
All photography (digital and film), filming, and videotaping of archival materials require prior approval from 
the Library of Virginia. Images may be reproduced for personal use only, as described below.  

The Library may refuse requests to copy materials from collections due to conditions of original material, 
donor or copyright restrictions, or potential for damage to material resulting from copying equipment.  

Patrons may not stand on chairs, stools, or tables when taking photographs.  

Archival material, maps, and architectural drawings must remain on the table and in the folders in the room 
in which they are served.  

Flash photography and external lighting devices are not allowed.

The following constitute personal use:

■  Studying the image(s) for research purposes

■  Using the image(s) in a one-time presentation for a class or a business or state agency  
   departmental meeting

■  Using the image(s) in a one-time written report for a class project or assignment

■  Using the image(s) in a business or state agency internal departmental written report that will not be  
   distributed beyond the department 

The following are not considered personal use:

■  Publishing the image(s) in a printed source, whether published commercially or privately by the author

■  Reuse of the image(s) on a personal, state agency, or commercial Web page on the Internet, including       
   electronic books or exhibitions

■  Using the image(s) on electronic media such as, but not limited to, a CD or DVD for  
   commercial distribution

■  Using the image(s) in an exhibition or on a historic marker

Please consult with an archivist if you need images for non-personal use or 
have additional questions.
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Name:

Mailing Address: 

City:    						      State:    		           Zip Code: 

Telephone number:					     E-mail Address: 

Statement of Intended Use: 

Collections to Be Photographed or Filmed:

1. 

2. 

3. 

4. 

5. 

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 those specified 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 a violation of the copyright law.

I understand that permission is granted only for personal use and for the purpose specified. Images may not be 
published in printed sources, used in exhibitions, placed on the World Wide Web, or used in other ways that do 
not constitute personal use as specified in this document. Separate application must be made for publication or 
for uses other than that specified on page one of this document.

Signature: 								                 Date: 

Library Use Only:

Request approved by:   						               Date:

Request denied by:  							                Date: 

Reason denied:

 




