
 

 

Application for Permission to Publish, Quote, Broadcast, or Exhibit Terms 
and Conditions 

• Fort Hays State University and Tebo Library Special Collections & University Archives 
claim only physical ownership of some materials. Applicants wishing to broadcast or publish 
this material must assume all responsibility for identifying and satisfying any claimants of 
copyright. 

• If the work is still under copyright, and if the copyright is not held by Fort Hays State 
University, the applicant must seek permission from the current copyright holder. The 
applicant agrees to assume full responsibility and any attendant liability for complying with 
U.S. copyright laws and other rights of third parties. 

• Applicants agree to disclose the intended use of requested materials. 
• Non-affiliate applicants agree to pay a one-time, nonexclusive licensing fee per project for use of 

Special Collections & University Archives and Tebo Library Digital Collections’ materials when 
copyright is held by Fort Hays State University and intended use exceeds Fair Use allowances, in 
accordance with the license fee schedule established by Tebo Library’s Special Collections & 
University Archives in addition to any reproduction costs determined by the Special Collections & 
University Archives reproduction fee schedule or costs due to the copyright holder.   

• Affiliate applicants agree to pay any reproduction costs determined by the Special Collections & 
University Archives reproduction fee schedule in addition to any costs due copyright holders other 
than Fort Hays State University.   

• The reproduction of an entire collection is generally not allowed, and if more than 30 
illustrations are requested, an additional royalty arrangement might be required. 

• The applicant agrees to indemnify and hold harmless Fort Hays State University, its officers, 
employees and agents from and against all suits, claims, actions and expenses arising out of the 
use of reproductions provided by the Special Collections & University Archives. 

• Permission is for a one-time use only with nonexclusive worldwide rights in all languages in the 
medium and format stated in this application. Permission is valid only for the individual, 
company or institution to whom it is specifically issued and may not be transferred, assigned, 
sold or otherwise disposed of without written permission from Special Collections & University 
Archives. 

• In granting permission, the Special Collections & University Archives does not surrender its 
own right thereafter to publish any of the materials from its collections or to grant permission to 
others to publish them. 

• The applicant agrees to credit all works as follows: [Collection name or descriptive caption.] 
Special Collections & University Archives, Tebo Library, Fort Hays State University.  Credit 
should be easily visible if used in exhibits, displays, or online presentations, and must appear 
according to standard citation styles in other formats.  

• If permission to publish is granted, the applicant agrees to donate a copy of the publication to 
Tebo Library at Fort Hays State University. 

• Special Collections & University Archives reserves the right to refuse to grant permission to 
publish. 



 

 

Licensing Fees: 
(price is per project) 

 
 

Books and Periodicals  
Dissertations & Theses $0 

Academic & Non-Profit (501c3) Presses: 
 

• Print run up to 5,000 (if greater than 5,000 commercial rates apply) 

 
$25 

Commercial: 
 

• Print Run up to 5,000 
• Print Run 5,001 + 

 
 
$50 
$100 

Advertising Brochures, Promotional Materials, Dust Jackets, Album Covers  
Academic & Non-Profit (501c3) Presses: 
 

• Print run up to 5,000 (if greater than 5,000 commercial rates apply) 

 
$50 

Commercial: 
 

• Print run up to 5,000 
• Print run 5,001+ 

 
$100 
$250 

Electronic Publications  
Same as for print publications, including additional fees for use on cover or packaging  

Online  
Dissertations & Theses $0 
Academic & Non-Profit (501c3) $25 per project 
Personal Use $0 per project 
All other $100 per project 

Exhibitions   
 Up to 1 year Permanent Exhibit 

• Academic & Non-Profit (501c3) 
• Commercial $0 

$100 
$50 
$150 

Use in brochure or publicity material:   
• Academic & Non-Profit (501c3) 
• Commercial $50 

$30 

 

Use in catalog or poster:   



 

 

Same as fee schedule for books and periodicals   
Newspapers, Television, Cable, Satellite Broadcast  

Local (Kansas, Nebraska, Oklahoma, Colorado) $0 
National $125 
Worldwide $200 

Feature Films, Videos  
Commercial Film $100 
Educational/Non-theatrical $50 

 
Waivers: 
Licensing fees for images or excerpts are waived for FHSU affiliates (current & emeritus FHSU faculty, 
currently enrolled FHSU students, FHSU departments and staff, the University Press of Kansas, and 
current faculty & staff and currently enrolled students of KBOR institutions). 

Reproduction Fees: 
(price is per item) 
 

Service FHSU Affiliates Non-Affiliates 
Original Scan (low resolution, 
72-120 dpi) 

Waived $1.00 per image 

Original Scan (high 
resolution, 300-600 dpi) 

Waived $20.00 per image 

Retrieval of image already 
digitized 

Waived $5.00 per image 

Processing (For original 
duplications, estimate 2-3 
hours total.  For duplicate 
files, estimate 1 hour total.) 

Waived for the first two hours; 
$20.00 per hour thereafter. 

Waived for the first two 
hours; $20.00 per hour 

thereafter. 

 
  



 

 

Methods of Payment: 
• For phone payments using a credit/debit card or through Flywire, please contact FHSU 

Student Fiscal Services: 785.628.4081 / sfsmail@fhsu.edu.   
• Checks drawn on American banks or on branches on foreign banks located in the United 

States are payable in U.S. dollars to Tebo Library and can be remitted to: 
ATTN: Special Collections,  
Tebo Library 
Fort Hays State University 
600 Park Street 
Hays, KS 67601 
 

Contact Us: scua@fhsu.edu; (785) 628-5511 for Special Collections & University Archives 

Please complete the following fields and submit the completed form to scua@fhsu.edu for review by the 
Tebo Library Special Collections and University Archives staff.  If approved, the applicant will receive a 
copy of their application signed by a designee of the Tebo Library Special Collections and University 
archives authorizing the request, along with an invoice detailing any monies due.   

Applicant Information 
 

   

 
   

 
   

 
   

 
Email   
 
FHSU Affiliate: ☐ 
Non-affiliate:     ☐ 

 
Intended Use 
Indicate the nature of the project the requested materials will be used for. 
☐ Personal / Research Only (only reproduction fees may apply) 

 
☐ Commercial / For-Profit Project (Licensing fee will apply if FHSU holds rights to materials.  

Reproduction fees may apply) 

First Name   Last Name 
 

Institution 

Address 
 

City   State   ZIP 
 

mailto:scua@fhsu.edu
mailto:scua@fhsu.edu


 

 

Project Information 
Type ☐ Book ☐ Article ☐ Thesis ☐ Film ☐ Broadcast ☐ Exhibit ☐ Website 

 
☐ Other 

 
Author/Creator:  

Title of Work:  

Publisher/Journal/ 
Site: 

 

Expected 
Publication Date: 

 

 
Please provide a brief description of your project. 
 
 
 
 
 
 
 
 
 
 
Desired Format and Resolution: 
Indicate the format and resolution. Check all that apply. (Print copies of photographs are not available) 
☐ PDF ☐ JPG ☐ TIF ☐ 72 dpi ☐ 120 dpi ☐ 300 dpi ☐ 600 dpi 

 
Copy Order 
Complete the form below to order digital copies of materials from Special Collections & University 
Archives. Most copies will be delivered electronically to the email address provided once payment 
is received. 

 
To complete your order, submit this form to scua@fhsu.edu. 
Prior to copy delivery, applicant will receive an invoice detailing services and the amount due. 
 
 
 

 



 

 

Materials 
Collection, Title, ID Number, and/or Description 

 

 

 

 

 

 

 

 
 
Your signature below indicates that you have read and will comply with the Terms and Conditions 
on the proceeding pages as well as pay any fees as determined by the Tebo Library Special 
Collections & University Archives and detailed in the invoice provided. The application is not 
finalized until the applicant has received both the invoice and a copy of the submitted application 
signed by the Tebo Library Designee.   

 
Signed by 

 
 
Applicant Signature Date 

Accepted by 
 
 
Tebo Library Designee Date 
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