
1.   Personal Belongings. Other than your wallet, notebook, computer, phone and camera, please leave all personal items in the 
lockers or coatracks in the lobby. Personal belongings brought into the Reading Room are subject to search by reference staff at 
any time. The Henry Ford is not responsible for any lost or stolen items. Items that are not permitted in the Reading Room include 
but are not limited to: bags of any kind, purses, umbrellas, food, gum, candy, drinks, scanners, personal photocopiers, tripods, 
sticky notes, pens or markers. 

2.   Help Us Protect Our Records. Please use the greatest care in handling our documents and objects as they are original and 
irreplaceable. Please refer to material handling guidelines at each table and ask reference staff if you have any questions. Staff 
will intervene if they see you are not following procedures. If procedures and instructions are not followed, your privilege to use 
materials may be revoked.

3.   Circulation of Materials. The stacks of the Research Center are closed to patrons. Archival material does not circulate and must 
be used in the Reading Room. Some library materials are available for checkout for The Henry Ford staff and volunteers only; all 
others must use materials in the Reading Room.

4.   Quiet Environment. Please silence all devices that emit sounds or that may disturb those around you. Do not place or receive 
telephone calls in the Reading Room. Discussions should be kept to a minimum and carried on in low voices. The use of personal 
computers should not disturb other patrons.

5.   Copies. The Research Center provides various duplication services and allows the use of digital cameras in the Reading Room. 
Each of these options has a form and use policy; please see reference staff for information. Patrons can use their own digital 
camera/phone to image materials, or they may request reference staff to make same-day photocopies/PDF scans of up to 10 
pages. Requests for larger amounts of photocopies/PDF scans have a four-week turnaround time.

6.   Laws. Patrons are bound by all laws applicable to their use of the Reading Room, the materials they access and the use they 
make of documents (and information obtained from materials) in the Reading Room. These laws include copyright, trademark, 
rights of privacy and rights of publicity. Staff of The Henry Ford cannot answer legal questions for patrons regarding intended 
use by patrons of information, images, research and documents.

7.   Release of Liability; Indemnification. Patrons release The Henry Ford from all claims arising from patron’s access to and use of 
the contents of the Reading Room. Patrons are solely liable for their use of documents, images and information, and each patron 
hereby indemnifies and holds harmless The Henry Ford against all damages, expenses and claims arising from their conduct.

8.   Personal Privacy. Documents in the possession of The Henry Ford were acquired over many decades. Some contain sensitive 
or personal information, such as Social Security numbers or medical information. Not every document has been inspected to 
determine whether it contains such personal information. If you have questions or are unsure about a document, please ask a 
reference staff member for assistance. The reference staff reserves the right to review, redact or close materials if needed.

9.   Citations. Please use proper citations when referencing materials from The Henry Ford. Citation information can be found on 
each desk; if you have questions, please ask a reference staff member.
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Access to the Reading Room is governed by the following terms. Please contact any member of 
the reference staff if you have any questions. We update these Conditions for Access from time 
to time, and they do not cover every situation, therefore you may receive additional instructions 
from reference staff during your visit. Compliance with these requests is a condition of access 
to our materials; reference staff reserves the right to revoke permission if written or verbal 
instructions are not followed. 

If the patron feels that they cannot abide by these policies, reference staff may be able to offer 
remote research services. Please be aware that this service is fee based. For more information, 
visit our Remote Research Services website:  
https://www.thehenryford.org/remote-research-services

I have read, accept and agree to abide by the Conditions for Access.

Signature: __________________________________________________________________  Date:_______________________________________

Name (Please print): _____________________________________________________________________________________________________
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