Kenan Research Center Camera Policy

The Kenan Research Center permits the use of still or video cameras to photograph books, manuscripts, and non-photographic visual material including maps and architectural plans.
Patrons must contact the Kenan Research Center Manager of Reprographic Services to reproduce photographic prints.

Registration 
Patrons must apply for permission to use a camera in the Reading Room. Applications may be approved in advance or on the same day.  The Kenan Research Center reserves the right to refuse reproduction.
Patrons may only photograph items specified on their application.  The Kenan Research Center reserves the right to limit the number of digital camera reproductions.

The Kenan Research Center may furnish a digital camera to patrons upon request (fees apply).  
Maps, architectural drawings, or other oversized material may be photographed by appointment only.  Reproductions of oversized material can also be obtained by submitting a completed reprographics order form for staff to perform the work.  
Available times for appointments are Tuesday - Thursday, 10:00 AM - 12:00 PM, and Friday, 10:00 AM - 5:00 PM. Work completed by staff will be available within five working days. 

Fees

· Patrons are charged .35 an image for items smaller than 11 x 14 inches.  
· Atlanta History Center members are charged .25 an image.  
· Patrons must report the number of photographs taken on the application. 
· Patrons are charged $2.50 per image (up to 20 images) for oversized items with a minimum of $10.00 per order.  
· There is a $10.00 surcharge for each set of 20 images in an order. 
· Patrons who use the Kenan Research Center’s digital camera are charged $10.00 for a 1 GB memory card in addition to the cost of images. 
Restrictions

Photographs from collection materials cannot be published, exhibited, or broadcast through any commercial or non-commercial medium.  Patrons are not permitted to photograph collection items that are limited by donor restrictions without written permission from the donor. 
Applications to photograph a complete publication under copyright (published or unpublished), must include permission from the copyright owner prior to photography.  
No handheld or flatbed scanners may be used.  Flash photography is not permitted and all audible functions on cameras must be muted when possible.  Professional lighting kits, studio lighting, or other equipment may not be used in the Reading Room.  If additional lighting is required, the researcher must arrange a photo shoot with the Manager of Reprographic Services. 
Procedures

Patrons are not permitted to photograph items that might be damaged as a result of the photographic process.  Patrons must observe the Research Center’s written regulations for handling collection material.  
Patrons must use areas designated by Kenan Research Center staff and may not carry collection material away from the assigned work table.  

Books must be photographed on cradles supplied by the Kenan Research Center. 
Book weights provided by the staff can be used to hold the pages open and to keep documents flat.
Items from manuscript and non-photographic visual collections must lay flat on the table. 
Items removed from boxes and folders must be returned in the exact order and location in which they were found.  Plastic clips should be removed from documents and replaced before the document is returned to the folder.  Other types of fasteners (staples, ribbons, pins) may only removed with the assistance of the reference staff. 
Patrons must sit or stand with both feet on the floor when taking photographs.  The staff will provide assistance in handling documents when warranted.  The Kenan Research Center will provide a 72 inch adjustable tripod for use.
This policy is designed for the convenience of our patrons and for the protection of collection resources.  We request that our customers follow the directions of the reference staff when using this service.  





Date: _____________

Kenan Research Center at the Atlanta History Center

Application to use a Camera in the Research Center

Name__________________________________
Phone________________________

Fax ____________________________
Patron No.___________________________

Address _________________________________________________________________

________________________________________________________________________

Appointment time and date: _________________________________________________

Sign and date the Reproduction Agreement on the reverse.

List of Manuscripts, Visual Material, Book pages to be photographed

	Call Number or Collection Number
	Description of Item
	Number of Images
	Approval

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




Reproduction Agreement
I understand that by signing below I am bound by the following agreement:

1. The applicant has read the policy titled “Kenan Research Center Camera Policy” and agrees to abide by it.

2. The applicant agrees that any photograph taken may not be reproduced in full or in part.  The applicant may not place them at other repositories without prior written approval by the Kenan Research Center.

3. Excerpts from copyrighted material may not be quoted by the applicant in his or her own work or elsewhere without permission of the copyright holder, except as allowed under the fair use guidelines of the copyright law (Title 17, United States Code).  Reproductions of complete unpublished or copyrighted published works in any format require the permission of the copyright holder.  The applicant is responsible for obtaining this permission prior to publication.  If the applicant wishes to publish manuscript material held by the Kenan Research Center, permission must be obtained through the Manager of Reprographic Services. 

4. Proper acknowledgement must be given for all materials used.  In citing collection materials from the Kenan Research Center, the format is as follows: Identification of Items, Collection Name, MSS or VIS number, Kenan Research Center, Atlanta History Center

Notice

Warning Concerning Copyright Restrictions

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 by the law, libraries and archives are authorized to furnish a photocopy or other reproduction.  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 user 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 a violation of copyright law.










37 C.F.R. 201.14

Signed_______________________________________________ 
Date______________







