
Research Center
Patron Registration Form 

(The Montana Library Records Confidentiality Act, MCA 22-1-1103, protects the 
information you provide.) 

       
TODAY’S DATE:  

NAME (please print): 

ADDRESS:  CITY: 

STATE:    ZIP:  TELEPHONE NUMBER: 

E-MAIL ADDRESS:

We can provide better service if we know something about your research topic: 

Place:  Date: 

Name(s): 

Other: 

The following information is optional: 

 What is the purpose of your research?
 Genealogy  Government  Student Project 
 Legal or Legislative  Historic Preservation  Academic 
 Personal interest  Other  

 Would you like to receive information about becoming a member of the Montana Historical Society?
Yes           No       Already a Member

I have read the Research Center Rules and I agree to abide by them.  I understand that violation 
of these Rules can result in the revocation of my research privileges. 

Signature: Date: 

PLEASE USE THE REVERSE OF THIS SHEET TO REQUEST ITEMS FROM 
THE COLLECTION THAT YOU WOULD LIKE TO USE

STAFF USE:  PHOTO ID TYPE AND # 



EXAMPLES 

Please list the appropriate call or collection number for those items you want to request to view.  A staff member will 
pull the item(s) and indicate that you received them and returned them.  Return items to the reference desk when you 
have finished using them.  Please see a staff member if you wish to request to view original photographic materials. 
Item #        Title/Description   Received      Returned 
917.8042 G215J McGregor, The Journals of Patrick Gass 
PAC 90-87.34-2 Evelyn J. Cameron Photographs 
MC 226 Box 1 Evelyn Cameron Papers 
Newspaper Helena Independent Record, March 1893 



Research Center Rules 

These rules are in place to ensure our valuable collections are preserved and available for both today’s 
researchers and for future generations of researchers. 

Use of Collections 
1. Researchers must sign in and complete a registration form.  A valid photo ID must be presented.
2. Free lockers and cubbies are provided for storing coats, purses and other personal items. No briefcases, bags, 
packages, backpacks, suitcases, laptop cases, three-ring binders, folders or containers/enclosures of any kind may be 
brought into the reference room. Only materials essential to note-taking (notepaper, laptops, etc.) may be used in the 
reference room.
3. The MHS is not responsible for lost or stolen items.
4. Only pencils may be used in the research room.  Pens or ink of any kind are prohibited.
5. Food and beverages are not allowed in the research room.
6. Please turn off or silence your cell phone.  Please take any phone calls outside of the research room.
7. All personal items brought into the research room will be searched by MHS staff.
8. Public access computers are provided to assist researchers in conducting research related to our collections or to 
Montana history.  Any other use is secondary and may be restricted by staff.
9. All materials must be handled carefully.  Gloves must be worn to handle photographs and other fragile items.  For 
archival and photographic collections please use only one box and one folder at a time.  Their existing arrangement must 
be preserved.  Items must be turned in order and kept neatly in the folders.  Do not take notes on top of the material.  
Please report any errors in filing rather than fixing them yourself.
10. Photocopying is generally allowed, however, all materials must be approved for photocopying by a staff member 
prior to copying.  Staff will provide researchers with colored paper to flag archival materials for photocopying. When 
photocopying, take the entire folder, not just an individual item, to the desk for staff approval and then to the copier.
11. The use of any reproductions from materials in copyright is subject to fair-use provisions of Title 17, United States 
Code (see Copyright Notice on reverse).
12. The use of certain materials may be restricted.  To protect its collections, the MHS reserves the right to restrict use 
of fragile materials.
13. No materials will be retrieved for use after 3:30pm.  
14. The signed Patron Registration Form must be returned to the reference desk before leaving.
Use of Digital Cameras in the Reference Room
Limited patron photography is permitted in the main Reference Room.  Digital cameras are not allowed in the 
Photograph Archives Reading Room.  We reserve the right to deny requests or revoke photographic privileges of users.

1. Photographs taken of collection items are for reference purposes only and may not be reproduced, shared with
others, published, or posted on the web. Images for publication must be requested by submitting a Digital Image
Order form and Permission to Publish form. Fees will apply.

2. Only digital cameras, SLR cameras of standard focal length, and mobile devices may be used; clicks and audible
alerts must be disabled. No tripods, scanners, camera flashes, laptop cameras, SLRs with a larger than standard focal
length lens, or special lighting are permitted. Users may not stand on chairs or rearrange furniture.

3. All materials must be handled carefully per staff instructions.  Staff are available to assist you with this. Bound
volumes must be supported in a book cradle; pressure must not be applied to bindings. Unbound material must
remain in its original folder and be kept in order.

4. No pictures may be taken of the Reference Room, other readers, or the staff.
5. It is the responsibility of each user to keep complete and accurate citations (complete location information) for all

items photographed.  Subsequent orders for high-resolution images cannot be processed without this information.
We strongly suggest that you write the Call Number and Page Number, Collection Number and Box/Folder number,
or Item Number on the template provided to facilitate your record keeping.

Please sign the Patron Registration form to acknowledge your agreement to these Rules. 



 

 
 

COPYRIGHT NOTICE  
The Copyright law of the United States (Title 17, United States Code) governs the making of photocopies or other reproductions of copyrighted material. 
Under certain conditions specified in the law, libraries and archives are authorized to furnish a photocopy or other reproduction. One of these specified 
conditions is that the reproduction is not to be "used for any purpose other than private study, scholarship, or research." If a user makes a request for, 

or later uses, a photocopy or reproduction for purposes in excess of "fair use," that user may be liable for copyright infringement. This institution 
reserves the right to refuse to accept a copying order if, in its judgement, fulfillment of the order would involve a violation of copyright law. 
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