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time required is specified in each research room. Research room attendants may inspect documents after
copying.
(c) You may copy from only one box
and one folder at a time. After copying
the documents, you must show the
original documents and the copies to a
research room attendant.
§ 1254.74 What documents are unsuitable for copying on a self-service or
personal copier or scanner?
(a) Bound archival volumes (except
when specialized copiers are provided).
(b) Documents fastened together by
staples, clips, acco fasteners, rivets, or
similar fasteners, where folding or
bending documents may cause damage.
(c) Documents larger than the glass
copy plate of the copier.
(d) Documents with uncancelled security classification markings.
(e) Documents with legal restrictions
on copying.
(f) Documents that the research room
attendant judges to be in poor physical
condition or which may be subject to
possible damage if copied.
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§ 1254.76 What procedures do I follow
to copy formerly national securityclassified documents?
(a) We must properly cancel security
classification markings (Confidential,
Secret, Top Secret) and other restricted markings on declassified
records before documents are copied.
Only a NARA staff member can cancel
security markings. Properly declassified documents bear the declassification authority as required by 32 CFR
2001.24.
(b) You may not remove from the research room copies of documents bearing uncancelled classification markings. We confiscate copies of documents with uncancelled markings.
(c) When you copy individual documents, the research room staff cancels
the classification markings on each
page of the copy and places the declassification authority on the first page of
each document. If you copy only selected pages from a document, you
must make a copy of the first page
bearing the declassification authority
and attach that page to any subsequent
page(s) you copy from the document.

§ 1254.80

You must show this declassification
authority to the guard or research
room attendant when you remove copies of documents from the research
room or the building.
(d) Before you copy formerly-classified materials, we provide you with a
declassification strip, which you attach
to the copier. The strip reproduces on
each page copied and cancels the security markings. We may also provide a
declassification strip to attach to your
personal copier or scanner.
(e) Staff at Presidential libraries cancel security markings before documents are provided to researchers in
research rooms.
RULES RELATING TO USING COPYING
EQUIPMENT
§ 1254.80 Does NARA allow me to use
scanners or other personal copying
equipment?
(a) Subject to §§ 1254.26(d) and 1254.86,
you may use scanners and other copying equipment if the equipment meets
certain conditions or minimum standards described in paragraphs (b)
through (g) of this section. Exceptions
are noted in paragraph (h). The supervisor administering the research room
or the senior staff member on duty in
the research room reviews the research
room attendant’s determination if you
request.
(b) Equipment platens or copy boards
must be the same size or larger than
the records. No part of a record may
overhang the platen or copy board.
(c) No part of the equipment may
come in contact with records in a manner that causes friction, abrasion, or
that otherwise crushes or damages
records.
(d) We prohibit drum scanners.
(e) We prohibit automatic feeder devices on flatbed scanners. When using a
slide scanner, we must check slides
after scanning to ensure that no damage occurs while the slide is inside the
scanner.
(f) Light sources must not raise the
surface temperature of the record you
copy. You must filter light sources
that generate ultraviolet light.
(g) All equipment surfaces must be
clean and dry before you use records.
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