
Complete and return this form if intending to reproduce Newberry Library photography. 
 

The Newberry Library 
Photoduplication Department 

60 W. Walton Street 
Chicago, IL 60610 

 
Letter of Agreement for Use of Photographic Reproductions 

Taken by The Newberry Library of Newberry Library Materials. 
 

Name and Address:     Citation of Image Source 
       Title 
 
       Author: 
 
       Call number: 
Phone no.: 
 
List Images requested (page, folio, or plate) 
1) 
2) 
3) 
 
Statement of intended use, e.g., text book, scholarly article, dissertation, documentary film, exhibition, television, 
commercial CD/DVD ROM.  Specify if multiple use or reuse is intended (attach separate sheet if necessary): 
 

Author or Editor of Proposed Work:________________________________________________________________ 

Title of Proposed Work:_______________________________________________________________________ 

Publisher of Proposed Work:______________________________________________________________________ 

Rights Requested:______________________________________________________________________________ 

Estimated Print Run:____________________________________________________________________________ 

Expected Date of Publication:_________________   __profit 

        __not-for-profit, proof of status is attached  

Will the publisher or author supply a complimentary copy of the publication?         ___Yes ___No. 
(If the publication is in scope and the library chooses to request one, fees will be reduced.) 
 
The conditions as stated in this document, including the Conditions for the Use of Photographic Reproductions on page two, are 
approved and agreed upon by the requesting party with this signature. 

 
_____________________________________________________________________________ 
Signature           Date 
 
--------------------------------------------Permissions staff will complete below line-------------------------------------------- 

Returned approvals will include necessary invoices. 
 
The Newberry requests a complimentary copy. ____Yes ____No. 

Number of Images _____ @ ____.___  =  Subtotal  $_________.___   Final Cost  $ ___________.____ 

The following credit line will be included in the work: 
 
“Photo Courtesy of ____________________________________________________________________________” 
 
Newberry Library Approval _____________________________________________________________________ 
         Title and Date 
Requesting invoice 
 Accounting nos.: 001242-430060  Invoiced on (date) __________ 
 Requested by ____    On No.____   By____ 
 



Letter of Agreement continued, page 2 of 2 

 
Conditions for the Use of Photographic Reproductions 
Taken by The Newberry Library of Library Materials 

 
1. To use the photographic copy only once and only for the purposes listed in the Letter of Agreement.  
Any subsequent or different use (including subsequent editions, book club editions, paperback editions, 
different languages, etc.) constitutes a reuse and must be applied for in writing.  Reuse fees will be 
established on a case by case basis. 
 
2. To specify when multiple use of an image is intended.  (A common example of multiple use occurs 
with exhibition use when an image appears in the exhibit, the exhibit catalogue, and on posters and other 
promotional materials.)  Multiple use fees will be established on a case by case basis. 
 
3.  To credit properly.  It is mandatory that you credit The Newberry Library as specified in the returned 
Letter of Agreement. 

a) With printed matter, it is preferred that the credit line appear on the same or facing page as 
the illustration.  Crediting of each individual image is mandatory in all cases. 

b) With filmstrips, include the credit with the other “Sources of illustrations.” In manuals that 
accompany filmstrips, credit at the point where the illustration is discussed. 

c) With exhibitions, credit within exhibition area. 
 
4. To supply a complimentary copy of the published work if this is a condition in the Letter of 
Agreement.  In such cases, The Newberry Library will consider the item on order and act accordingly. 
 
5.  To indicate in the accompanying caption or label any and all changes that you have made to the 
original photographic copy, such as taking a detail, superimposing, or tinting. 
 
6.  Not to permit others to reproduce the photographic copy or any facsimile of it. 
 
7.  To state clearly in the “Letter of Agreement” when the photographic copy will be reproduced for 
advertisement purposes such as dust jacket, advertisement copy, and ephemeral promotion material.  
(“Advertisement purpose” is further defined in the fee schedule.) 
 
8.  In authorizing the publication of a photographic copy The Newberry Library does not surrender its 
own right to publish it or grant permission to others to do so. 
 
9. Copyrighted materials are copied with the understanding that the recipient will not use it for any 
purpose other than private study, scholarship, or research without obtaining the signed authorization of 
the copyright holder.  Applicants assume all responsibility for questions of copyright and invasion of 
privacy that may arise in copying and in the use made of the photographic copy. 
 
10.  Any exceptions or additions to the above conditions will appear in, and be considered part of, the 
Letter of Agreement. 
 

Warning Concerning Copyright Restrictions 
The copyright law of the United States (Title 17, U.S. Code) governs the making of photocopies of other 
reproductions of copyright material.  Under certain conditions specified in the law, libraries and archives are 
authorized to furnish a photocopy or other reproductions.  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 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.  The granting of permission to publish by the 
library does not absolve users of materials from securing permission from copyright owners and payment of such 
additional fees as the owners may require if the Library does not own copyright or if the material is not in the public 
domain.  Applicants assume all responsibility for questions of copyright and invasion of privacy that may arise in 
copying and in the use made of the photographic copy. 


