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Houghton Library
Permissions Form

INSTRUCTIONS:

1. Please submit all request forms via mail, email, or fax. Contact information is listed at the bottom of this form.

2. Please fill out the form completely. If you have any questions, please contact us.

3. Due to the large volume of permissions requests we receive, please allow a turnaround time of 15 days.

4. This form is only for permission to publish. If you need a reproduction, you must contact the Houghton Library
Public Services department, 617-495-2440, or houghref@help.hmdc.harvard.edu

5. Citation of Houghton materials requires appropriate credit line (see “Permissions to quote or reproduce Houghton
Library materials” policy for examples)

6. Permission to publish Houghton Library materials is granted one-time use only. Subsequent publication or use of
any kind requires separate permission.

Date

CONTACT INFORMATION
Permission is requested by:

Name

Title First Middle Initial Last

Preferred mailing address: Email address:

PUBLICATION OR USE INFORMATION

[J Book [J Journal Article or book chapter [JWeb project [J Film production [ Performance [1Video/DVD
"1 E-book [ISound recording

Title
Author/Editor/Creator/Performer (if different from applicant)

Journal/anthology title (the “Publication”)

Publication or use date (month, year)
Publisher

Placement of reproduction (interior/exterior, if applicable)

Please list the specific rights you are requesting (please note that we do not grant permission in
perpetuity, but on a per-edition basis.)


mailto:houghref@help.hmdc.harvard.edu

Please list the collection titles and call numbers for each item you wish to publish or use:
(if more space is needed, add additional sheets)

Collection or |terrF1);|;LerSz.g., Henry James Call number (e.g., MS Am 1094 (3) )

Other comments or questions:

Conditions

e [ am the person whose name appears above or the authorized agent of the person whose name appears above.

e [ have requested permission from the President and Fellows of Harvard College (“Harvard”), acting through
Houghton Library (“Houghton”), to make reproductions (the “Reproductions”) of the materials listed above. I
intend to distribute the Reproductions in a manner or manners described above. If [ wish to make any use of the
Reproductions that requires the permission of the copyright holder(s) (if any),

I agree to obtain all such permissions. In addition, I agree that I will not further reproduce, distribute, perform, or
display the Reproductions or alter Reproductions without Houghton’s prior consent.

e Jagree to credit Houghton by including the following credit line: [Call number of item, Houghton Library,
Harvard University], as well as a full citation where the Reproductions are reproduced. The credit and citation
will appear adjacent to the Reproduction on in an “Illustration Credits” section of the Publication.

e T understand and agree that the distribution of the Reproductions must be a complete and unaltered presentation of
the original image and that superimposition of text over the image, cropping, bleeding, the addition of color, or
other alterations are permitted only with Houghton’s prior written consent. If I use a specific detail, I will indicate
in the Reproduction’s caption that it is a detail.

e [ will indemnify and hold Harvard and its affiliates, employees, faculty members, members of its
governing boards and agents harmless from and against any claims, losses, liabilities, damages, costs and
expenses including reasonable attorneys’ fees arising out of or relating to my use of the Reproductions or
my breach of any other provision of this agreement.

e [/we hereby agree to the conditions outlined above and understand that the failure to comply with these
conditions may result in the denial of future requests for permissions.

Signature Date

You may send this form to the department by mail to Permissions Coordinator, Houghton Library,
Harvard Yard, Cambridge, MA 02138, by email, houghref@help.hmdc.harvard.edu, or by fax, (617)
495-1376. Please allow a 15-day turnaround time for your permission letter. If you have any questions,
please feel free to contact us by email or by phone, (617) 495-2440.

T1 Approve  [1 Not Approved Curator: Date:

Correct citation required:
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