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USE OF MANUSCRIPTS AND ARCHIVES

The following information answers basic questions regarding the use of manuscripts and archives 
and alerts researchers to regulations meant to ensure proper use of these materials. Researchers must 
handle all materials properly and must follow all rules and procedures. If a researcher is handling 
materials in a way that is potentially damaging, or not following the rules and procedures, a researcher’s 
privileges may be revoked. Photographic identification must be provided. Please acknowledge that you 
have read these instructions by signing the bottom of this form. 

Retrieval 
All manuscripts and archives are housed in locked cabinets and are non-circulating. Request 

items by filling out a Research Request form.

Manuscripts and archives may only be examined at the library tables reserved for their use. A 
Special Collections staff member will bring the materials to you in the research area. 

Handling of Materials 
Please make sure your hands are clean. White gloves will be provided if needed to handle 

photographs. 

Handle materials gently. Do not lean on, trace over, write on, fold, or prop them open. When 
taking notes, do not write directly on top of materials. Most manuscripts and archival materials are unique 
and irreplaceable. Researchers must use PENCIL ONLY. The use of ink pens is not allowed since 
accidental ink stains will permanently and irreversibly deface materials. 

Manuscripts and archives must be maintained in the order in which they are received; use only 
one folder at a time. If material is discovered out of order, do not rearrange it; notify staff. 

No food or drinks are allowed near the archival materials. 

Duplication of Manuscripts, Archives, and Rare Books 
Certain restrictions apply to the duplication of manuscripts and archival materials. Only Special 

Collections staff may photocopy materials from manuscript and archival collections. 

Researchers may use personal cameras for images they will be using for their personal reference 
use.

Special Collections staff may facilitate the creation of high-quality scans or photographic 
reproductions of archival and manuscript materials. 

Special Collections staff reserves the right not to fulfill a duplication request if it may harm the 
materials or if there is reason to believe the copy may be used for any purpose other than private study, 
scholarship, or research. 

Statement on copyright

Permission to obtain a photocopy or other facsimile of material does not constitute permission to 
reproduce, distribute, publicly display, publish, or make other protected uses of that copy if it is protected 
under copyright law (Title 17, U.S. Code). The user of the photocopy may engage in such protected uses 
if he or she obtains permission from the holder of copyright in the original materials, if the term of 
copyright in the original material has expired, if the use is a “fair use” under copyright law, or other 



applicable exemption. The user of this copy is responsible for determining what uses are lawful and to 
obtain any required permission and pay any required fee. 

Acknowledgment

When citing materials from the Libraries' collections, researchers should include the following 
information in the citation: a copyright notice (if the copyright holder is known); acknowledgment of the 
photographer, if applicable; the title of the collection; and the credit line, "Gorgas Memorial Library, Walter 
Reed Army Institute of Research." 
For example: Students and Faculty 1896; copyright U.S. Army; John Doe, photographer; Records of the 
WRAIR; Gorgas Memorial Library, Walter Reed Army Institute of Research.

More information, such as folder title may be required for footnotes and endnotes. 

I agree to handle manuscripts and archival materials responsibly. 

I understand that it is my responsibility to make a reasonable effort to determine the 
copyright holder for any materials that I plan to reproduce or publish; in cases in which the 
copyright holder is known, I have obtained permission from the owner of the copyright to use the 
material and will comply with all requirements of the owner regarding notice.

I agree to hold the Institute, its agents and employees harmless from any and all claims or 
liability of any kind arising out of or related to my use of the protected material.

I agree not to modify or alter the protected material in any way other than what is 
necessary to reproduce or format the image for publication or posting on the Internet. Any use of 
such materials will be accompanied by a copyright notice, attribution to the named collection, 
acknowledgment of the copyright owner, if applicable, and the credit line “Gorgas Memorial
Library, Walter Reed Army Institute of Research.” 

I have read, understand, and agree to follow the foregoing rules for use of manuscripts
and archives.

Name 

Street Address

City State Zip

Phone Email

Institutional 
Affiliation

Collections 
Requested

Staff Initials

Signature ________________________________         Date _______________

Please email your forms (Records Request Form, and Use of Manuscripts and Archives Form) to   
usarmy.detrick.medcom-wrair.mbx.gorgas-inter-library-loan@health.mil and bring both forms to 
your appointment.  




