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SECURITY AND USE OF HOLDINGS
Manuscripts and Archives exists to preserve the heritage of the past and to make it available to
researchers. Our holdings are non-circulating and must be used in the reading room, where they
are checked in by staff once patrons are finished with them. For protection of the materials,
security devices, such as CCTV, still cameras, and alarms, are in use in the area. Members of
Yale University Security and Yale University Police routinely patrol all areas of the Library.
You may be asked to provide identification at any time. Privileges may be revoked if policies
and procedures are not adhered to. Should you have any questions regarding Manuscript and
Archives security or use policies, please contact a staff member.

TERMS GOVERNING USE OF HOLDINGS

Upon application, Manuscripts and Archives grants permission to examine its holdings to
qualified researchers, according to University Policies on Access and subject to whatever
restrictions may have been placed by donors or depositors. We will not grant exclusive rights to
examine holdings.

Social Security Numbers

Holdings may contain Social Security numbers. The reader must agree not to record, reproduce,
or disclose any Social Security numbers that may be included in requested materials. Failure to
comply with this agreement may result in the loss of research privileges at Yale University.

Reproduction
The department will consider requests for the reproduction of its holdings. All reproductions (of

whatever nature) are provided for the reader’s individual use. We reserve the right to request the
return of copies and prohibit the making of duplicate copies from those we furnish.

Publication

By granting permission to examine holdings or by supplying a reproduction, we are not
authorizing publication. The reader must obtain permission to publish texts and facsimiles from
the owners of the copyright, typically the creator or the heirs to his or her estate. The Library
will be held blameless for the infringement of copyright or of publication rights held by others.

Manuscripts and Archives can only grant permission to publish texts or images for which Yale
University is the copyright holder. We reserve the right to assess a use fee when granting
permission to publish materials for which the University does hold copyright. In giving
permission to publish, the Yale University Library does not surrender its own right thereafter to
publish the material or to grant permission to others to publish it.

Researchers publishing texts or facsimiles from our holdings should cite Manuscripts and
Archives, Yale University Library as the source. As soon as a work is published, the researcher
should present Manuscripts and Archives with a copy of any publication (except a dissertation)
that relies heavily on the department’s holdings.



READING ROOM PROCEDURES FOR PATRONS

These procedures are intended to provide equitable access to Collection materials in a manner
that ensures their preservation. While working in the Cowles Reading Room, please adhere to
directions given by the Reading Room staff and observe the following:

1.

10.

11.

12.

13.

14.

15.

16.

Only registered researchers may have access to collection material. Registered Readers will wear
a daily pass and will identify themselves to the staff member in the Reading Room before
beginning any research.

Readers are required to leave all personal property in lockers provided for that purpose. Oversize
items, which cannot fit in the lockers, must be left with the public services assistant in the reading
room.

With permission of the archivist, Readers may bring materials for reference into the Reading
Room.

Pens, indelible pencils, and note pads or other personal papers are not permitted in the reading
room. The Collection provides the Reader with 8 1/2" x 11" loose paper and pencils for note
taking. We also permit the use of loose note cards up to 5" x 8", laptops, cameras, and tape
recorders for note taking. Any carrying cases must be left in the lockers.

Readers may browse the bookcases on the first floor, but we limit access to the mezzanine to the
staff of Manuscripts and Archives. Aside from the materials located on the first floor of the
reading room, all materials must be paged for researchers by the Collection staff.

Readers will submit a call slip for all materials, including those they remove from the shelves on
the first floor.

Readers may select any open seat in the Reading Room, but at the discretion of the staff, some
materials must be used at the reading table closest to the Reading Room counter.

Readers may have one box or volume at their reading table at a time and no more than ten boxes or
volumes in the reading room.

Because materials are unique and can be fragile, Readers must handle them with great care. They
may remove only one folder from a box at a time and they must maintain the original order of the
folders in the box and materials in the folder. If materials appear to be misfiled or if there are
other questions about the proper handling of materials, please consult a staff member. Materials
may not be removed from folders for any reason. No marks may be added or erased, and no
tracing or rubbing is permitted.

Collection materials are non-circulating and may not be removed from the Reading Room for any
reason without prior authorization.

Readers should rewind any microfilm or audio or videotapes used before returning them to their
cases.

When Readers are finished with items, they should affix a completed blue Return/Hold slip. If a
Reader plans to return to continue using the material, s/he may ask that the item be held for a
limited period of time by noting that on the slip.

As a courtesy to other Readers, please refrain from loud conversations or transcribing and turn the
ring off cell phones. Readers must leave the Reading Room to make or receive telephone calls.
Readers needing reproductions of finding aids or items in the Collections should speak with the
public services assistant in the Reading Room. We reserve the right to refuse to reproduce an item
when such reproduction might cause injury to it or when donor or copyright holder restrictions
apply.

Readers leaving the reading room must show the reading room assistant any materials they are
taking with them. We reserve the right to search any notes or belongings.

Researchers must remove all personal belongings from the department at the end of day and return
the daily pass to the staff member in the reference center.



APPLICATION TO EXAMINE

MANUSCRIPTS AND ARCHIVES
YALE UNIVERSITY LIBRARY
P.O. Box 208240
New Haven, CT 06520-8240
203-432-1744 203/432-7441 (Fax)

Date
NAME (Please print)
last name first name middle initial
Affiliation (check box): [1 Yale Undergraduate [JYale Graduate 0 Yale Faculty Yale Other

[INon-Yale Undergraduate [] Non-Yale Graduate [INon-Yale Faculty [] Other

Research subject:

Institutional affiliations and academic status:

EMAIL: Telephone:
Address:
City: State/Country Zip Code

| have read and agree to the terms governing use of departmental holdings.

Applicant's signature:
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WARNING CONCERNING COPYRIGHT RESTRICTIONS

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 other 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 judgment, fulfillment of the order would involve violation of
copyright law.
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Staff Member: c¢s853

Billing Address
Danny Lewandowski
2890 Ivy Ridge Lane
Roswell, GA 30076
United States

Yale University Library
(] .
Manuscripts and Archives

P.O. Box 208240
New Haven, CT 06520-2840

www.library.yale.edu/mssa

MSSA Sales Order #3049
Order Date: 9/6/2013

Shipping Address
United States

Order Description

Description Detail Ordered Price Ext Price
BOZ2. scan, new new, $25 each 5 $25.00 $125.00
B11. eft transfer fee EFT, $8 1 $8.00 $8.00
Paying by Credit Card
Visa MC AmEX Subtotal:  $133.00
B I - Out-of-State 0% Tax +$0.00
. TOTAL: $133.00
Number: Deposit Balance:  $0.00
Expiration Date: Balance Due: $133.00
3 or 4 digit security code:

(look on the back of your credit can

Paying By Check or Money Order

Make check payable to Yale University
Write sales order # on memo line

1)
2)
3) Check must be in US dollars, drawn on a US bank
4) Mail check with one copy of this invoice to:

Manuscripts and Archives
Yale University Library

P.O. Box 208240

New Haven, CT 06520-8240

For Expedited Shipping’
FedEx# .

Paying by Interdepartmental Transfer
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*If there is a shipping charge appled, please deduct it from the invoice.

If you have any questions, please do not hesitate to contact us.

mssa.assist@yale.edu

2034321735

fax: 203-432-7441
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