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If you accept the terms of this agreement, please sign below.
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Digital Camera Agreement and 
Use Policy for On-Site Self-Service

Patrons may take digital photographs of collection materials for reference purposes. Permission is based upon the physical 
condition of the materials, copyright law, donor restrictions and Reading Room rules. The Benson Ford Research Center 
reserves the right to deny permission to photograph collection materials at its discretion. Please follow all written and verbal 
instructions given by reference staff.

•   Patrons will meet with and obtain permission and forms from reference staff before taking any photographs.

•  Patrons will keep an accurate running citation for all items photographed, as they take them, on the sheet provided. These will be 
necessary for publication citations, ordering publication-quality images or requesting use copies for other purposes. Failure to 
keep accurate records may result in research fees if staff time is needed after the patron’s visit to identify material locations.

Materials Handling

•   Archival materials are irreplaceable; handle them with care and according to Reading Room rules.

•   Patrons may look at one box at a time, one folder at a time

•   Remove folders from boxes and lay them flat on the table only; do not place materials on floors, window sills, etc.

•   Keep material in their folders and in order at all times.

•   Do not bend, press down or otherwise manipulate or rearrange materials to get a better photograph. Do not flip through 
materials; look at one item at a time.

•   Keep materials flat on the table or in the stand/cradle provided.

•   Ask reference staff for assistance with fastened items.

•   Do not remove items from their plastic sleeves; the sleeves are there to protect the contents.

•   Gloves must be worn at all times when handling photographs; oils from hands can damage photographs.

•   Do not stand on chairs, tables or other furniture, for your own safety.

•   Turn off the flash and sound on camera.

•   Do not use special lights, tripods or personal scanners.

•   Do not take photographs of the staff, Reading Room or other patrons.

The copyright law of the United States (Title 17, U.S. 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 to accept a copying order if, in its judgment, fulfillment of the order would involve or directly lead 
to violation of the copyright law.

I agree that these digital photographs will be used solely for private study, scholarship or research. I understand that copyright 
is not conveyed with this copy. I will not quote from, publish, reproduce or display any images, in whole or in part, without written 
permission from the copyright holder and the Benson Ford Research Center. The images will not be given to other institutions or 
individuals or sold. I agree to defend, indemnify, save and hold harmless The Henry Ford, its employees, officers or designates, 
from any and all costs, expense, damage and liability arising because of any claim whatsoever which may be presented by anyone 
for loss or damage or other relief occasioned or caused by the release of digital photographs to the undersigned and their use in 
any manner, including their inspection, publication, reproduction, broadcast, duplication or printing by anyone for any purpose 
whatsoever. I have read and agree to abide by this policy. I understand that my failure to follow these terms may result in the 
termination of photography privileges. 


	Reference Number 4: 
	Date Received 4: 
	Staff Initials 4: 
	Name: 
	Address: 
	City: 
	state: 
	ZIP: 
	Phone: 
	Email: 
	Text Field 2: 
	Text Field 3: 
	Text Field 4: 
	Text Field 5: 
	Text Field 6: 
	Text Field 7: 
	Text Field 8: 
	Text Field 9: 
	Text Field 10: 
	Text Field 11: 
	Text Field 12: 
	Text Field 13: 
	Text Field 14: 
	Text Field 15: 
	Text Field 16: 
	Text Field 17: 
	Text Field 18: 
	Text Field 19: 
	Text Field 20: 
	Text Field 21: 
	Text Field 22: 
	Text Field 23: 
	Text Field 24: 
	Text Field 26: 
	Text Field 27: 
	Text Field 28: 
	Text Field 29: 
	Text Field 30: 
	Text Field 31: 
	Text Field 32: 
	Text Field 33: 
	Text Field 34: 
	Text Field 35: 
	Text Field 36: 
	Text Field 37: 
	Text Field 38: 
	Text Field 39: 
	Text Field 40: 
	Text Field 41: 
	Text Field 42: 
	Text Field 43: 
	Text Field 44: 
	Text Field 45: 
	Text Field 46: 
	Text Field 47: 
	Text Field 48: 
	Text Field 49: 
	Text Field 50: 
	Text Field 51: 
	Text Field 52: 
	Text Field 53: 
	Text Field 54: 
	Text Field 55: 
	Text Field 56: 
	Text Field 57: 
	Text Field 58: 
	Text Field 59: 
	Text Field 60: 
	Text Field 61: 
	Text Field 62: 
	Text Field 63: 
	Text Field 64: 
	Text Field 65: 
	Text Field 66: 
	Text Field 67: 
	Text Field 68: 
	Text Field 69: 
	Text Field 70: 
	Text Field 71: 
	Text Field 72: 
	Text Field 73: 
	Text Field 74: 
	Text Field 75: 
	Text Field 76: 
	Text Field 77: 
	Text Field 78: 
	Text Field 79: 
	Text Field 80: 
	Text Field 81: 
	Text Field 82: 
	Text Field 83: 
	Text Field 84: 
	Text Field 85: 
	Text Field 86: 
	Text Field 87: 
	Text Field 88: 
	Text Field 89: 
	Text Field 90: 
	Text Field 91: 
	Text Field 92: 
	Text Field 93: 
	Text Field 94: 
	Text Field 95: 
	Text Field 96: 
	Text Field 97: 
	Text Field 98: 
	Text Field 99: 
	Text Field 100: 
	Text Field 101: 
	Text Field 102: 
	Text Field 103: 
	Text Field 104: 
	Text Field 105: 
	Text Field 106: 
	Text Field 107: 
	Text Field 108: 
	Text Field 109: 
	Text Field 110: 
	Text Field 111: 
	Text Field 112: 
	Text Field 113: 
	Text Field 114: 
	Text Field 115: 
	Text Field 116: 
	Text Field 117: 
	Text Field 217: 
	Text Field 218: 
	Text Field 219: 
	Text Field 220: 
	Text Field 221: 
	Text Field 222: 
	Text Field 223: 
	Text Field 224: 
	Text Field 225: 
	Text Field 226: 
	Text Field 227: 
	Text Field 228: 
	Text Field 229: 
	Text Field 230: 
	Text Field 231: 
	Text Field 232: 
	Text Field 233: 
	Text Field 234: 
	Text Field 235: 
	Text Field 236: 
	Text Field 237: 
	Text Field 238: 
	Text Field 239: 
	Text Field 240: 
	Text Field 241: 
	Text Field 242: 
	Text Field 243: 
	Text Field 244: 
	Text Field 245: 
	Text Field 246: 
	Text Field 247: 
	Text Field 248: 
	Text Field 249: 
	Text Field 250: 
	Text Field 251: 
	Text Field 252: 
	Text Field 253: 
	Text Field 254: 
	Text Field 255: 
	Text Field 256: 
	Text Field 257: 
	Text Field 258: 
	Text Field 259: 
	Text Field 260: 
	Text Field 261: 
	Text Field 262: 
	Text Field 263: 
	Text Field 264: 
	Text Field 265: 
	Text Field 266: 
	Text Field 267: 
	Text Field 268: 
	Text Field 269: 
	Text Field 270: 
	Text Field 271: 
	Text Field 272: 
	Text Field 273: 
	Text Field 274: 
	Text Field 275: 
	Text Field 276: 
	Text Field 277: 
	Text Field 278: 
	Text Field 279: 
	Text Field 280: 
	Text Field 281: 
	Text Field 282: 
	Text Field 283: 
	Text Field 284: 
	Text Field 285: 
	Text Field 286: 
	Text Field 287: 
	Text Field 288: 
	Text Field 289: 
	Text Field 290: 
	Text Field 291: 
	Text Field 292: 
	Text Field 293: 
	Text Field 294: 
	Text Field 295: 
	Text Field 296: 
	Text Field 297: 
	Text Field 298: 
	Text Field 299: 
	Text Field 300: 
	Text Field 301: 
	Text Field 302: 
	Text Field 303: 
	Text Field 304: 
	Text Field 305: 
	Text Field 306: 
	Text Field 307: 
	Text Field 308: 
	Text Field 309: 
	Text Field 310: 
	Text Field 311: 
	Text Field 312: 
	Text Field 313: 
	Text Field 314: 
	Text Field 315: 
	Text Field 316: 
	Text Field 317: 
	Text Field 318: 
	Text Field 319: 
	Text Field 320: 
	Text Field 321: 
	Text Field 322: 
	Text Field 323: 
	Text Field 324: 
	Text Field 325: 
	Text Field 326: 
	Text Field 327: 
	Text Field 328: 
	Text Field 329: 
	Text Field 1010: 
	Text Field 1011: 
	Text Field 1012: 
	Text Field 1013: 
	Text Field 1014: 
	Text Field 1015: 
	Text Field 1016: 
	Text Field 1017: 
	Text Field 1018: 
	Text Field 1019: 
	Text Field 330: 
	Text Field 331: 
	Text Field 332: 
	Text Field 333: 
	Text Field 334: 
	Text Field 335: 
	Text Field 336: 
	Text Field 337: 
	Text Field 338: 
	Text Field 339: 
	Text Field 340: 
	Text Field 341: 
	Reference Number 3: 
	Date Received 3: 
	Staff Initials 3: 
	Date: 
	Reference Number: 
	Date Received: 
	Staff Initials: 
	Name (Please Print): 


