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Moorland-Spingarn Research Center 

500 Howard Place NW | Washington, DC 20059 

PERMISSION TO PUBLISH REQUEST FORM:  

CITE/QUOTE MSRC MATERIALS  

Requesting Permission to Quote from Manuscript Materials 
Patrons are permitted to use brief excerpts from manuscripts housed in the Moorland-Spingarn Research Center's 

collections without prior authorization, provided that proper attribution is given to the source and the MSRC is 

acknowledged. Please note that permission is not required for quoting from out-of-copyright printed materials in 

the MSRC collections, although we appreciate acknowledgment of their use. 

For extensive quotations or the publication of entire works, as well as complete letters, permission is required. 

Please provide us with comprehensive details regarding the intended publication, including the title, publisher, 

nature of the project(s), and anticipated publication date. For more questions, please email us at 

msrcpermissions@howard.edu. 

• Permission is required IF using more than 1,000 words in total or 300 consecutive words from a single

source.

• For poetry, short stories, lyrics, etc., permission is required for using more than 10% or 10 lines,

whichever is less.

• Permission to use a complete literary unit, regardless of length, is not prohibited.

• The total quoted from a single source must not exceed 10% of that source or 5% of your original work.

Conditions Governing Use and Publication of MSRC Materials 
Permission for publication is granted for one-time use and only for the expressed purpose described in this 

contract. Please note, however, that permission is granted only to the extent of the Moorland-Spingarn Research 

Center’s ownership of the rights relating to your request. Certain works may be protected by copyright or related 

interests, not owned by the Center. The responsibility for ascertaining whether any such rights exist, and for 

obtaining all necessary permissions, remains with the applicant. 

• Complete and submit the PERMISSION TO PUBLISH REQUEST FORM: CITE/QUOTE MSRC

MATERIALS.

• Please submit ONE form with a sampling of the text in which you are requesting to publish. (Note:

limitations and requirements listed on the form)

• Any subsequent use or change in use constitutes reuse and must be applied for in writing to the MSRC and

appropriate fees paid.

• Permissions will not fill out any vendor paperwork or international tax forms.

• Any alterations or changes made to requests 24 hours after receipt of confirmation and approval will be

subject to additional surcharges.

• Permission is limited to the applicant and is not transferable.

• Permission for use is not granted until all fees are paid.

• Altering the original text requires further discussion with MSRC Staff. These changes must be indicated in

the accompanying citation or label.

• Unless specifically authorized by this agreement, text may not be used as a dust jacket, an end paper, nor in

an advertisement or any commercial or promotional use of a similar nature, nor to mass reproduce as

unbound material.

• In authorizing the publication of the selected text, the MSRC does not surrender its own right to publish it

or to grant permission to others to do so.

Please submit this form here

mailto:msrcpermissions@howard.edu
https://howard.libwizard.com/f/msrc_permission_to_cite
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• All rights are non-exclusive.

• ENTERTAINMENT AND BROADCASTING USAGE also requires the completion of a Clip

Agreement. Once submitted, requests will be reviewed by the Howard University Office of General

Counsel and a determination will be made once their review is complete.

• The applicant agrees to send the MSRC one (1) complimentary copy of the work containing the

reproduction.

The MSRC does not issue rights in perpetuity. Rights are offered for a maximum period of three (3) years, 

or for the life of the project. For any text used in entertainment or broadcast productions, rights are 

offered for a maximum period of three (3) years, or for the life of the project, up to ten (10) years. Please 

see the Clip Licensing Agreement, Exhibit B for more details. 

Name of Applicant: _____________________________________________________________________ 

Name of Organization (if applicable): ______________________________________________________ 

Mailing Address: ____________________________________________________________________ 

City, State, Zip: ________________________________________________________________________ 

Telephone: _____________________________   Email: _____________________________________ 

Description of The Project (not the description of the material to be used): 

Author(s)/Creator(s)/Curator(s): ___________________________________________________________ 

Title of the Project/Publication: ___________________________________________________________ 

Publisher/Sponsor: _____________________________________________________________________ 

Place of Publication/Project: _____________________________________________________________ 

Date of Publication/Use: ____________________# of Copies/Duration of Use: ___________________ 

Classification of the Project 
 Commercial  Nonprofit, government, scholarly, small press, self-published 

Nature of the Project 
Academic Works (i.e., Thesis, Dissertation, Academic Presentation, etc.) 

All Printed Materials 

Electronic Publishing (i.e., E-Book, Audiobook, Academic Journal, etc.) 

Social Media and Website Publishing 

Entertainment and Broadcasting (i.e., TV, Film, Video, Podcast, etc.) 

Exhibition 

Special Use – Specify: ______________________________________________________________________ 

Three (3) or More Languages 

Worldwide Rights 

Subsequent Editions 

Please attach the quote(s) and an abstract which will provide the context the quote will be used. If 

publishing on a website or other digital format, please provide a copy of the page or pages where the text 

will appear. 

Copyright Warning 
The fees outlined herein are payable to MSRC for permission to publish materials owned by the MSRC. The 

granting of permission to use material for publication does not absolve the publisher from securing 

permission from the copyright owners and payment of such additional fees as the copyright owners may 

require if the MSRC does not own the copyright or if the material is not in the public domain. Users assume 
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responsibility for questions of copyright and invasion of privacy that may arise from publication of MSRC 

materials. Requests to quote text under the “Academic Works” option are not to be “used for any purpose other 

than private study, scholarship, or research.” 

As per the Copyright Revision Act of 1976, effective January 1, 1978, unpublished manuscripts by authors 

deceased prior to 1933 entered the public domain on January 1, 2003. Typically, for works created after January 

1, 1978, copyright protection endures for the author's lifetime plus an additional 70 years. For further details, 

kindly refer to the official website of the U.S. Copyright Office. For additional information on copyright law, 

please visit the Library of Congress. 

This institution reserves the right to refuse to accept a request for publication if, in its judgment, fulfillment of the 

order would involve violation of the copyright law. 

Nonprofit Eligibility 
Nonprofit fees are applicable only to those organizations able to prove legal not-for-profit status by providing 

suitable documentation such as tax-exempt certificates or letters of identification. For-profit corporations, 

partnerships, private businesses, and individuals working for or with nonprofit organizations and government 

agencies on projects or publications sponsored by those organizations may be eligible to receive nonprofit rates 

with suitable letters of identification. 

Credit Information 
The publication must properly credit the Moorland-Spingarn Research Center. Credit should appear near the 

text or in a special section devoted to credits. Depending on the MSRC source below, the preferred credit line is: 

• Howard University Archives Division:

o Courtesy of the Howard University Archives, Moorland-Spingarn Research Center, Howard

University, Washington D.C.

• Manuscript Division:

o Descriptively identified Document, Collection Name, Collection #, Box #, Manuscript Division,

Moorland-Spingarn Research Center, Howard University, Washington, D.C.

• SAMPLE:

o History of Howard University Dance Group, Mary Rose Reeves Allen Papers, #160, Box 8,

Manuscript Division, Moorland-Spingarn Research Center, Howard University, Washington,

D.C.

• Credit for quotes used in exhibitions must appear within the exhibition area.

• Credit for quotes used for social media postings must tag "@[institution handler]" in manner shown on the

website for sites such as Facebook, Instagram, Twitter, etc.

• Credit for website, Internet, and mobile app use must link to https://msrc.howard.edu.

Fees 
PLEASE WAIT TO SUBMIT PAYMENT UNTIL AFTER YOU HAVE RECEIVED YOUR INVOICE. 

• Rates for other uses not listed in this schedule will be quoted upon request.

• All fees listed are subject to change without notice.

• Permission for use is not granted until all fees are paid.

• Upon receipt of payment and completed form, the original agreement will be forwarded to you with the

appropriate signatures.

• Payments can be made by ACH, Credit Card, Wire Transfer, or Money Order.

• We do not accept payment via PayPal, CashApp, Zelle, Venmo, Apple Pay, or any other banking app.

• No refunds or exchanges are given for permissions to cite/quote text that MSRC does not hold/manage

copyright.

http://www.copyright.gov/
http://www.loc.gov/copyright/
https://msrc.howard.edu/
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Statement of Responsibility and Agreement: I certify that the information provided on this form is correct and 

that I am authorized to enter into this agreement on behalf of the above-named organization. I have read and 

understood the regulations and obligations presented in this agreement and, by signing below, I accept the 

conditions of use that has been set forth by the Moorland-Spingarn Research Center. 

Signature of Applicant:  Date: 

The Moorland-Spingarn Research Center (MSRC) acknowledges payment in accordance with the conditions specified herein. 

Permission is hereby granted to the above for the use described herein. 

Approved:  Date: 
 MSRC Representative – not valid without signature 

**Please attach the necessary materials and/or documentation after this page. Once you have completed the form, please 

submit it to MSRC for review. ** 

COMMERCIAL (per quote) PRICE 

All Printed Materials $250.00 

Electronic Publishing (i.e., E-Book, Audiobook, Academic 

Journal, etc.) $400.00 

Social Media and Website Publishing $200.00 

Entertainment and Broadcasting (i.e., TV, Film, Video, 

Podcast, etc.) $300.00 

Exhibition $150.00 

Special Use (on request) 

Three (3) or More Languages $200.00 

Worldwide Rights $200.00 

Subsequent Editions $200.00 

NONPROFIT, GOVERNMENT, SCHOLARLY, SMALL 

PRESS, SELF-PUBLISHED (per quote) PRICE 

Academic Works (i.e., Thesis, Dissertation, Academic 

Presentation, etc.) $25.00 

All Printed Materials $100.00 

Electronic Publishing (i.e., E-Book, Audiobook, Academic 

Journal, etc.) $250.00 

Social Media and Website Publishing $100.00 

Entertainment and Broadcasting (i.e., TV, Film, Video, 

Podcast, etc.) $150.00 

Exhibition $100.00 

Special Use (on request) 

Three (3) or More Languages $100.00 

Worldwide Rights $100.00 

Subsequent Editions $100.00 

STAFF SECTION ONLY PLEASE DO NOT SEND PAYMENT UNTIL INVOICED 

Amount of payment (Use fees only – Do NOT include duplication charges): $ 

Paid by: ACH  Credit Card Wire Other: 

Invoice Number: Date: 

FEES FOR THE USES STATED ABOVE ARE AS FOLLOWS: 

https://howard.libwizard.com/f/msrc_permission_to_cite
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