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 Collection Presentation Guidelines

For the security of the Newberry’s staff, visitors, researchers, and collections, we ask you to join our efforts to create a research-friendly environment and to preserve the collections for future generations by adhering to the library’s policies.

A Newberry staff member will be present to supervise the collection presentation and the handling of collection materials. Please allow a few minutes at the start of the presentation for Newberry staff to discuss the conditions under which you may handle materials on display. 

Guidelines:

· The following items are not allowed in the room with collection materials. Please use the lockers available on the first floor or basement to store these items.
· Food and beverages (including water)
· Backpacks, briefcases, book bags, large handbags, laptop computer bags
· Umbrellas
· Coats and other outer garments
· Scanners
· Scotch tape or glue
· Scissors, pocket knives, or other implements for cutting
· Post-It notes
· Highlighters or markers

· [bookmark: _GoBack]While handling the collection materials, please adhere to the following rules:
· Pencils only may be used for note-taking
· Digital photography is allowed, but the flash must be turned off
· Handbags must be closed and placed on the floor
· Books must be supported as evenly as possible to prevent strain on the bindings; staff will provide futons, book weights, and book stands as necessary
· Handle library materials with clean, dry hands; staff will provide gloves as appropriate
· Newberry staff will open foldouts and handle tricky or fragile items; ask for help if you are uncomfortable handling something
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