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 The Gelman Library, Suite 704 
2130 H Street NW � Washington, D.C. 20052 

202.994.7549 

Policy Governing Use of Reproductions 
 
Materials held by the Special Collections Department are routinely reproduced for private 
study, scholarship or research use.  This use is explicitly allowed by the fair use provision 
in federal copyright law.  Any use other than private research may be subject to copyright 
restrictions. 
 
Materials which are no longer under copyright protection will be reproduced without 
restriction because they are in the public domain.  We would ask that users provide 
appropriate reference to us so that their readers can locate the originals, if so desired. 
 
Materials that are still under copyright protection will not be reproduced unless 
permission is granted by the copyright holder.  The user is responsible for obtaining 
permission.  Special Collections will make reasonable efforts to refer researchers to the 
copyright holder, but is not responsible for finding the holder or verifying the copyright 
status.  Absent evidence to the contrary, all materials will be considered to be under the 
relevant copyright protection. 
 
Materials for which the copyright is held by The George Washington University may be 
reproduced, and use permission granted subject to the following terms and conditions: 
 

1. A written request must be submitted to Special Collections stating: the item(s) to 
be used; the intended use of the item(s); the type of publication or broadcast; and 
the projected date of publication or use. 

 
2. A commercial use fee of $50 will be charged for each commercial use of each 

reproduction.  This fee may be waived, at the discretion of Special Collections 
staff, for government agencies, non-profit or charitable organizations, academic 
presses, historical societies and professional organizations. 

 
3. Any and all charges incurred by Special Collections in supplying the materials to 

the user shall be borne by the user according to the appropriate fee schedules and 
prices.  Special fees may include express shipping, dismounting, remounting, 
matting, and oversize original photocopy charges. 

 
4. Proper and full credit must be given.  Each reproduction (except when used in a 

video/film program) shall bear the credit line: Special Collections and 
University Archives, The Gelman Library, The George Washington 
University.  When provided, photographer or collection names must also be 
included in the credit line.  Each item must be credited individually, preferably 
near the image. (For film/video programs, a general credit line at the end is 
adequate.) 
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5. The reproduction will be used in its entirety, unless identified as a detail.   

Superimposing upon the image, cropping or bleeding off the page is prohibited 
without specific permission to do so. 

 
6. If feasible, one complimentary copy of each publication in which the reproduction 

appears shall be provided to the Gelman Library at the time of publication.  
(Unless otherwise specified by Special Collections at the time of the request, 
images provided for film/video programs only require proper crediting of images 
used.) 

 
7. Permission to use a reproduction is granted for one-time use only for the sole 

purpose specified in the request.  Any subsequent or different use (e.g. reprints, 
second edition, special editions) must be applied for in writing and may be subject 
to additional use fees.  

 
8. Distribution or resale of reproductions supplied by Special Collections is strictly 

prohibited. 
 

9. In authorizing the publication or use of a reproduction, the George Washington 
University surrenders neither its own rights to publish, nor its right to grant 
permission to others to publish from its collections. 
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Permission Form 
________________________________________________________________________ 
The user should fill out this form, sign to indicate agreement, and submit it as the request.  
Once signed by an authorized employee of Special Collections, it will constitute 
permission for the stated use.  All three pages should be kept together. 
____________________________________________________________________________________________________________ 
 
Reproduction to be used:  
 
 
 
 
Intended Purpose:  
 
 
 
 
Type of publication or broadcast:  
 
 
Projected date of publication or use:  
 
 
 
I have read and I agree to the Policy Governing Use of Reproductions.  I will use the 
reproduction only for the purposes stated, and I will seek permission for any additional 
uses. 
 
Name:    
Organization:   
Address:    
 
 
 
 
________________________________________ 
Signature    Date 
 
 
Reproduction use approved by:  
 
 
 
________________________________________ 
Signature    Date 


