
 

 
 

 
MATERIALS USE POLICY 

  
 
The 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 an online 
Research Account, give information about the research topic, and agree to Reading 
and Viewing Room (RVR) Regulations and this Materials Use Policy. Patrons 
requesting electronic files must agree to the Materials Use Policy for Electronic Files 
before accessing them. Patrons working onsite must show current photo 
identification; letters of reference are not required. We may require patrons 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 deed of gift or purchase stipulation, statutory authority, or by 
the Ransom Center itself for preservation, processing, or other administrative 
purposes.  
 
All requests for unprocessed electronic files must be made in advance. Once a 
request is made, staff will supply the researcher with an estimate for material 
availability in the Reading Room. The turnaround time varies widely based on 
original file and media formats. Restrictions on a given collection, copyright 
limitations, or technology complications may hinder the Center’s ability to provide 
access to unprocessed electronic files. To request access, please email 
reference@hrc.utexas.edu. 
 
The Ransom Center restricts the type of personal belongings that may be brought 
into teaching spaces, and into the Reading and Viewing Room. Personal belongings 
must be stored outside these areas. For further details, see the HRC Reading and 
Viewing Room Regulations.  



 

 
Storage of handguns is not allowed in Ransom Center lockers or other areas. For 
questions concerning concealed carry on campus, please refer to the University 
Handbook of Operating Procedures 
https://www.policies.utexas.edu/policies/campus-concealed-carry, and the 
Campus Carry website https://campuscarry.utexas.edu/.  
 
Duplication  
Patrons are allowed to take digital photographs of materials for reference purposes 
only, subject to the stipulations of the Digital Camera Use 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 for 
preservation, processing, or other essential purposes.  
 
Copying electronic files, including screenshots and printouts, is not permitted but 
patrons are allowed to take digital photographs of the computer screen upon 
completing and agreeing to the Digital Camera Use Policy.  
 
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 a 
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, 

https://www.policies.utexas.edu/policies/campus-concealed-carry
https://campuscarry.utexas.edu/


 

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.  
 
NOTE: COLLECTION MATERIALS COVERED BY THE POLICY ON ACCESS TO DIGITAL 
REPRODUCTIONS OF WORKS IN THE PUBLIC DOMAIN ARE EXCLUDED FROM 
REQUIREMENTS FOR DUPLICATION, NOTIFICATION, AND ATTENDANT FEES.  
 
ARCHIVAL MATERIALS AT THE RANSOM CENTER MAY CONTAIN SENSITIVE OR 
CONFIDENTIAL INFORMATION PROTECTED UNDER FEDERAL OR STATE LAWS AND 
REGULATIONS. RESEARCHERS ARE ADVISED THAT THE DISCLOSURE OF CERTAIN 
INFORMATION PERTAINING TO LIVING INDIVIDUALS MAY HAVE LEGAL 
IMPLICATIONS.  
 
 
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.  
 
 
January 24, 2017 


