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The Summerland Museum and Archives Society 

INTRODUCTION 
The Summerland Museum and Archives Society (SMAS) is dedicated to providing access to its 

collections while ensuring their long term protection as a valuable resource for study. All researchers 

are required to follow the rules outlined below. Failure to abide by these rules will result in that 

researcher being asked to leave. 

 

RULES 
• Coats, briefcases, and personal items are not permitted in the Research Area. Staff 

will direct you to a safe place to deposit your belongings. 

• Food, drink, and ink pens are not permitted in the Research Area. 

• SMAS may restrict the use of some records because of fragility or proprietary rights. 

• The use of personal computers and cameras is allowed as long as they do not harm 

the records or disturb other researchers. Please note: any images taken of archival 

material may not be reproduced in any manner without permission from the SMAS. 

• Photocopying and scanning is done by staff only. The Summerland Museum and 

Archives reserves the right to refuse to photocopy records deemed too fragile. Please 

see the attached fee schedule for reproduction pricing. 

• Please maintain the order of all documents within folders and folders within boxes. 

• Researchers are responsible for the correct citation of records. If publishing material 

from the archives, please credit the Summerland Museum and Archives Society. 

• Determination of copyright status or details is entirely the responsibility of the user. 

The Summerland Museum and Archives is in no way responsible for determining, or 

advising on, matters of copyright. 

 

GUIDELINES FOR HANDLING COLLECTIONS 
• Please ensure your hands are clean, dry, and free of lotions or oils. 

• Please remove rings, bracelets, or other accessories that may cause accidental 

damage (ie. scratching, catching edge of paper) to archival materials. 

• You may be required to wear cotton gloves if you are wearing coloured nail polish. 

• All material in cartons or boxes should be kept in the order received. Remove one 

folder at a time and use provided markers if necessary. 

• Use a pencil to take notes. Pens or markers of any kind are not permitted in the 

Research Area.  

• No marks may be added or erased from Archival material. 

• Do not rest anything on top of manuscripts or printed items. 

• Handle paper documents and book leaves as little as possible, turn pages gently and 

one at a time. 

• Gloves will be provided for material that is particularly sensitive to handling, including 

original photographs and negatives. 

• Objects in the collection may not be handled by the public except with direct and 

explicit permission from qualified Museum staff. 
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Staff Research Time per hour 

$30/hour for personal interest requests 

$40/hour for commercial research requests 

 

Shipping 

Shipping costs are the responsibility of the person submitting the reproduction order and 
will vary depending on the size of the items requested. Please consult with Museum 
Staff to receive an accurate quote for shipping fees. 

 

PHOTOGRAPHIC REPRODUCTIONS 

 

OTHER COPIES 

Digital Image Files from photographs  

Sent by e-mail if file size permits 

Photocopies/Printouts  

600 dpi  $20.00/ image 8.5” x 11” 
B&W 

$1.00 per page 

  8.5” x 11” 
Colour 

$2.00 per page 

  

High Resolution Printed Reproductions  

(600 dpi) 

Digital Scans of Records 

e.g. Archival documents 

Sent by e-mail if file size permits 

8.5” x 11” max. 
glossy photo paper 

$20.00/ image 600 dpi $20.00/page  

13” x 19” max. 
glossy photo paper 

$30/ image  

 

*Additional fees may be required if the reproduction is to appear as a frontispiece, 

chapter divider, book cover, dust jacket for educational purposes. Please inform staff of 

intended use prior to ordering the reproductions. For commercial use of Museum 

collections photos, please see the Photographic Reproductions (Commercial Use) form. 
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