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Registration Form 
 

 Date:        /             / 

RESEARCHER INFORMATION 

Name:   I.D: (Driver’s license or other I.D.) 

  
Street address: Phone no.: 
 (          ) 
City: State: ZIP Code: 
   
Email: 
 

 RESEARCHER STATUS 
University/Company/Institution: 
  

 Undergraduate  Graduate  Alumnus/a  Faculty  Staff  Visitor 
 

RESEARCH TOPIC: 
 
How did you learn of our Department’s resources? (e.g. class visit or assignment, Online Archive of 
California, LMU website, LMU Library catalog, Google or other web search engine, Instagram, WorldCat, 
personal referral, professional literature): 
 
 
 
 

 
Please read the Rules for Researchers below and sign the document. By signing you agree to abide to all 
policies and procedures regarding access and use of Special Collections materials. 
 
1. The Reading Room is open by appointment only.  Please contact Archives and Special Collections 

(email: Special.Collections@lmu.edu ; telephone: 310.338.5710)   
 

2. The Department of Archives and Special Collections Reading Room is open to researchers age 18 and above.  
 

3. Anyone under the age of 18 must be accompanied by an adult guardian who is registered as the researcher.  Please 
contact Archives and Special Collections for permission prior to making an appointment. 

 
4. Requests for materials should be made in advance of the research appointment whenever possible. Staff may be 

unable to page materials from storage during the appointed research visit. 
 

5. On their first visit to the reading room, researchers must complete a registration form, provide official photographic 
identification, and sign the daily visitor log.  On subsequent visits, they need only sign the daily visitor log. 
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6. No food or drink, including water, gum or lozenges, is allowed inside the reading room.  
 

7. A locker located outside the Department will be assigned to each registered researcher. All personal belongings 
(including backpacks, briefcases, purses, laptop cases, bags, coats, food or drink, and other non-research items) 
must be stored in the assigned locker before entering the reading room. Oversized items that do not fit inside a 
locker must be checked with the reading room attendant. Staff reserves the right to inspect researchers’ 
possessions when they leave the reading room. 
 

8. The department supplies notepaper and pencils for researchers. No pens or markers are allowed inside the 
reading room. Researchers must not mark any departmental materials. Do not place notepaper directly on books 
or manuscripts when taking notes. 

 
9. Cell phones, tablets, laptops and other electronic devices are permitted inside the reading room for photography, 

and note taking. Sounds must be turned off on all devices and researchers should excuse themselves from the 
department if an audible conversation is necessary. 
 

10. Researchers must sign call slips before using materials. One box or item at a time is allowed on the table with the 
researcher. A&SC staff reserves the right to limit the number of items a researcher may use during their visit.  

 
11. Materials in the Department of Archives and Special Collections do not circulate and must be used within the 

reading room.  Only registered researchers with a scheduled appointment are allowed into the reading room. 
 

12. All materials are to be handled with care and in the manner directed by A&SC staff.  Some materials may require 
the use of cotton gloves, book supports or other research aids. All materials must be left in their present order and 
arrangement.  When necessary for reasons of preservation, photocopies or other facsimiles or transcriptions may 
be made available in lieu of the original. 

 
13. Researchers will make duplication requests, such as scans, photography, photocopies or digitized copies of 

audiovisual materials, through the online Duplication Request Form. All requests will be carried out by, and at the 
discretion of, staff or outsourced by staff to a trusted vendor.  Charges for these services as well as limits on the 
number of scans or photocopies that may be requested are listed in the current Fee Schedule. Advance payment is 
required. If the possibility of damage to the materials exists, staff will not fulfill the request.  Staff will determine 
timeframe for completion of duplication requests.   

 
14. In lieu of requesting duplication services, researchers may use their personal digital cameras to take fair use 

photographs free of charge, subject to the “Camera Use” policy given to researchers. 
 

15. Materials in the Department of Archives and Special Collections may be subject to copyright.  Unless explicitly 
stated otherwise, Loyola Marymount University does not claim ownership of the copyright of any materials in its 
collections.  The user or publisher must secure permission to publish from the copyright owner.  The University 
does not assume any responsibility for infringement of copyright or of publication rights held by the original 
author, artist or creator or his/her heirs, assignees or executors. 

 
16. Permission to publish materials from Archives and Special Collections must be obtained from the head of the 

Department in advance of publication. 
 

 I have read and agree to abide by the above rules for the use of the Department of Archives 
and Special Collections. 

        
 

Signature: _________________________________________________________________ 
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