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National Archives and Records Administration § 1254.40 

workstations are operated and main-
tained on a United States Government 
system, and activity may be monitored 
to protect the system from unauthor-
ized use. By using this system, you ex-
pressly consent to such monitoring and 
the reporting of unauthorized use to 
the proper authorities. 

(c) You may not use these 
workstations to gain access to enter-
tainment or other inappropriate Web 
sites in our research rooms. You also 
may not use these workstations to con-
duct private business not related to 
your research or NARA holdings. 

(d) NARA provides at least one Inter-
net access workstation in each facility 
that complies with the Workforce In-
vestment Act of 1998, ensuring com-
parable accessibility to individuals 
with disabilities. 

(e) You may download information to 
a diskette and print materials, but the 
research room staff will furnish the 
diskettes and paper. You may not use 
personally owned diskettes on NARA 
personal computers. You may not load 
files or any type of software on these 
workstations. 

RULES RELATING TO USING ORIGINAL 
DOCUMENTS 

§ 1254.34 What are my responsibilities 
when using documents? 

(a) You must sign for the documents 
you receive and we may require you to 
show your researcher identification 
card. 

(b) You are responsible for the proper 
handling of and prevention of damage 
to all documents delivered to you until 
you return them. Specific handling in-
structions are given in §§ 1254.36 and 
1254.38. 

(c) When you finish using the docu-
ments, you must return them to the re-
search room attendant. 

(d) You must not remove the ref-
erence service slip that accompanies 
the documents to the research room. 

(e) If we ask, you must return docu-
ments up to 15 minutes before closing 
time. 

(f) Before leaving a research room, 
even for a short time, you must notify 
the research room attendant and place 
all documents in their proper con-
tainers. 

§ 1254.36 What care must I take when 
handling documents? 

To prevent damage to documents, we 
have rules relating to the physical han-
dling of documents. 

(a) You must use only pencils in re-
search rooms where original documents 
are used. 

(b) You must not lean on, write on, 
refold, trace, or otherwise handle docu-
ments in any way likely to cause dam-
age. 

(c) You must follow any additional 
rules that apply to the use of special 
media records at our facilities, such as 
wearing cotton gloves we provide you 
for handling still pictures and any 
original film-based materials. 

(d) You must identify documents for 
reproduction only with a paper tab 
that we provide you. You must not use 
paper clips, rubber bands, self-stick 
notes or similar devices to identify 
documents. 

(e) You must use exceptionally valu-
able or fragile documents only under 
conditions the research room attend-
ant specifies. 

(f) You must request that research 
room personnel unstaple or remove 
other fasteners from documents that 
cannot otherwise be read. 

(g) If you notice damage to any docu-
ment(s), notify the research room at-
tendant immediately. 

§ 1254.38 How do I keep documents in 
order? 

(a) You must keep unbound docu-
ments in the order in which we deliver 
them to you. 

(b) You must not attempt to rear-
range documents that appear to be in 
disorder. Instead, you must refer any 
suspected problems with the records to 
the research room attendant. 

(c) You may use only one folder at a 
time. 

(d) Remove documents from only one 
container at a time. 

§ 1254.40 How does NARA prevent re-
moval of documents? 

(a) You must not remove documents 
from a research room. Removing, muti-
lating, or revising or otherwise alter-
ing documents is forbidden by law and 
is punishable by fine or imprisonment 
or both (18 U.S.C. 2071). 
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