
GUIDE TO USING THE ARCHIVES OF MANITOBA 2005 
 

OUR HISTORY IS IN YOUR HANDS.   
 

Thank you for your co-operation. If you have any questions, please ask a member of the Archives staff. 
 

TO PROTECT OUR HERITAGE: 
Lockers are provided at Security for personal items. 
Baskets are available at the Security Desk for carry-in 
items (e.g. notebook computers). Coats, jackets, bags, 
briefcases are not allowed in the Research Room. 
Scanners and cameras may be permitted with prior 
approval.  
 

Eating and drinking are not permitted in the Research 
Room. 
 

When working with original records, do not use pens, 
coloured pencils or inks of any kinds. Gloves are provided 
and must be worn when handling original records. 
Records must be handled with care. Avoid writing on, 
leaning on folding or bending the records and use 
specialized supports where provided. 
 

Keep records in their file folders and maintain the 
sequence of the records within files and boxes. Bring 
misfiled, missing or seriously damaged records to the 
attention of staff. 
 

Reproduction may be restricted where there is danger of 
damage to the records.  
 

Records are not to be removed from the Research Room. 
Lockers are provided for overnight storage of records in 
the Research Room.  
 

The Archives of Manitoba reserves the right to restrict 
Research Room privileges. 
 

TO PROTECT YOUR HEALTH: 
Due to the volume of records the Archives manages, it is 
possible that hazards such as mould or sharp fasteners 
may be present among the records. The Archives may 
restrict access to records containing health hazards. 
 
COPY AND REPRODUCTION SERVICES AND 
COPYRIGHT: 
Copies of most archival material can be purchased.  
 

All copies provided by the Archives of Manitoba are 
subject to the provisions of the Copyright Act. The 
Archives can provide one copy of unpublished material in 
our holdings for research and private study when no 
further restrictions apply. The Archives can also provide 
copies of portions of published works for research and 
public study, under the Act’s Fair Dealing provisions. Any 
further copying or use of the material, for example 
publications, is subject to the restrictions imposed by 
Canadian copyright legislation.  
Because of the unique nature of the records we do not 
allow researchers to do their own reproductions. The 
only exception to this rule is filming and digital copying 
and copying done on our self-service microfilm 
readers/scanners in the Research Room. Staff will do all 
other copying on your behalf. 

The Archives offers numerous Copy and Reproduction Services 
including: photocopying, photographic reproductions, microfilm 
duplication and audio visual reproductions. Fees and 
turnaround times vary depending on the process.  
 

Note: The number of photocopies provided may be limited 
by operational restraints. Turnaround time is generally 15 
business days and there is a limit of 250 pages per quarter. 
 

Forms and price lists for copying services are available at the 
circulation desk. Contact staff for more information. 
 
CITATIONS: 
Citations of unpublished records include enough information to 
ensure the original can be easily located. The credit line for 
each reproduction must include the fonds/collection/series title, 
the name of the creator (if known), the name Archives of 
Manitoba or Hudson’s Bay Company Archives along with the 
location or negative number.  
 

Copies used for reproduction in print, broadcast or any other 
diffusion process must acknowledge the Archives of Manitoba 
and, where applicable, the Hudson’s Bay Company Archives. 
The name of the repository holding the originals must be cited if 
copies of records from another archives have been used. 
 

Consult staff for more details about citations from specific 
sources or record formats.  
 
PUBLICATION RESTRICTIONS: 
Records from the Archives of Manitoba, including the Hudson’s 
Bay Company Archives, cannot be copied or published in their 
totality without permission.  
 

A complimentary copy of publications using Hudson’s Bay 
Company Archives sources should be sent to the Archives 
of Manitoba. 
 

Copies or transcriptions of records are not to be sold, given 
away or deposited in other repositories without the permission 
of the Archivist of Manitoba or the Chief, Hudson’s Bay 
Company Archives, whichever is applicable.  
 
COLLECTION OF PERSONAL INFORMATION: 
Personal information requested is collected by the Archives of 
Manitoba for statistics and custodial purposes. Credit card 
numbers may be requested for billing by the Archives of 
Manitoba or provided to vendors processing reproduction 
orders.  
 

When you provide the Archives of Manitoba with personal 
information it will be used only to reply to your query.  It will not 
be used or disclosed for other purposes, unless permitted by 
The Freedom of Information and Protection of Privacy Act.  
 The protection of privacy is important to us.  If you have any 
questions about the collection of your personal information, 
contact the Chief of Access and Privacy Services by email 
(govrecs@gov.mb.ca), telephone (204-945-3738) or fax (204-
948-2008). 
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