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RULES AND PROCEDURES FOR MATERIALS USE 

�
Please initial each item to verify that you have read and understand the procedures of 
the Georgia Historical Society Library and Archives.  You will be held accountable for 
following the rules and procedures for use of GHS material.  
�
���� Notes may be taken with pencils, personal computers, or tape recorders. 

No pens, highlighters, or other unapproved instruments are to be used. 
 
____ Patrons are not permitted to mark, draw, photograph, or write on, 

paperclip, staple, adhere post-its to, or fold any L ibrary and Archives 
materials. 

 
_____ Rare materials, including manuscripts, visual materials, artifacts, rare 

books, and pamphlets must be used at the reserved table. Do not leave 
materials unattended at the reserved table. Please not ify Library and 
Archives staff when you are finished using rare materi als and return 
them to the reference desk. 

 
_____ White gloves will be provided and must be worn when handling 

photographic material and artifacts. 
 
_____     The existing arrangement of unbound archival material must be 

preserved. Please do not remove materials from folde rs. If you find 
material you believe to be out of order, please advis e Library and 
Archives staff, but do not change the order. 

 
_____ When using archival material, only one folder o f material at a time may 

be removed from an archival box. 
 
_____ All photocopying is administered by Library and Archives staff. Please 

consult Library and Archives staff for appropriate ph otocopy request 
form. Copying may be prohibited due to donor restricti ons, copyright 
law, or condition of the item(s). 

 
_____ Patrons are not permitted to remove materials from the reading room. 

The staff reserves the right to examine personal resea rch material 
(including notes, folders, binders, etc.), as well a s backpacks, purses, 
etc., at any time. ��
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�
I have read, understand, and agree to abide by the rules and procedures for use of materials 
of the Georgia Historical Society. In addition, I have been made aware of the GHS Rules 
and Regulations for Library and Archives and of the use of video surveillance in Hodgson 
Hall. Failure to comply with GHS procedures, rules, and regulations will result in the loss 
of use privileges and may result in fees or legal action. 
�
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