NATIONAL PORTRAIT GALLERY

APPLICATION FORM TO VIEW ITEMS NOT ON DISPLAY

	Name of Applicant:
	

	Home Address:
	Tel / fax / email:



	Work Address:
	Tel / fax / email:



	Address in UK (for overseas visitors only):


	

	Please give details of any other visitors who will be accompanying you on your visit:



	Proposed items for viewing (please provide accession number, sitter / artist / author / title):



	Reason for visit (please supply any information you feel is relevant):



	Preferred date or time period for visit:



	Please alert us to any special considerations in connections with your visit (e.g. wheelchair access):



	Please give below the name, address and job title of two referees:

Name of Referee 1:                                                         Name of Referee 2:

Address:                                                                          Address:

Job Title:                                                                        Job Title:


I confirm that the information given above is correct and that I agree to abide by the regulations printed overleaf:-

Signature: .............................................................................     Date: ...............................

For administration purposes only:
	MAIN
[ ]
REF COLL
[ ]
REF PHOTO
[ ]
LIB
[ ]
PSR       [ ]
SCS
              [ ]
MERT
              [ ]

	Location designation:

	Date and time of visit agreed:

	Special arrangements required:


REGULATIONS FOR VIEWING ORIGINAL ITEMS FROM THE NATIONAL PORTRAIT GALLERY'S PRIMARY COLLECTION
Original material from the Gallery's collection can be viewed in the Public Study Room and other designated areas of the Gallery from Tuesday to Thursday between the hours of 10:00 a.m. to 5:00 p.m. (closed Bank Holidays and 24th December to 1st January inclusive).  Visitors are required to complete an application form, listing the items to be viewed and the reason for the request.  All initial enquiries should be addressed to the Acquisitions Registrar, Ruth Slaney at Collections@npg.org.uk. National Portrait Gallery, St. Martin's Place, London, WC2H 0HE. Tel: 020 7306 0055 ext. 2489 / 2423; Fax: 020 7306 0056.
· Visitors will be supervised by a member of staff.  Right of admission is reserved and an advance appointment is necessary.  Once approved, proof of identity will be required - such as a driving licence, a recent utility bill sent to your permanent address, or a passport (for non-UK visitors).

· Bags, cases, coats etc. must not be brought into the Study Room or areas where original material is to be consulted.  These and similar items should be deposited in the cupboard provided.  Articles are deposited at the visitor's risk and neither the Trustees nor members of staff of the Gallery accept responsibility for loss or damage to them.

· The right is reserved for staff to search bags and cases before they are deposited and to search file and papers being taken out of the Study Room or areas where original material is to be consulted.

· Handling of Primary Collection items will not be permitted.

· Before handling secondary material, visitors should ensure that their hands are clean.  Washrooms are available. The use of handling gloves (provided) may be necessary.

· Visitors should not smoke, eat, drink, or use personal stereos or mobile telephones in the Study Room or areas where original material is to be consulted.  Lap-top computers may only be used in the Study Room and must be battery, not mains, operated.

· Pencil only should be used for note taking.  Tracing, or the use of other art materials, is not permitted.

· Permission must be sought from the member of staff supervising the visit to bring in original material for comparison purposes.

· The number of items to be viewed may be limited according to their size and medium.  Viewing time may also be limited when necessary.

· Visitors must write their name, address and subject of research legibly in the visitors' book.  Their signature in this book will denote understanding of and compliance with the above regulations.

Photography is not permitted and original material may not be photocopied.  

A photography service is available: for further information and a price list please contact the NPG Picture Library (Tel: 020 7306 0055 ext 259/260/261, Fax: 020 7306 0092).
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