
                                                  

 
 
 
 

 
 
 

 

 

 

  
 

 

 

 

 

Policy on Use of Archive Materials 	 Revised: 9/03 

The Western Illinois University Archives and Special Collections include many record 
series, personal papers, and collections containing photographic and other visual or audio 
materials.  These are acquired, arranged, described, and preserved to support 
administrative, educational, scholarly, and public research work.  In general, these 
materials are available for examination without restriction beyond due care and 
consideration in handling. Reproduction of images or copying of audio tapes is generally 
allowed when doing so will not damage the original materials.  Reproduction of materials 
is allowed subject to issues of copyright and other permissions and according to 
procedures outlined in this policy. 

1. 	 Persons requesting or making copies must first provide information on their 
project(s) and agree to conditions on the “Agreement to Conditions for Use of 
Photographs, Print Materials, Audio-Visual Works” form.  (Available either in 
the Archives/Special Collections Unit of Library or at the end of this policy.) 

2. 	 Non-commercial/personal Requests:  Requests for usage must be submitted to the    
            WIU Archives and Special Collections staff for evaluation. The University will 
            generally grant approval for reproduction of materials for non-     
            commercial/personal purposes with the understanding that the materials will not  
            be used out of the context in which they were created.

            Subject to Approval, researchers may either: 

a) bring their own equipment to reproduce the requested materials 

(or) 

b) request that the materials be sent to the WIU Visual Productions Center  
(VPC) for reproduction. A fee will be assessed by the Visual Productions 
Center in accordance with their published schedule for reproduction of 
materials.  A surcharge will also be assessed for each reproduction project 
to cover handling by WIU Archives.  The surcharge minimum fee will be 
$5. This fee may be adjusted based upon the volume of material and the 
time involved in handling the project by the Archives and Special 
Collections staff. The cost of the VPC reproduction charges and 
surcharges will be outlined for the patron’s approval prior to reproduction 
of materials. 



 

 
 

 

  

 
 

 
 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. 	 Commercial or other Distributed and Non-Personal Uses of Materials:  The 
general parameters as outlined in Section # will be operational with the following 
additional guidelines: 

a) 	 materials that are to be reproduced and distributed must be approved for 
quality control prior to their production or dissemination. 

b) 	 the WIU Archives will receive a copy of the material in the patron    
generated format (e.g., book, tape, photographic negative, or scanned 
image on disc/cd.) 

c) 	 WIU Archives will assess a handling user fee of $5 per item.  This fee 
may be negotiated depending upon the needs of the unit and the items, or 
other considerations. 

d) the requesting patron will provide a copy of the final publication to the  
      WIU Archives and Special Collections for inclusion in their holdings. 

e)	 all materials will be restricted to a one time use as agreed upon in this    
document.  Further usage of these materials require that an additional 
request be submitted for approval. 

4. 	 Whenever WIU Archives and Special Collections materials are used in a 
publication, public presentation, or other product, each item must be properly 
credited to “Western Illinois University Archives” in a format compatible with 
that used in the final product.  This may be a credit line with the item stating: 
“Courtesy of Western Illinois University Archives” or credit on a photo credits 
page. 



 

 
 
 

             
  

    
 

  

     
 

  
  

   
  

 
   

  
  

   
 

  

 
  

 
   

   
     

  

  
 
 
                             
 
                       
                                      
 
                                   
 
                                   
 
                                     
 
                                                                 

Western Illinois University Archives and Special Collections 

Agreement to Conditions for Use of Photographs, Print Materials, and 


Audio-Visual Works 


A. The person (researcher) requesting or making copies of photographs, print 
materials and audiovisual works assumes sole responsibility for securing copyrights and other permissions 
that might be required prior to use of copied materials when used other than for private study. 

B. Copies made for users are strictly for the purposes identified as “fair use” by 107 of the Copyright Act: 
“such as criticism, comment, news reporting, teaching (including multiple copies for classroom use), 
scholarship, or research.”  In determining whether a use in any particular case is a fair use, the factors to be 
considered include: (1) the purpose and character of the use, including whether such use is of a commercial 
nature or is for nonprofit educational purposes; (2) the nature of the copyrighted work; (3) the amount and 
substantiality of the portion used in relation to the copyrighted work as a whole; and (4) the effect of the 
use upon the potential market for, or value of, the copyrighted work.  Note that all factors are considered 
together rather than in exclusion. 

C. Before publishing, performing, or broadcasting a photograph, print material or 

audiovisual work except according to conditions of fair use, the researcher is responsible for securing 

permission from the copyrights holder. Whenever materials from the University Archives are used in a 

publication, performance, or other product, the item must carry a credit line stating:  “Courtesy of
 
Western Illinois University Archives” in a format compatible with that used in the final product.  This 

may be a credit line stating: “Courtesy of Western Illinois University Archives” or credit on a photo
 
credits page. 


D.  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 specific 
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 user may be liable for copyright infringement.  This institution 
reserves the right to refuse a copying order if, in its judgment, fulfillment of the order would involve 
violation of copyright law.  

I/we hereby agree to conditions A-D as specified above. 

Signature _________________________ Date __________________________ 

Name ____________________________   Title __________________________ 

Address __________________________________________________________ 

Telephone _________________________ E-mail ________________________ 

Title of Project: _____________________ Expected completion date _________    


