HARRY RANSOM
CENTER

THE UNIVERSITY OF TEXAS AT AUSTIN

Materials Use Policy

The Harry Ransom Center carefully regulates the use of materials in its collections.
Policies governing access, photoduplication, and publication of these materials are
established by the Director with the advice of the Center’s Public Use Committee and
the Office of General Counsel of The University of Texas System. This policy attempts
to balance the needs of patrons, the exclusive rights of the copyright holder, and the
Center’s own rights and responsibilities toward its collections.

Access

Any patron wishing to use the Center’s materials is required to complete and sign a
Patron Application and give information about the subject, scope, and purpose of the
research being undertaken. Patrons working onsite must show current photo
identification; letters of reference are not required. We may require users of high school
age or younger to be accompanied by an adult. The Ransom Center grants all patrons
equal access to its collections, subject to uniformly enforced restrictions placed on
materials by donor or purchase stipulation, statutory authority, or by the Ransom
Center itself for preservation, processing, or other administrative purposes.

Duplication
Patrons are allowed to take digital photographs of materials for reference purposes only,

subject to the stipulations of the Digital Photography Policy. Digital copies may also be
ordered, with fees assessed on a cost-recovery basis. The Center will consider requests
for duplication of materials on a case-by-case basis. Rush orders are accepted at the
Center’s discretion and are subject to additional charges. The Center will not duplicate
any materials that might be damaged by the duplication process, nor will it duplicate an
entire archive. Patrons needing to use large quantities of materials should plan to
conduct research onsite since the Center limits the total number of copies it will provide
to any one patron for a single project. No materials may be duplicated that have had
copying restrictions placed on them by purchase agreement, donors, depositors or by
the Ransom Center itself for preservation, processing, or other essential purposes.

Generally, the Center provides research copies within the Fair Use and other provisions
of U.S. Copyright Law, except for audio and moving-image materials. Copies in any
format may not be further reproduced, sold, shared, or given to another person,
company, or institution for any purpose without the written permission of the Ransom
Center.



Publication

Patrons who wish to use Ransom Center original materials or images from printed
material in a publication, performance, or broadcast must secure high-resolution copies
from the Center for that purpose and complete and submit the appropriate notification
form. In addition to notifying the Ransom Center and (if applicable) paying a use fee,
patrons also must obtain any necessary permissions from the copyright holder, which
in some instances may be the Ransom Center and The University of Texas at Austin.
The Center maintains the online WATCH database identifying some copyright holders,
as well as a guide to locating those not listed. Patrons having questions about copyright
liability should seek legal counsel.

Independent of any fees that may be assessed by a copyright holder, it is the policy of
the Ransom Center to assess a fee for some uses of materials from its collections. Such
fees are intended to offset a small part of the Center’s costs for processing, preservation,
and servicing of its collections. Fees for the use of images are determined by the print
run and distribution of the intended publication. The Center also reserves the right to
assess a fee to quote from or publish manuscripts when use is deemed to be significant
or extensive. Fees for the use of manuscripts are negotiated on a case-by-case basis. A
complete copy of any publication (in any medium) that makes use of Ransom Center
materials must be given to the Ransom Center for its collections.

PATRONS WILL DEFEND, INDEMNIFY, AND HOLD HARMLESS THE RANSOM
CENTER AND THE UNIVERSITY OF TEXAS SYSTEM,, ITS BOARD OF REGENTS,
THE UNIVERSITY OF TEXAS AT AUSTIN, ITS OFFICERS, EMPLOYEES, AND
AGENTS AGAINST ALL CLAIMS, DEMANDS, COSTS, AND EXPENSES
INCLUDING ATTORNEYS” FEES INCURRED BY COPYRIGHT INFRINGEMENT OR
ANY OTHER LEGAL OR REGULATORY CAUSE OF ACTION ARISING FROM THE
USE OF RANSOM CENTER MATERIALS.
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FRC

HARRY RANSOM
CENTER

PHOTODUPLICATION ORDER FORM

Please print or type

Name:
Address: Fax:
Phone (daytime): Type of photoduplication:

[ Low-resolution scans (72 dpi PDFs)
E-mail: (max. 350 per 6 mos.)

[ Low-resolution scans (72 dpi JPEGs)
Delivery instructions: (max. 50 per 6 mos.)

[ Printouts from low-resolution scans
[ High-resolution scans (TIFFs)

[ High-resolution scans (JPEGs)

[ Printouts from high-resolution scans
[ Duplicate microfilms

[ Panoramas (TIFFs)

[ Panoramas (JPEGs)

[ Panoramas (printouts)

[ Rush (<2 weeks; 100% surcharge)

[1To be picked up in HRC 3.210

[ USPS First Class Mail (domestic)

1 USPS Priority Mail (domestic)

[ USPS First-Class Mail International

[ FedEx (can use UPS or DHL if patron has account)

company/account #

Invoice #
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NOTICE: 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 materials.

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.

The institution reserves the right to refuse to accept a copying order if, in its judgement, fulfill-
ment of the order would involve violation of copyright law.

My signature indicates that I have read and understood the Ransom Center’s Materials Use Policy and
the Copyright Notice on this form. All photoduplication orders are accepted at the Center’s discretion.
Photocopies of original materials may not be transferred to any other institution or individual without
written permission. I further agree to defend, indemnify, and hold harmless the Ransom Center, The
University of Texas, and the University of Texas System against all claims, demands, costs and expenses
incurred by copyright infringement or any other legal or regulatory cause of action arising from the use
of the Center’s materials.

Signature: Date:

Please inform us if you are planning to wire funds from abroad. Wires are subject to a $50 additional
charge.

[ email (low-resolution scans only) to: [ Audio (CD) 11 authorize you to use my credit card for payment:
[1] Video (DVD)
1 FTP (consult HRC staff first) [ Other VISA/MC/AMEX:
Expiration
Please note that a $10.00 handling fee ($20 for rush orders) plus Curator: date: Security code:
postage charges (if any) will be added to all orders. (staff use only)
Signature:
COLLECTION / CALL #/
BOX & FOLDER EXACT TITLE OR DESCRIPTION ITEMS TO BE COPIED SPECIAL INSTRUCTIONS
1.
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COLLECTION/CALL #/

BOX & FOLDER EXACT TITLE OR DESCRIPTION ITEMS TO BE COPIED SPECIAL INSTRUCTIONS

3.
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HARRY RANSOM CENTER

HRC

THE UNIVERSITY OF TEXAS AT AUSTIN

Photoduplication Shipping Options

Domestic

Sales tax of 8.25% is applied to orders picked up in person or mailed to an address in Texas.

Method Limitations Tracking? | Delivery time | Handling fee* | Shipping

Pick up in HRC 3.210 $10 $0

Email Available for <8 low-res scans only | No $10 $0
Packages 13 oz or less, or letters 3.5

First-Class Mail® (USPS) oz or less No 1-3 days $10 Il

Priority Mail (USPS) Packages 70 pounds or less No 2-3 days $10 T

Federal Express Yes Overnight $10 T

FTP $10 $0

International

Method Limitations Tracking? | Delivery time | Handling fee | Shipping

Email Available for <8 low-res scans only | No $10 $0

First-Class Mail®

International (USPS) Packages 4 pounds or less No Uncertain $10 i

Federal Express Yes 2-7 days $10 Il

FTP $10 $0

"Handling fee doubles to $20 for Rush orders.
TPostage calculated by the Mail Room and applied by the Business Office. For a rough calculation of shipping costs for USPS, go to

http://postcalc.usps.gov/.
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