
Does Fort Hays State University hold common law 
copyright or literary property in the desired materials?

Best Practices for Obtaining Permission to Use 

Forsyth Library Special Collections Materials

Is the applicant a FHSU student, 
faculty, or staff?

License and reproduction fees are 
assessed  according to Special 
Collections’ posted fee schedule.

Applicants must pay all fees and 
complete the Special Collections’ User 
Agreement before reproductions are 
released.

Will the material be used as part of a commercial / for 
profit project or otherwise exceed allowances made 

under Fair Use?

NO

No further action is 
required.  

Reproduction fees may 
apply.

YES

NO YES

If Forsyth Library does not own the copyright, it is 
the patron's sole responsibility to determine the 
copyright status and to obtain any required 
permissions from the copyright holder and pay 
any copyright fees. 

Applicant is required to complete and submit the Special 
Collections User Agreement

NO YES

License fee is waived.  
Reproduction fees 

are assessed should 
the volume of 

materials reproduced 
exceed the number 
determined in the 
Special Collections’ 

posted fee schedule.

A one-time, non-
exclusive licensing 
fee is assessed in 
addition to any 

reproduction fees.


