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Duplication Request Form

List items to be duplicated. [If known please include: Item Title, Box #, Folder #, Collection Title]

Duplication Type
O Self-taken digital photographs 0 Photocopies o Digital duplication (PDF)
o Digital image (JPG/TIFF) O Audiovisual 0 Other

Duplication Use [check all that apply]

O research/personal O publication O presentation
O exhibition O film/television/video 0O web/online
O commercial use O Other

Copyright Notice

The Copyright Law of the United States (Title 17, United States Code) governs the making of photocopies or
other 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 user makes a request for, or later uses, a photocopy ot reproduction for purposes in excess of "fair use,"
that user may be liable for copyright infringement. The user agrees to defend, indemnify, and hold harmless
the Menil Archives, The Menil Collection 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 Archives
materials.

Name

Address

City State Zip

Telephone E-mail

By signing below, 1 acknowledge 1 have read, understand, and agree to abide by the Menil Archives Duplication Policy and
Procedures and Copyright Notice.

Signature Date

Menil Archives, September 2020
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Duplication Policy and Procedures

General

Researchers may request duplication or take photographs of archival materials for study
purposes only, and as allowed by the Menil Archives, based on the physical condition of
materials, copyright law, donor restrictions, and Archives policy.

Please allow two to three weeks to process all digital duplication and image requests.
Audiovisual duplication may take six to eight weeks.

The Menil Archives does not charge a fee for routine duplication. Archives reserves the right
to assess a fee, based on time and quantity, for staff fulfilled large volume duplication orders.

Self-taken photographs are limited to 20% of a collection.
Rights and Permissions

Archival materials may be protected by copyright, trademark, privacy and publicity rights, or
other intellectual property rights (collectively “IP rights”) not owned by the Menil. The
Menil Archives is not responsible for determining the IP rights of archival materials or for
securing permissions.

Possession of a reproduction does not constitute permission to use, reproduce, or distribute
it. Duplicated materials may not be transferred to any other institution or individual without
written permission.

Permission to use duplicated materials other than for private study, scholarship, or research
requires the permission of the Menil Archives. Requests to reproduce or publish archival
materials should be submitted in writing to the Archives and are coordinated with the
Menil’s Rights and Reproductions department.

Citations

It is the researcher's responsibility to keep accurate citations for all items duplicated or
photographed, which are required when requesting permission to publish or quote.

Credit Line: Courtesy of Menil Archives, The Menil Collection, Houston.

Menil Archives, September 2020
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