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LOUISIANA STATE UNIVERSITY

Request for Permission to Publish or Publicly Use Previously Unpublished Materials
Held by LSU Libraries Special Collections

To request permission to publish or otherwise publicly use unpublished materials held by LSU
Libraries Special Collections, please carefully read “ Conditions Governing Publication or
Public Use of Previously Unpublished Materials Held by LSU Libraries Special
Collections,” then complete, sign, and submit Part A of this form to the Head, Public
Services, Special Collections, LSU Libraries, Louisiana State University, Baton Rouge, LA
70803-3300; fax 225-578-9425.

Upon receipt of Part A, the Head of Public Services will determine if permission can be
granted and, if so, what fees and other conditions will be applicable. The Head of Public
Services will complete Part B of the form and return it to the requestor for his or her signature.
Permission to publish or publicly use materials is not granted until Part B of the form has been
properly signed by the requestor and returned to Special Collections.

Conditions Governing Publication or Public Use of Previously Unpublished Materials
Held by LSU Libraries Special Collections

1. This document pertains to the LSU Libraries’ rights as owner of the physical materials for
which publication or public use permission is being requested. It is the responsibility of the
person or organization using the material to obtain any required copyright permissions from
the copyright holder, which may or may not be the LSU Libraries.

2. Special Collections will assess fees for the commercial use of materials from its collections.
Special Collections reserves the right to judge whether a proposed use is commercial based
on the nature of a project and its intended audience.

3. Special Collections also reserves the right to assess fees for the use of its material in non-
commercial projects, in particular when use is significant or extensive.

4. Fees are negotiated on a case-by-case basis and are intended to offset a small part of the
Libraries’ costs associated with processing, preserving, and providing access to its
collections. If permission is granted, the fee will be specified below.

5. This fee covers only the non-exclusive, one-time use of materials specified herein for the
purpose or project described above, unless otherwise indicated. The fee must be paid in
advance. The fee is in addition to any duplication costs. Subsequent requests for additional
use(s) must be made in writing. An additional use fee may be assessed.

6. Special Collections requires that materials be accompanied with a proper citation and/or
credit line in the applicable format below:

For manuscript collections:
Name of the Manuscript Collection, Mss # [manuscript number], Louisiana and Lower
Mississippi Valley Collections, LSU Libraries, Baton Rouge, La.

For University Archives:
Name of originating office followed by “Records”, RG # [record group number],
Louisiana State University Archives, LSU Libraries, Baton Rouge, LA.

e “Louisiana and Lower Mississippi Valley Collections” must be spelled out the first time
a collection is cited. Thereafter, the abbreviation “LLMVC” may be used. Alternately, if
the author provides a list of abbreviations used, “LLMVC” may be used throughout.

o “Louisiana State University Archives” must be spelled out the first time a record group



is cited. Thereafter the abbreviation “LSUA” may be used. Alternately, if the author
provides a list of abbreviations used, “LSUA” may be used.
e Picture credits may appear at the end of motion picture films and video productions.
e The publishing party will create a link to the Special Collections home page
(http://www.lib.Isu.edu/special) from images of or credits for images published on
the Internet.

Failure to properly cite and credit Special Collections materials may result in denial of future
requests.

7. In addition to the use fee, two copies of any publication that makes use of Special Collections materials
must be given to Special Collections, unless otherwise specified below.

8. Materials specified in this agreement are not to be further reproduced, sold, shared, or given to another
person, company, or institution for any purpose, without the express written permission of Special
Collections.

9. The applicant will defend and hold harmless Special Collections, the LSU libraries, the Louisiana State
University System, its Board of Supervisors, Louisiana State University and Agricultural & Mechanical
College, its officers, employees and agents against all claims, demands, costs, and expenses including
attorneys’ fees incurred by copyright infringements or any other legal or regulatory cause of action arising
from use of Special Collections materials.

NOTE: INCOMPLETE INFORMATION MAY RESULT IN A DELAY OF APPROVAL

Part A. Requestor’s Information:

Name of Requestor (please print)

Company Name, if applicable

Telephone Fax
E-mail

Mailing Address

| hereby request permission from LSU Libraries Special Collections to publish materials specified
below in the following work:

Author/editor/webmaster:

Title of work:

Publisher and location of publisher:
URL (if applicable):

Projected publication date:

Type of use:

Article Broadcast Home video
Book Documentary/film Promotional
Website Family History Other (specify)
Exhibition Electronic publication

Print run (number of copies), if applicable:

Intended audience: Projected retail price:



Please list here materials for which you are requesting permission to publish or publicly use. Be
specific and use the proper citation as specified in point 6 of “Conditions Governing Publication
or Public Use of Previously Unpublished Materials Held by LSU Libraries Special Collections.”
Attach additional sheets as needed.

By signing below, | certify that the information provided by me herein is correct. Further, | certify that |
have read, understand, and agree to abide by the rules, regulations and obligations as set forth in
“Conditions Governing Publication or Public Use of Previously Unpublished Materials Held by LSU
Libraries Special Collections.”

Signature Date

Printed or typed name, title, and company name, if applicable

Part B. Fees and Permission for Publication or Public Use

Upon receipt of this agreement, signed below by the requestor, LSU Libraries Special Collections,
Louisiana State University and Agricultural & Mechanical College, gives its permission to publish or
publicly use the materials specified by the requestor under the conditions and for the purpose described
in parts A and B of this document. This permission is granted only to the extent that LSU Libraries
Special Collections has legal authority to do so and does not imply that the LSU Libraries Special
Collections controls the copyright of the materials or that the requestor should not secure other
authorizations prior to use.

For the LSU Special Collections:
Signature Date
Printed or typed name, title

By signing below, the requestor agrees to pay to the LSU Libraries the following fee:

and to give to Special Collections, free of charge,

m 2 (two) copies of the publication; or
i Other, as specified here:
Signature Date

Printed or typed name, title, and company name, if applicable

NOTE: Permission to publish or publicly use materials is not granted until Part B of the form has
been properly signed by the requestor and returned to Special Collections.



