Southern Oregon University

Hannon Library

Special Collections Materials Request Form

Due to age, rarity and/or fragile condition, use of Special Collections & University Archives materials is governed by the following:

1. Hours for use are limited and may vary throughout the year.  Hours are posted on the Special Collections website (http://hanlib.sou.edu/speccoll).

2. Visitors will be asked to sign a visitor register.  
3. To use materials in the supervised reading room, visitors will first complete the request form below and leave a photo I.D. with the attendant.

4. Users will leave all bags, coats, backpacks, etc. in a Special Collections locker.

5. Use of items is limited to two books or one box at a time.

6. Researchers may use pencils only when taking notes.

7. Photocopying (10 cents per impression) is done by library staff if it will not damage the original.  Photocopies will be ready within 24 hours. 

Date: ​​​​​​​​__________________   Name of patron:_______________________________________________________

Address:  _____________________________________________________________________________________
Phone:  _________________________  Email:  _______________________________________________________
Check one:  
Student: ______
Faculty/Staff:  _______
Visitor:   ________

Nature of Research:  ____________________________________________________________________________
Item 1
Collection and/or Call Number:__________________________________________


Author: ____________________________________________________________


Title:  ______________________________________________________________

Item 2
Collection and/or Call Number:__________________________________________


Author: ____________________________________________________________


Title:  ______________________________________________________________

Item 3
Collection and/or Call Number:__________________________________________


Author: ____________________________________________________________


Title:  ______________________________________________________________


Special Collections Staff Initials________ 
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