
Please complete and return pages 1 and 2. 

P 

Name of Applicant: 

Mailing Address: 

City, State, ZIP: 

Telephone: Fax: 

Email:  

Description of project (not the description of the material to be used): 

Author(s)/creator(s)/curator(s): 

Description or title of your project or publication: 

Publisher or sponsor: 

Place of publication or project: 

Date of publication or use: _________________________________________________________________ 

Number of copies or duration of use: ________________________________________________________ 
Classification of project: 

   Individual/Research Use 

   Book - Print Run: ___________________________________________________________________ 

   Book Cover - Print Run: ______________________________________________________________ 

E-Book

Worldwide Rights

Advertising and Non-Editorials (calendars, cards, posters, etc.)

Exhibition - Length of Time: _________________________________________________________

Online Exhibition - Length of Time: ___________________________________________________

Moorland-Spingarn Research Center 
500 Howard Place NW | Washington, DC 20059 

PRINT/PHOTO/IMAGE PERMISSION FORM
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Commercial Nonprofit, government, scholarly, small press 

Nature of Project: 

http://library.howard.edu/msrc-forms


   Exhibition/Museum Digital Displays and Kiosks 

   Theatre and Live Performances - Specify: _______________________________________________ 

   Documentaries - Specify: ____________________________________________________________ 

  Television and Film - Specify: ________________________________________________________ 

  Videos, Podcasts, and Presentations (Spotify, Apple, YouTube, TedTalks, etc.) – Specify: _________________ 

  Journals and Periodicals 

  Brochures, Programs, Flyers, Newsletters, etc. – Print Run: _________________________________ 

  Brochures, Programs, Flyers, Newsletters, etc. – Digital Edition 

  Newspapers and Magazines -       Up to ¼ page  Half page   Full page  Cover  Digital Edition 

  Internet, Website, or Mobile App Use *Citation must link to https://msrc.howard.edu/ 

  Social Media *Posting must tag "@[institution handler]" in manner shown on the website for sites such as Facebook, Instagram, and Twitter. 

  Reuse (subsequent edition, medium, language, etc.) 

  Onsite Filming with Use of MSRC Archival Materials (Appointment Required) 

  Special Use – Specify: _______________________________________________________________ 

Statement of responsibility: I certify that the information on this form is correct, and I accept the conditions of 
use. I am authorized to enter into this agreement on behalf of the above-named organization. 

Signature of Applicant:  Date: 

The Moorland-Spingarn Research Center (MSRC) acknowledges payment in accordance with the conditions 
specified herein. Permission is hereby granted to the above for the use described herein. 

Approved:  Date: 
MSRC Representative – not valid without signature 

Copyright Warning 
The fees outlined herein are payable to the MSRC for permission to publish materials owned by the MSRC. 
The granting of permission to use material for publication does not absolve the publisher from securing 
permission from the copyright owners and payment of such additional fees as the copyright owners may 
require if the MSRC does not own the copyright or if the material is not in the public domain. Users assume 
responsibility for questions of copyright and invasion of privacy that may arise from publication of MSRC 
materials. 

STAFF SECTION ONLY 

Amount of payment (Use fees only – Do NOT include duplication charges): $___________ 
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Paid by:         ACH_____   Credit Card_____    Wire______ 

PLEASE DO NOT SEND PAYMENT UNTIL INVOICED     

Other: __________________

https://msrc.howard.edu/


The copyright law of the United States (Title 17, U.S. Code) governs the making of photocopies or other 
reproductions of copyright 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 user 
may be liable for copyright infringement. This institution reserves the right to refuse to accept a copying order 
if, in its judgment, fulfillment of the order would involve violation of the copyright law. 

Special Fees 
Rates for other uses not listed in this schedule will be quoted upon request. All fees listed are subject to change 
without notice. Reduced rates are offered to donors needing copies of materials they have previously donated to 
the MSRC. Special hourly and daily rates for filming and videotaping from the collections will be quoted upon 
request. 

Nonprofit eligibility 
Nonprofit fees are applicable only to those organizations able to prove legal not-for-profit status by providing 
suitable documentation such as tax-exempt certificates or letters of identification. For-profit corporations, 
partnerships, private businesses, and individuals working for or with nonprofit organizations and government 
agencies on projects or publications sponsored by those organizations may be eligible to receive nonprofit rates 
with suitable letters of identification. 

IMAGE LOCATION/IMAGE ID* TITLE OR DESCRIPTION* 

*e.g., call number, collection, record group, etc. **Attach additional sheet(s) if necessary

Please complete and return pages 1, 2, and 3. 
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Conditions of Use 
The applicant agrees to send the MSRC one (1) complimentary copy of the work containing the reproduction. 

The MSRC retains all rights to reproductions of photographs including the right to grant others permission to 
reproduce the photographs. Additional copies must be purchased from the MSRC. The photographic copy or 
any facsimile of it may not be reproduced beyond the intended use described in the Photo Permission Form. 

Permission for publication is granted for one-time use and only for the expressed purpose described in this contract. Any 
subsequent use or change in use constitutes reuse and must be applied for in writing to the MSRC and 
appropriate fees paid. Permission is limited to the applicant and is not transferable. Permission for use is not granted until 
all fees are paid. 

Request reproductions of materials in the MSRC's collection by submitting the Print/Photo/Image Permission 
Form.

Altering the original photographic image beyond standard cropping or resizing requires further discussion with MSRC 
Staff. These changes must be indicated in the accompanying caption or label. 

Unless specifically authorized by this contract, images may not be used as a dust jacket, an end paper, nor in an 
advertisement or any commercial or promotional use of a similar nature, nor to mass reproduce as unbound material. 

In authorizing the publication of a photographic copy, the MSRC does not surrender its own right to publish it or to grant 
permission to others to do so. All rights are non-exclusive. 

Rights are offered for a maximum period of three (3) years, or for the life of the project. The MSRC does not issue 
rights in perpetuity. 

The MSRC reserves the right to limit the number of photographic copies; to restrict the use of reproduction of rare 
or valuable material involving unusual difficulty in copying; and to charge a higher duplication fee than specified. 
Copies are not supplied to commercial picture agencies except by special arrangement. 

Credit Information 
The publication must properly credit the Moorland-Spingarn Research Center. Credit should appear in close proximity 
to the image or in a special section devoted to credits. Depending on the MSRC source below, the preferred credit line is: 

Courtesy of the Moorland-Spingarn Research Center, Howard University Archives, Howard 
University, Washington DC 

OR 
Descriptively identified Document or Image, Collection Name Collection #, Box #, MSRC Division, 
Moorland-Spingarn Research Center, Washington, DC 

Sample: 
History of Howard University Dance Group, Mary Rose Reeves Allen Papers #160, Box 8, Manuscript Division, 
Moorland-Spingarn Research Center, Washington, DC 

The resolution of reproductions distributed electronically for websites will range from 72 pixels per inch to 150 pixels 
per inch. 

Credit for images used in exhibitions must appear within the exhibition area. 
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WARNING CONCERNING COPYRIGHT RESTRICTIONS 
• The copyright law of the United States (Title 17, United States 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 user may be liable for copyright infringement.

• This institution reserves the right to refuse a copying order if, in its judgment, fulfillment of the order
would involve violation of copyright law.

• Microfilm of manuscript material remain the property of the Moorland-Spingarn Research Center (MSRC)
and are to be returned to the MSRC when no longer needed by the requestor. Further photoduplication
of copies provided is not permitted.

Photographic reproductions are supplied for reference purposes only. The MSRC, its microfilming lab, and its digital imaging 
lab will not be responsible for obtaining permission to copy or publish copyrighted materials. If copies requested on this form 
are intended for publication or exhibition, now or in the future, permission must be obtained in writing from the rights and 
reproduction unit of the MSRC. Note that permission to publish does not constitute copyright clearance; materials owned by 
the MSRC that may be subject to copyright clearance will also require written permission from the original copyright owner(s) 
or their heirs or assigns. 

PAYMENT: All orders must be paid in advance. Fees are for laboratory processing and shipping only. Acceptable forms of 
payment are: (1) Wire Transfer, (2) Credit Card, (3) ACH, (4) Interdepartmental charge or Inter-campus charge, and (5) printed 
purchase orders from an established business or institution. See Reproduction/Use Fee Schedule for Photographs and Other 
Printed Materials list for more information. 

FILL OUT A PERMISSIONS FORM, IF APPLICABLE: Contact Jackie Martin (Manuscripts Division) or Sonja N. Woods 
(Howard University Archives) for permissions requests. Jackie Martin can be reached at 
jackie.martin@howard.edu; Ms. Woods contact number is 202-806-7498 and email is sonja.n.woods@howard.edu. 
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