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REQUEST FOR PERMISSION TO USE FORM 
 

Name: _______________________________________ Position: _______________________________ 
 
Daytime phone: _______________________________ E-mail: ________________________________  
 
Organization: ________________________________________________________________________ 
 
Address: ____________________________________________________________________________ 
 
City: ________________________________________ State: _______ Zipcode: __________________ 
 
Type of Use (circle one):  Book   Dissertation  Brochure or Pamphlet   
 
Magazine or Journal  Newspaper  Broadcast (tv)  Slide Show 
 
Exhibit   Documentary   Web Site 
 
Other (explain) ________________________________________________________________________ 
 
Date of use/publication: ________________________________________________________________ 
 
Title/description: _____________________________________________________________________ 
 
Author/producer: _____________________________________________________________________ 
 
Images/Documents (one per line) Credit line to read (Name of Archives, Associated 

Archives at St. Mary's Seminary & University) 
 
_________________________   ____________________________________________,  

            Associated Archives at St. Mary's Seminary & University 
 

_________________________ ____________________________________________, 
           Associated Archives at St. Mary's Seminary & University 

 
_________________________   ____________________________________________, 

           Associated Archives at St. Mary's Seminary & University 
 

_________________________ ____________________________________________,  
           Associated Archives at St. Mary's Seminary & University 

 
 
(continue on separate page if necessary) 



Policy 
 
The Copyright Act of 1978 (PL 94-553) provides statutory protection for all writings/photographs/images  
from the dates of their creation, whether or not they are formally copyrighted. Generally, the term of 
copyright is the life of the author plus seventy years, however, special provisions do exist , i.e., the Sonny 
Bono Copyright Term Extension Act. It is the responsibility of the researcher to be aware of current 
copyright law and to obtain permission for the publication and commercial use of material not clearly in 
the public domain, as penalties for violation of this statute are severe. Current copyright law is available 
through the U.S. Copyright Office (101 Independence Avenue, SE, Washington, DC 20559-6000; 
http://www.copyright.gov/title17/92chap3.html).  
 
A one-time user fee may be charged, based on a sliding scale, for the commercial use of each 
document/image for a single, specified project only. Further use of a document/image for another 
project/purpose requires a new application for permission and payment of additional fees. 
 
In requesting to publish/reproduce materials from these collections, the requester agrees to indemnify and 
hold the Associated Archives at St. Mary’s Seminary and University and its staff harmless and free from 
liability for acts of the requester in any action involving infringement of the rights of any person or heirs 
and descendants under statutory copyright. 
 
The Associated Archives reserves the right to refuse to grant permission to publishers and individuals 
who have not complied with these conditions. 
 
 
 
 
 
I agree to abide by the conditions listed in the above policy and to pay the use fee, if applicable. I have 
been authorized to act on behalf of the publisher/organization. 
 
 
 
_______________________________________________  __________________________ 
 Requester’s Signature        Date 
 

http://www.copyright.gov/title17/92chap3.html


Fees 

Reproduction Use Fees (One-time only, non-exclusive; for both print and digital) 
Non-profit/Educational use: No charge 
Publishing or exhibit (print or electronic): $20.00 per image 
Broadcast or video: $20.00 per image 
Commercial decorative display $25.00 per image 
Worldwide Web, multiple uses, in perpetuity for a single project: $50.00 per image  

Other services and fees                        
Shipping & handling. 

FYI:             
Payment can be made by cash (in person), check, or money order. Do not send cash in the mail. Please 
make checks and money orders out to the Associated Archives at SMSU. Photos will be sent on receipt of 
payment.  
 
 
 
 
 
 
 
 
 
 
 

 
STAFF USE ONLY 

 
Permission granted for: 
 
___ Commercial use. The total use fee for this project is $ _________. 
 
___ Non-profit/educational use. No use fee is charged. 
 
___ Use by an office affiliated with the Associated Archives at SMSU. No use fee is charged. 
 
___ A printed notice or complimentary copy of the exhibition, publication, film/television media in which 
        the item(s) is requested by the Associated Archives. 
 
Permission is hereby granted to reproduce and/or use the above images/documents provided the 
Requester meets the conditions listed above and pays the use fee, if applicable. 
 
 
____________________________________________________  _______________________ 

Director, Associated Archives at SMSU         Date 
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