloves before using any materials. 

 
• Books must be kept flat on the table during use and their pages carefully turned. 

 
• The exact order and arrangement of the materials must be preserved.  If photocopies are 

required, make arrangements with the staff for flagging materials to be copied. If any 
mistake in arrangement or any damage is discovered, please advise the Librarian. 

 
• The photocopying or digital scanning of a reasonable amount of materials is allowed, 

subject to restrictions regarding copyright, fragility of the items, or those imposed by the 
donor.  Costs of photocopying are borne by the researcher.  Photocopies thus supplied 
may not be duplicated or deposited elsewhere without prior written authorization of the 
Librarian.   Request for photocopies are made to the Librarian (see reverse). 

 
• Digital, electronic or computerized scanning or photographing of materials by the user is 

not normally permitted (see reverse). 
 

• The researcher is cautioned that the Special Collections & University Archives is not 
normally the owner of literary rights to books, papers, and manuscripts deposited 
therein.  The researcher is responsible for securing permission to quote and publish from 
the original writer/creator, or his/her heirs.  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 (see reverse). 
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Reproduction of Materials 
Special Collections and University Archives provides photo-reproductions in reasonable 
amounts for scholarly use under the following conditions:  
 

• All photocopies are made by Special Collections staff.   

• Photocopies cost $0.10 for students and faculty, $0.25 for other researchers. 

• Special Collections reserves the right to limit the number of photocopies in any order and 
may decline to make duplicates if the items are fragile.  

• Requests for scanned copies should be made to Special Collections staff. Costs will be 
determined on a case-by-case basis.  

• The copyright law of the United States (Title 17, United States Code) governs the making 
of photocopies or other reproductions of copyrighted material. Copies are prepared 
solely for the use of the researcher and may not be 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 
copy or reproduction in excess of “fair use,” that user may be liable for copyright 
infringement. Researchers assume sole responsibility for any infringement of copyright.  

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

 

Permission to Publish 

• Permission to use or duplicate materials does not constitute authorization to publish 
them in part or in their entirety. A separate written request for permission to publish 
must be made in advance to the Director of Special Collections, and permission will be 
granted only after form is completed and signed.  

• All requests for permission must be accompanied by a cover letter providing information 
on the nature of the publication. Permission to publish is granted for one-time use only, 
for the life of the project requested. Unless specifically stated, Grand Valley State 
University does not claim ownership of the copyright on any of the materials in Special 
Collections. Except for brief excerpts, material under copyright cannot be duplicated 
without the written permission of the copyright owner. The full responsibility for 
infringement is assumed by the individual requesting permission to publish.   

• The researcher is warned that the use of libelous statements or the invasion of privacy is 
actionable under law. The researcher, by signing the Application for Use of Materials, 
agrees to indemnify and hold harmless the Board of Trustees of the Grand Valley State 
University and the University Libraries, Special Collections & University Archives and its 
staff against all suits, claims, actions, and expenses arising out of his/her use of 
unpublished materials.  


