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The Special Collections Department supports thdsgoa
Joyner Library and East Carolina University by adqg,
preserving, arranging, describing, and making abéel for
research purposes original manuscript and arclugliéc-
tions, rare published works and other historicalenals.

It maintains a closed stack, non-circulating refogifor the
care and security of its unique, rare and valuhlgtwric col-
lections.

The Special Collections Department is open to thdents,
staff and faculty of East Carolina University anchtembers
of the general public.

It provides equal access to all qualified reseascihno pro-
vide the required proof of identification and oéthwilling-
ness to abide by the rules and regulations ofapegitory

The Research Room has three public computers bigiiar
research use. Instructions on searching the citectre
posted near these computers.

The Special Collections Department is open to rebeas or
other visitors Monday through Friday from 8:00 AM5:00

PM. We are open on weekends but times and days vary
Patrons should consult our web sitewatw.ecu.edu/cs-lib/
spclcoll/index.cfmor call the main desk at 328-6671 for our
weekend hours and for our closings.

We cease pulling requested material fifteen miniefore
closing time.

CONDUCTING RESEARCH

Research Room attendants will photocopy or scaeason-
able amount of collection materials for researchers

Special Collections staff reserves the right toydesproduc-
tion of large bodies of material, restricted matisti entire
collections, or complete containers.

In most cases, we can make your copies in a relgtquick
manner. If there will be a significant wait fory,cour staff
will let you know.

Photocopies totaling less than 50 pages are frebafje
and $0.25 per page for 50 or more. Scans done &gi&8p
Collections are priced the same. Scans done byaDiQol-
lections are $9.00 or more, depending on the quadisired.
Patrons who wish to see our reproduction fee sdbexdun
go tohttp://www.ecu.edu/cs-lib/spclcoll/spclcoll/
rrpolicy.cfm

The Special Collections Department cannot accepnpat
for reproduction orders. Patrons must pay for aadeithe
Circulation Desk.




CONDUCTING RESEARCH TYPES OF MATERIALS COLLECTED

Reqguesting Items and Photocopies of Iltems

The department may acquire materials relating yoagiea of

- . : : research interest.
After filling out the Researcher Registration Fogay will

be handed a folder containing specific instructifomge-
guesting materials and photocopies. These ingngin-
clude an example form and blank forms to get yautedl.

However, it places particular emphasis upon acygipa-
pers, documents and publications within the follggvmajor
collections housed in the department.

ARCHIVES AND MANUSCRIPTS

Please read these instructions first, then if youii have
guestions we will be glad to assist you with any pce-
dures. However, as a reminder, Research Room atten-
dants are not authorized to do what is considereche re-
sponsibility of the researcher.

East Carolina Manuscript Collection

Focus: North Carolina, especially the East Cagotegion,
the tobacco industry, military and maritime topm®yid-
wide missionary activities. The East Carolina Msoript
Collection consists of manuscript collections, rocajjec-
tions, oral history collections, church records gedealo-
gies.

University Archives

Focus: Historical, administrative and legal reconfl East
Carolina University




TYPES OF MATERIALS COLLECTED CONDUCTING RESEARCH

BOOKS University Archives, Rare Book Collection, Hoover Bok
Collection, Schlobin Book Collection and Special Glec-

Rare Book Collection tions Reference Book Collection

Focus: Pre-1865 American slavery and maritimehyst Webpageat http://www.ecu.edu/cs%2Dlib/Archives/

Hoover Book Collection J.Y. Joyner Library online cataldgtp://media.lib.ecu.edu/
catalog.cfm

Focus: Worldwide history of Communism and Anti- Note: While ECU theses and dissertations can be fod

Communism through the advanced search, most unique archival ate-
rials cannot.

Schlobin Book Collection

Focus: Science Fiction and Fantasy




CONDUCTING RESEARCH

RULES AND REGULATIONS

6 7 8
9 6 :
9 0 ;
4 0 )
9 4, </, 4,0, 0,5,
4. </
. 4,0, 4 0
] 015!
9 ;
7
')

Researchers must use pencils only for taking notes.

Researchers must complete a new Researcher Registra
Form when they first visit the Research Room dueagh
fiscal year.

Researchers must provide all information requestedhe
form, including photographic identification.

In signing the Researcher Registration form, neteas
agree to comply with all the provisions of the Resh
Room Regulations.

This form is retained on file at the desk for yéuture visits.

Researchers must initial and date their form eagttldey re-
enter the repository for research purposes duhag d¢alen-
dar year.

Researchers may not remove documents from the Rbsea
Room. Removal of documents from this facility isrami-
nal offense.

Staff reserves the right to examine all researchetes or
any other possessions prior to their departure ftoenRe-
search Room.




RULES AND REGULATIONS

Allowed Items

Paper

Pencils

Research notes

Laptop computers and hand-held cameras (withosih fta
stands) in the Research Room if, in the opiniothefstaff,
they will not damage the collections or disturbesthatrons.
Cell phones, watch alarms, beepers, and other parsom-
munication devices turned off.

Prohibited Iltems

Food and drink

Tobacco

Books

Briefcases

Coats

Backpacks

Shopping bags

Umbrellas

Photocopiers or scanners

Or ANY other items that might be used to concedlection

materials or constitute a threat to security ofemtion mate-
rials.

Researchers may deposit prohibited items in the see,
no-cost, lockers or coat rack in the Reception Area

CONDUCTING RESEARCH

East Carolina Manuscript Collection

To search for online finding aids, go to the onlildabasat
http://digital.lib.ecu.edu/special/eaaiid to search for cata-
loged entries of manuscript collections, go toihe Joyner
Library online catalogthttp://media.lib.ecu.edu/catalog.cfm

Black binders in Research Room

These contain inventories of some collections énatcur-
rently unprocessed and print versions of whatusébin the
online database. These inventories are arrangeenmathy
by the collections’ call numbers (collection nungjer

Card catalog in Research Room

These contain subject/topic specific index cards tefer
you to an individual collection.

Many times these cards mirror the subject headmgsd in
the online database.

On occasion, these cards will index an item toexiio
level (for example a single letter) that may ndtestvise be
found in other locations listed above.

Note: These cards do not include unprocessed and/o
more recently accessioned materials.




CONDUCTING RESEARCH

For consideration: Primary source research inherently
requires much time by both staff and researcher. Rase
allow extra time in your schedule for things such & the
challenge of reading handwritten documents, regisation
procedures, time for staff to retrieve your materids and
photocopy requests.

Access to finding aids (guides, indexes, box aihdefdists
describing items in individual collections) is gaththrough
a variety of mediums.

Use the general guidelines on the following page stsrting
point. Please ask the staff any questions you masg.

RULES AND REGULATIONS

Prohibited Use of Materials

Original documents are unique items and cannot be
replaced. Staff have invested much time, effort, ral
expense in properly arranging each item in each
collection in a logical sequence.

Researchers may have one box of material on the aala
time, and should open only one folder of materia ame.
Researchers must not disturb the arrangement leictiohs.

Researchers who find misfiled items should inforhe t
Research Room attendants and not try to corredtlingson
their own.

Researchers must wear staff-provided gloves whedlimg
any photographic materials that are not in protectieeves.
This includes motion picture film, etc. Gloves malso be
worn while viewing Rare Books.

Researchers must keep documents flat on the tabie w
using them.

Researchers must not lean on items or place papat®
pads on top of documents while taking notes.
Researchers must not make marks or erasures @raese
materials.

Post-it notes are not allowed to mark materialsafor

reason.




RULES AND REGULATIONS

Copyright

Researchers are responsible for obtaining permis$io
guote, cite, reproduce, or otherwise use collecti@terials
from the copyright holders.

Literary rights to collection materials are not egsarily in
the public domain.

The provision of access to, or duplication of, eclion ma-
terials, does not constitute such permission.

When citing collection materials researchers mustude
the full source of the citation, including collewti number,
box number, folder number or letter, and item numfife
available) as in the following examples:

East Carolina Manuscript Collection materials:

Elias Carr Papers, (Collection #160, Box 2, Folder
Item 4), East Carolina Manuscript Collection, Spéci
Collections Department, J.Y. Joyner Library, East
Carolina University, Greenville, NC, USA

University Archives materials:

Chancellor's Office, Chancellor's Correspondence
File, 1978-1979 (RG1050, Box 2, Folder 3), Univer-
sity Archives, Special Collections Department, J.Y.
Joyner Library, East Carolina University, Greersjill
NC, USA

RULES AND REGULATIONS

Restricted Materials

Special Collections staff reserves the right toydaccess to
any materials that have use restrictions or thacansidered
too personal for viewing.




