
JOHNS HOPKINS Special Collections and Archives
U   N    I    V    E    R    S    I    T   Y The Milton S. Eisenhower Library

3400 North Charles Street
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CHARGES

25¢ per photocopy page for copying manuscript or archival materials
50¢ per photocopy page for books and other material (including 

tightly-bound or fragile manuscript/archival material) requiring use of
face-up photocopier

$3.00 minimum charge for mail requests
$10.00 per hour service charge for orders requiring more than one hour of

staff time

<  PLEASE MAKE ALL CHECKS PAYABLE TO THE MILTON S. EISENHOWER LIBRARY  =

PHOTODUPLICATION SERVICE

1. Please fill out and sign the attached form for all photoduplication requests.  If you are requesting
copies of manuscript or archival material, please also fill out and sign the attached "Access" form.

2. The Library reserves the right to refuse to copy any item, if such copying will either damage the
material or impinge on copyright or other restrictions.

3. In general, copies of entire books, manuscript collections, or archival record groups are not made.

4. Sheet music published after 1923 may be copied solely for research purposes and not for classroom
or performance purposes.

5. No copies will be made without a completed, signed form.

6. Manuscripts and archival documents to be copied must be left in their original folder and box.  Flags
will be provided for identifying materials to be copied.

7. Orders of more than $5.00 that will be mailed or picked up by the patron require a deposit.  COPIES
MUST BE PICKED UP WITHIN 3 (THREE) MONTHS OF THE REQUEST DATE OR THEY WILL BE
DISCARDED.

8. Photocopy orders may not be filled the same day ordered, depending on staff availability.  When the
order is filled, the copies can be mailed or picked up by the patron.  All orders must be placed before
4:30 p.m. (7:30 p.m. on Thursday evenings).

SEE REVERSE SIDE FOR PUBLICATION PERMISSION RULES ú



Publication Permission

1. The copyright law of the United States (Title 17, U.S. Code) governs the making of 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 reproduction is not to be “used for any purpose other than private study, scholarship, or
research.”  If a researcher makes a request for, or later uses, a photocopy or reproduction for
purposes in excess of “fair use,” that researcher may be liable for copyright infringement.

2. We define publication as any visual representation or reproduction of materials from our holdings. 
Instances of publication may include, but are not limited to, printed materials, motion picture films
or videos, websites, and display in a commercial establishment.

3. Permission to publish materials must be requested in writing, on the appropriate form provided by
this department.  The application should specify what the materials are and where they will be
published.  Please address letters of request to the Rare Book Librarian, Curator of Manuscripts, or
Archivist, as appropriate.

4. Our staff cannot sign agreement or permission forms from the publisher or user of our materials. 
Permission to publish, if granted, must be based solely on the terms specified in this form, or in
other documents supplied by this department.

5. The Johns Hopkins University does not claim reproduction rights to the materials in its collections,
and it is expressly agreed that the researcher will obtain any necessary permission to publish from
copyright owners and others.

6. The Library does not grant exclusive publication rights, but reserves the right to make its
collections available for use and publication by anyone who makes an application.

7. No charge is made for scholarly publication of materials, but a fee for commercial publication,
which varies according to the nature and extent of use, is required.  The fee schedule is available
upon request.

8. When permission is granted, appropriate credit for the material used must be given as stated in the
letter of permission.
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JOHNS HOPKINS Special Collections and Archives
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BOOKS / MANUSCRIPTS / ARCHIVES PHOTODUPLICATION REQUEST FORM
Reader's Name (please print)                                                                                                                                       

Address:                                                                                                                                                                        

                                                                                                                                                                                       

Telephone Number:                                                                E-Mail:                                                                          

CITATION INFORMATION

Books: Author                                                                                                                                                 

Title                                                                                                                                                     

Page Numbers                                                                                                                                     

Manuscripts: Collection Name/Number                                                                                                                  

Box # and Items                                                                                                                                 

                                                                                                                                                            

                                                                                                                                                            

Archival Record Group Number & Title                                                                                                           

Records: Subgroup/Series/Subseries, Box Number and Items                                                                        

                                                                                                                                                            

                                                                                                                                                            

PLEASE READ THE FOLLOWING AND SIGN BELOW:

I hereby certify and affirm that the accompanying order is an engagement of copying service for the
purpose of relieving me of the task of transcription, and that the duplicate being made for me is for
my personal use only and will be used solely for the purpose of research.  I assume all copyright
responsibility for the items requested and will defend and hold harmless from any liability to the
copyright owners for any misuse of such material.  I agree to notify the Department of Special
Collections and Archives if subsequently I wish to publish portions of these copies.

Signature                                                                   Date                                       Staff Member's Initials                 

FOR STAFF USE ONLY

Total Number of Copies                    Cost of Copies $                                Postage $                                   

Service Charge $                                       TOTAL COST OF ORDER $                                   

Deposit Paid $                                  Date of Deposit                                 Balance Due $                            

Method of Payment (check one): Cash           Check           M&S ____ Date Balance Paid                     
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JOHNS HOPKINS Special Collections and Archives
U   N    I    V    E    R    S    I    T   Y The Milton S. Eisenhower Library
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AGREEMENT

Name (please print in caps)                                                                                                                      

ACCESS TO MANUSCRIPT MATERIAL / SHEET MUSIC / ARCHIVES

I, the undersigned, agree not to copy, reproduce, circulate or publish the following item(s):

without the specific written permission of the Eisenhower Library and of the owner of the literary
property rights, if any.  I assume all responsibility for any infringement by me of the literary property
rights held by others in the material requested, or any other actual or alleged violation of law
attributed to me as a result of my use of these materials.

Further, in consideration of my being permitted access to these materials I hereby agree to
indemnify and hold harmless The Johns Hopkins University, its trustees, officers, employees, and
agents from any and all liability, loss or damage they may suffer as a result of claims, demands,
costs or judgments (including reasonable attorney fees and court costs) against them arising out
of my being granted permission to inspect and copy the above materials.

Date                                                Signature                                                                             

Affiliation                                                                                                                                                   

Permanent Address                                                                                                                                  

                                                                                                                                                                  

                                                                                                                                                                 


