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 NOTICE:  WARNING CONCERNING COPYRIGHT RESTRICTIONS 
The copyright law of the United States (Title 17, U. S. Code) governs the making of photocopies or other reproductions of copyrighted material.  Under 
certain conditions specified in the law, libraries and archives are authorized to furnish a photocopy or other reproduction.  One of these specified 
conditions is that the photocopy or reproduction is not to be "used for any purpose other than private study, scholarship, or research."  If a user makes a 
request for, or later uses, a photocopy or reproduction for purposes in excess of "fair use," that use may be liable for copyright infringement.  This 
nstitution reserves the right to refuse to accept a copy order if, in its judgement, fulfillment of the order would involve violation of the copyright law. i 

 
Collection name/accession #            Format requested     File Type / Resolution / Scan Type*    Quantity  Cost  
                                                                                            (for digital scans)                                                     (office use only) 
 
  
 
  
 
  
 
  
 
  
 
* File Type:  JPEG, GIF, TIFF; Resolution in dpi: 72, 300, etc.; Scan Type: diskette, CD ROM, or laser or glossy print 
Format:  (A) 5x7 print (B) 8x10 print (C) 11x14 print    (D) audio cassette   (E) reel tape   (F) VHS videotape    

          (G) digital scan    (H) other (specify)     (S) special treatment (specify) 
  
 
Proposed use of materials:  
 
  
 
  
 
Permission is granted for one-time use and reproduction only; any subsequent or different use constitutes a reuse and 
must be applied for in writing.  The Special Collections Department reserves the right to request the return of any and 
all copies provided to the researcher.  When these materials are used, credit shall read: 
 
 _________________________________________________________________________________________________ 
 
The requestor assumes all responsibility for complying with U.S. copyright  restrictions applicable to these materials 
and agrees to indemnify and hold harmless the Board of Regents of the University System of Georgia, Georgia State 
University, and their officers and employees, from and against any claim for invasion of privacy, copyright 
infringement, or any other claims, suits, costs, and liabilities arising out of any use of the material copied. 
 
Requestor’s signature_____________________________________________________ Date______________________ 
 
Requestor’s name, printed _________________________________________________ Archives staff_______________ 
 
Mailing address _____________________________________________________________________________________  
 
__________________________________________________________________________________________________ 
 
Telephone_____________________________________ E-mail_______________________________________________ 
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 CONDITIONS 
 
1. The Special Collections Department will consider requests for reproduction of materials when copying can be done 

without injury to the material, does not violate donor agreements, and conforms to copyright statute. 
 
2. Original materials from the Archives' collections will not be lent to researchers.  The Archives will oversee production 

of copies for the use of researchers, and reserves the right to limit the number of copies made, to restrict the use or 
reproduction of rare or valuable materials, and to make special provisions for material involving unusual difficulty in 
copying.  When copy negatives must be made, they remain the property of the Archives. 

 
3. Materials which the Archives has obtained from other institutions or projects cannot be copied unless the researcher 

has obtained the permission of the original institution.  The researcher assumes all responsibility for questions of 
copyright and invasion of privacy that may arise in copying audio-visual materials and in the use made of the copies. 

 
4. Normal processing time for audio-visual duplication orders is 10 to 15 working days.  The Archives requests that 

orders be placed a minimum of 10 days in advance whenever possible. 
 
5. Arrangements must be made for payment of all fees before orders will be processed.  Payment will be accepted in the 

form of cash, check or money order.  Checks and money orders should be made payable to “GSU Library.”  Inter-
departmental payments may be made via account transfer. 

 
6. All digital images must contain the “watermark” of the Special Collections Department of the Georgia State 

University Library. This watermark may not be removed by the researcher without permission from the Special 
Collections Department.  

 
7. We require that citations be written as follows: 
 

[collection name or book title], [name of curatorial unit, such as “Southern Labor Archives” or “Georgia Women’s 
Collections”], Special Collections Department, Georgia State University Library. 

 
The curatorial units are: Southern Labor Archives; University Archives; Popular Music Collection; Georgia 
Government Documentation Project; Georgia Women’s Collections; Rare Book Collection. 
It is mandatory that you credit as specified. 

 
(A) With printed matter, it is preferred that the credit line appear on the same or facing page as the illustration. 
  When possible, each individual item should be credited where it appears. 
(B) With media projects (including films, documentaries, and mixed media products), include credit with 
other sources of materials are credited.  
(C) With exhibitions, credit within exhibition area, preferably with each item that is used. 
(D) With Web-based projects special permission must be obtained if a scan is to be used in a publication or on 
a Web site. If a scan is used on a Web site, next to the image there must be a link to the Special Collections 
Department of Georgia State University Library (http://www.library.gsu.edu/spcoll). Images mounted on the 
Web may be no larger than 640 pixels at 72 dpi. 

 
8. The researcher agrees not to reproduce copies as dust jackets, as end papers, or to use in an advertisement or any 

commercial use of a similar nature, nor to mass reproduce, unless specifically authorized by the Archives. 
 
9. The Archives requests one complimentary copy of the work in which the copies appear, when feasible.     
 
10.  Audio-visual content may not be altered or manipulated without special permission from the Special Collections 

Department, except for minor cropping, brightness, contrast adjustment and noise reduction. 
 
 


