GUIDELINES FOR CONDUCTING RESEARCH IN THE PERMANENT COLLECTION
The material in our permanent collection is not replaceable. Because you will be working with original and oftentimes delicate materials, please observe the following rules:
1. Research visits must be scheduled in advance. The Museum reserves the right to schedule research visits according to staff availability and to decline research use requests when staff members are not available to assist and supervise.

2. Due to the use of staff time and materials a small fee will be applied to research visits. There will be a fee of $25 for each research visit. Researchers will be sent an invoice after their visit and payment will be due within 30 days. Fee will be waived for student researchers presenting a valid student ID.
3. The material you wish to research must be identified in advance. Staff pulls the material for each visit in advance and will not be able to accommodate a change in research material. 
a. If the material you are researching can be shared digitally (e.g. a scanned photograph or drawing) staff may promote this method of research.

4. No food or drink should ever be brought into the permanent collection. If you have any food or drink items, please let a staff member know and they will be placed in a holding area.
5. Every researcher needs to fill out the survey form on the reverse of this sheet once every calendar year. If you have not been in for some time you may be asked to review this sheet before getting back to your research.
6. Materials will be given to you one box or one file section at a time. Please take out only one folder at a time and do not remove materials from their folders without discussing this beforehand with the staff.
7. All materials are non-circulating and cannot be removed for use in another room.
8. For taking notes you may only use a pencil, no pens or markers. A pencil will be provided if you need one.
9. Please handle all materials gently, fully supporting them at all times. For some materials you will be asked to wear nitrile gloves while handling. Staff may request you wash your hands prior to handling.
10. The National Building Museum reserves the right to deny access to unprocessed papers and to close all or parts of sensitive or at-risk collections for specified time periods. Museum reserves the right to deny access to materials that are on loan from individuals or other institutions. 
11. If your research results in a formal paper or publication, a copy must be provided to the archives, and the National Building Museum must be cited among your sources. Researcher should consult Museum on proper citation of material.
12. Researchers must get permission from supervising staff member prior to taking photos.
13. If your research results in the need for high resolution scans of material for reproduction the terms and fees of the Museum’s Permission for Use form will apply.

National Building Museum In-Person Research Request Registration Form
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Representing:  Self           Other      
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City\State\Zip                                                                            





Phone 
                                                                






 
Research Topic:

Anticipated result of research (paper, journal article, etc.):

How did you learn about the NBM permanent collection?

I have read the rules on the reverse of this sheet and I agree to observe these rules.

Signature








Date

