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Background: The majority of the materials in the College Archives is open for research
by the administration, staff, faculty and students, as well as interested members of the
public. Some collections or records have been designated as closed for research. If a
researcher wishes to access records which are closed or restricted, approval must be
sought from a designee from the records’ office of origin. The research procedures
established by the Archives are designed to facilitate the preservation of the records for
future researchers.

Researchers are welcome to use the College Archives anytime during regular hours,
Monday through Friday; however, an appointment is preferred. Reference requests can
be made via telephone or e-mail. The College Archives can furnish photocopies of
documents and photographs for a nominal fee. Refer to Appendix A, Guidelines for Use.

Policy: Generally, archival materials do not circulate and must be used in the College
Archives under supervised conditions. Under special circumstances and by special
arrangement, archival materials may be loaned to members of the College community.



