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Dear Applicant,
Thank you for your interest in using the Adventist Archives, part of the General Conference of
Seventh-day Adventists. We’re excited that you would like conduct research here—it’s part of
our mission to tell the Adventist story innovatively and truthfully through accurate and in-depth
research, and so we are delighted to welcome researchers.
Please carefully read the materials in this application, especially the code of conduct on page
three and the rules and policies on page four, before submitting the application to us. Also,
please note that:
We do not typically admit undergraduate students. However, if you are a Bachelor’s-level
student and your research project requires use of the archives which cannot be satisfied with
research in the online archives (located at documents.adventistarchives.org), then please send
us an additional brief description of your project and a letter from your professor.
If you are a graduate or doctoral student, please enclose a letter of reference from your
history professor, dissertation adviser, or other relevant person (or have them email the letter
separately) in addition to this application.
If you are employed by a post-secondary educational institution or by a Seventh-day
Adventist church organization, you will need to return only this application to us.
If you are not employed by a post-secondary educational institution or by a Seventh-day
Adventist church organization, please enclose a letter of reference from an official of an
Adventist conference, mission, union, division, or educational institution (or have them email
the letter separately).
Complete this application and return it (preferably in PDF), with a filename indicating your
name and the date sent, to archives@gc.adventist.org. The mailing address of the Archives is
12501 Old Columbia Pike, Silver Spring, MD 20904, USA.
Thank you, and happy researching!
The Adventist Archives Team

I have carefully read this page and understand it.
Signature of Researcher ______________________________________
Date ______________________
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Researcher Name ______________________________________________________________________
Title:

Miss

Ms

I am:

Undergraduate

Mr

Dr

Graduate

Doctoral Student

Faculty

Other

If “Other,” state reason for research _________________________________________________
E-mail Address ________________________________________________________________________
Contact Name (if different from above) _____________________________________________________
Street Address _________________________________________________________________________
City/State/Country _____________________________________________________________________
Postcode ______________________________
Telephone _____________________________

Work

Home

Mobile

Fax (if applicable) ________________________
Have you previously applied to conduct this or similar research within Adventist denominational or
institutional archives?
Yes
No
If "Yes," state where and when _____________________________________________________
Will the findings of the research be primarily used for commercial gain?

Yes

No

•••
Title of Proposal _______________________________________________________________________
Précis of Proposal ______________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

I declare that the above information is correct.
Signature of Researcher _______________________________
Date ______________________
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Researcher Code of Conduct
As a researcher, I
•
•
•
•
•

•
•

•

•

will abide by the rules and policies of the Adventist Archives’ Research Center.
acknowledge that all copyrights and other intellectual and ownership rights of any
documents or materials viewed, copied, duplicated, or photographed, are owned
exclusively by the General Conference of Seventh-day Adventists.
agree only to examine documents or materials in a designated research area and to use
care in reviewing them.
agree not to take, damage, destroy or amend any documents or materials.
agree NOT to quote, copy, duplicate, or distribute any materials owned by the General
Conference of Seventh-day Adventists without written permission from its Director of
Archives, Statistics, and Research; and to provide the Director with copies of all digital
images of documents that I photograph.
agree to provide the Director of Archives, Statistics, and Research with a summary of the
study findings upon request.
grant to the General Conference of Seventh-day Adventists, acting through its Office of
Archives, Statistics, and Research, the right to disseminate such reports or findings as
necessary.
understand that, if the General Conference of Seventh-day Adventists intends to
disseminate the finding of my report, its Director of Archives, Statistics, and Research
will notify me in advance.
will provide the Office of Archives, Statistics, and Research one copy of any published
article in which I cite or quote from documents in the archives of the General
Conference of Seventh-day Adventists (or, if published both in print and electronically,
one printed and one electronic copy); and one paper copy of any unpublished thesis or
dissertation, or one printed copy of any published book, or one digital copy of any audio
or visual work, in which I substantially draw on material in the said archives.

I have carefully read this code of conduct and agree to follow it.
Signature of Researcher ______________________________________
Date ______________________
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Research Center Policies and Rules
Persons using the Research Center and accessing Archives holdings must conduct themselves in a
manner consistent with the purposes and functions of the Office of Archives, Statistics, and Research. In
addition to general standards of conduct required for anyone on the premises, those using the Research
Center must abide by the following:
•

▪
•
•
•
•

•

•
•
•
•
•
•
•
•
•

All copyrights and other intellectual and ownership rights of any documents or materials
viewed, copied, duplicated, or photographed, are owned exclusively by the General Conference
of Seventh-day Adventists.
Documents or materials may only be examined in a designated research area and must not be
marked, damaged, destroyed or amended in any way. Do not alter, damage or destroy any
document
Pencils are the only writing utensils that researchers can use, though you are free to use a
laptop to take notes.
Photocopies can be made for a small fee per page photocopied.
You are free to use a digital camera to take photographs of documents or materials. However,
you must supply copies of any digital images to the Archives.
Images and reproductions of documents and materials, whether digital, photocopied or
otherwise, are for your personal use. These images and reproductions of documents and
materials may be quoted or cited, but may not be recopied, duplicated, or distributed, except
with written permission from the Director of the General Conference of Seventh-day Adventists’
Office of Archives, Statistics and Research.
You must provide the Office of Archives, Statistics and Research with a copy of any publication
or unpublished thesis or dissertation in which you substantially draw on material from the
Adventist Archives.
Research Center Rules
Place bags, cases, and backpacks in spot designated in Research Center
Observe Research Center hours (M, T, Th: 8:30-5:30; W: 10:00-5:30; closed for lunch: 12:1512:45)
Abstain from eating or drinking in the Research Center; the General Conference has a cafeteria
and there are restaurants across the street from the building.
Turn cellular phones to vibrate mode to maintain a quiet atmosphere.
One box at a time, one folder at a time, one page at a time.
Ask the Research Center staff member for help in removing staples and photocopying/scanning
fragile documents.
Do not re-shelve items--let us do that!
Do not remove any documents from the Research Center.
Maintain a log of your photocopies and turn it in to the assistant archivist at the end of your
visit. This will help you keep track of the number of copies made; remember to pay the office
manager before you depart.

I will abide by the above policies and rules.
Researcher Signature ________________________________________
Date _________________________

