
Tebo LIBRARY SPECIAL COLLECTIONS & University Archives 
USER AGREEMENT 

 
I, ______________________________________ hereby request reproduction of the 
manuscripts, photographs, or other materials listed below for the following purpose: 

(  ) Commercial/For Profit 

(  ) Publish the material  

(  ) Exhibit in a public location  

(  ) Other  

PLEASE DESCRIBE YOUR USE (a specific statement is required):  

 

 

 

 

I am: 

(  ) Affiliated with Fort Hays State University 

(  ) Unaffiliated with Fort Hays State University 

I understand that when materials are approved for publication, this is considered a 
commercial/for profit reproduction and must be specifically indicated above.  Permission for 
use of manuscript, excerpt, oral history, or photograph in any commercial/for profit project 
may only be granted by the Tebo Library’s Dean of Library Services or their designate.  I agree 
to abide by Tebo Library’s decision.  

I understand further that, unless specifically stated otherwise, the University makes no 
representation that it is the owner of the common law copyright or literary property in any 
unpublished manuscript, photograph, or other material.  I understand that I must obtain 
permission to publish from the owner of the copyright and pay all required copyright fees. If 
this application includes a request for reproduction of any photograph, manuscript, or excerpt 
listed below, I agree that the reproduction is to be made solely for the purposes indicated 
above. The material will not itself be reproduced or transferred to any other person or 
institution. In consideration of my being granted permission to examine or reproduce any 
photograph, manuscript, or excerpt on the terms set forth hereby, I agree to indemnify and 
hold harmless the University, its officers, employees, and agents from and against all claims 
made by any person asserting that he/she is an owner of the common law copyright or literary 
property.  



LIST: Container/folder number(s), item(s), or attach a list of items to be used. 
________________________________________________________________ 
________________________________________________________________                  
________________________________________________________________ 
________________________________________________________________ 
________________________________________________________________ 
________________________________________________________________  

Special conditions, exceptions, stipulations, other notes on use:  

________________________________________________________________ 

________________________________________________________________ 

Unless described in this USER AGREEMENT, any subsequent use requires additional 
authorization  

Print name: ______________________________________________________ 

Phone: _______________________________  

Representing (Corporate Name): 
________________________________________________________________ 
________________________________________________________________  

Permanent address: 
________________________________________________________________ 
________________________________________________________________  

Email:___________________________________________________________  

User signature____________________________________________________  

Date: ______________________  

Designated authorization by: 
________________________________________________________________  

Date: ______________________  

By signing this agreement the applicant agrees to the following:  
(Incomplete USER AGREEMENTS will not be processed).  
 

1. Applicant agrees to give credit for the image(s) or text(s). All relevant information 
regarding the image(s) or text(s) must accompany the citation. This includes the author, 
or photographer name, as well as the following credit line: [collection name #], Tebo 
Library Special Collections & University Archives, 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.  

 
2. If Applicant is unaffiliated with Fort Hays State University, they agree to pay a one-time, 

non-exclusive licensing fee per project for any commercial/for profit use of materials 
provided by Fort Hays State University in accordance with the fee schedule established 
by Tebo Library’s Special Collections & University Archives in addition to any 
reproduction costs determined by the Special Collections & University Archives’ fee 
schedule or costs due to the copyright holder.   
 

3. If Applicant is affiliated with Fort Hays State University, they agree to pay any 
reproduction costs determined by the Special Collections & University Archives fee 
schedule in addition to any costs due the copyright holder.   
 

4. Applicant agrees to use the image(s) or text(s) only one time or only for the purpose 
stated in the User Agreement. If image(s) or text(s) are re-used in any manner, including 
photographing or electronic reproduction, this constitutes reuse and permission to 
reuse the image(s) or text(s) must be made in writing. Subsequent use of image(s) or 
text(s) generally requires an additional fee.  

 

5. Applicant agrees to assume responsibility for any questions regarding privacy or 
copyright violation that may occur from the use of the image(s) or text(s). Applicant 
agrees to assume responsibility for ALL rights clearance.  
 

6. Applicant agrees to disclose any intended commercial use of material.  
 

7. Applicant agrees to provide Fort Hays State University a complimentary copy of any 
published printed material that contains the image(s) or text(s).  

Address questions to the following:  
Brian Gribben 
Special Collections & University Archives Coordinator  
785.628.5511  
b_gribben@fhsu.edu 
 
Please return form either by email or mail to:  
Special Collections & University Archives  
Tebo Library   
Fort Hays State University  
502 S Campus Drive 
Hays, KS 67601  
b_gribben@fhsu.edu 
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