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Reproduction Policy:  
1.   Still photography using hand-held cameras may be used with prior permission from the 

Archives staff. The resulting images are not to be used for publication, manipulation, 
display, or in any manner outside the guidelines of Fair Use (17 U.S.C., Section 107) 
without the express written permission from the AFS Archives.   The daily camera fee of 
$35 should be paid and the camera permissions form reviewed and signed prior to the 
taking of any photographs.  The photographer’s feet must remain on the floor at all 
times, and no flash, tripods, stools, or other extraneous devices are allowed. We reserve 
the right to take away the photography privilege at their own discretion if a researcher 
is not following the rules or risks harming archival material. There will be no refunds 
issued in this case. Photographs are not allowed for potentially sensitive or restricted 
material.  

 
2.   Photocopies and scans (by Archives staff) can be made, and the resulting files are not to 

be used for publication, manipulation, display, or in any manner outside the guidelines 
of Fair Use (17 U.S.C., Section 107) without the express written permission from the AFS 
Archives. There is no self-service photocopying in the AFS Archives. Please submit 
photocopying and scanning requests at the end of your visit.  Arrangements will be 
made to e-mail your photocopies or scans to you, which may take several weeks to 
process. Pre-payment by cash or check is required. Photocopies are $0.75/page and 
JPEG reference scans are $15.00/scan.   

 
3.   Payments can be made by cash or check at time of visit. Checks should be made payable 

to “AFS Intercultural Programs, Inc.” with “AFS Archives- Collections” specified in the 
subject line. Credit cards are not accepted at this time. 

 
 

Restrictions on Use: 
1. The use of certain manuscripts or other materials may be restricted by statute, by office 

of origin, or by the donors.  For the protection of its collections the AFS Archives staff 
also reserves the right at their sole discretion to restrict the use of materials which are 
not arranged or are in the process of being arranged, materials of exceptional value and 
fragile materials.  In some cases copies may be substituted for originals.   
 

2. Many of the collections in the AFS Archives are processed at a minimal level, and may 
contain sensitive or restricted material.  Researchers are asked to alert an archivist 
immediately if they see material that they believe may be sensitive or restricted 



 

 

material, and are not to photocopy, photograph, reproduce, or disclose information on 
these items to anyone outside the AFS Archives.   
  

3. Photocopies, photographs, and scans as a result of this visit are for personal use only.  
These files are not to be used for publication, manipulation, display, or in any manner 
outside the guidelines of Fair Use (17 U.S.C., Section 107) without the express written 
permission from the AFS Archives.  Usage without prior payment and the express 
written permission of the AFS Archives is strictly prohibited.  In giving permission to 
copy, quote from, or publish, the AFS Archives does not surrender its own right to 
publish such material or to grant others permission to do so. 
 

4. In the event that this research becomes a source for publication, a credit line indicating 
the Archives of the American Field Service and AFS Intercultural Programs is required.  
AFS also requests a complimentary copy of the publication.  If a copy is unavailable, 
please send us a bibliographical note. 
 

5. The researcher assumes full responsibility for fulfilling the usage terms. 
 
 

Procedures for Obtaining Materials and Use of Reading Room: 
1. Each researcher must complete a “Researcher Registration” form for every research 

project.  The Archives will use basic (not personal) data from the forms to generate 
statistics on archival use.   
 

2. Researchers are asked to not use cell phones in the reading room.  
 

3. Researchers are permitted only at the designated reading room desk.  Any time a 
researcher leaves the reading room desk, they are asked to alert the Archivist on call 
before doing so. Researchers are not allowed to browse among the stacks. 
 

4. The researcher is responsible for returning all materials to a staff member; no materials 
may leave the Archives, nor may they be transferred to another researcher. 
 

5. No smoking, food, or beverages (including water) in the Archives.   
   

6. Coats, outerwear, bags, and other personal items must be placed in designated areas. 
 

7. Researchers must use pencils.  Due to the potential harmful residue from ink, pens are 
not permitted.  Laptops are permitted. 



 

 

Handling of Archival Materials: 
1. Materials not be marked, torn, cut, folded, soiled, traced over, nor handled in any 

manner which might cause damage. 
 

2. Materials must be handled by the edges and lay flat when in use. 
 

3. To assist the staff in maintaining the order of the collections, researchers are requested 
to observe the following: 

a. Request only one collection at a time and use no more than one box at a time. 
b. Use only one folder from a box at a time. 
c. Maintain the existing order of material within each folder and box.  If there is 

any doubt as to the order or if there is apparent damage, please notify the 
Archivist. 
 

4. Archival material may not be removed from the reading room for any purpose.  The AFS 
Archives reserves the right to examine all other materials leaving the reading room.  
  

5. Material may be photoduplicated in accordance with the policies and procedures of the 
AFS Archives. 
 

6. The AFS Archives may set reasonable restrictions to protect fragile or damaged 
materials. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 


