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                 Easy Archive Tip


Date of tip: 
Source: [your name], [your email address if you are willing to be contacted by other researchers, otherwise please indicate that you do not want your email address included and we will leave it out.] 

Archive: [name of archive] 

Location: [full address] 

How to get there: [any directions that you feel may be helpful to a new researcher consulting the archive for the first time] 

Link to archive:  

Language: [working languages at the archive]  

Getting started: [For example: Do you have to get an ID? Do you need to fill out a form? Do you need a letter from your supervisor? Should you contact the archive before your visit?] 

Opening Hours: 

General working conditions: [Any comments you wish to share on using the archive: good lighting; internet access; microfilm availability; is there a library on-site]

Consultation: [Any limits to the number of files you can consult in a day? Etc] 

Policy on technology: Lap tops? Digital cameras? Scanners are allowed. 

Photocopy policy: [limits? Pricing?] 

Particularities: [Any special information that you feel is worth noting. Is there a cafeteria? If not, where can researchers go for lunch? Any unusual opening times? Special features/characteristics of the archive.]  

How to apply for classified files: [Process of doing so; time limits to expect; any other information that can help with this process]

[If there are any forms that need to be filled out, please photograph then and send them along with your tip.] 

Contact name in case of questions regarding classified files: 

Etc: [Any other comments you would like to add] 

Places to Stay: [If you have a recommendation for a place to stay, please share it and tell us why!]

Forms: If there are any forms that researchers need to fill out, and you are able to photograph them, please do send them along!

Funding: If the archive offers funding of any kind, please indicate here.
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