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Copyright Services Patron Digitization

Start Process

Identify type, intended
use, and general

content of materials to
be digitized

Determine which areas
of copyright law will

apply

Identify potential
creator(s) of the works

Research copyright
status

Review Deed of Gift or other
documents addressing

rights/ownership, if provided

Consult U.S. Code (107,108),
case law, and other legal
resources to determine

potential copyright exceptions

Note areas where more
information would be

helpful

Contact requestor for
clarification/more

information on noted
areas 

Perform additional
research, as needed,
for new information

Review any metadata on
copyright status or

ownership that is provided
for the materials

Review notes to identify
potential exceptions that may
apply given the information
known about the requested

materials

Summarize information
known about the object

Analyze applicability of
statutory

exceptions/permissions
Send final analysis and
summary to requestor

Done through email
message

End Process
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Copyright Services Project Digitization

Start Process

Identify type, intended
use, and general

content of materials to
be digitized

Determine which areas
of copyright law will

apply

Identify potential
creator(s) of the works

Review Deed of Gift or other
documents addressing

rights/ownership, if provided

Contact requestor for
clarification/more

information on noted
areas 

Perform additional
research, as needed,
for new information

End Process

Research biographical
information for

creator(s) and context
of creation

Consult U.S. Code, case law,
and other legal resources to
determine potential copyright

exceptions

Document research in
summary template

Summary template is a
Word document

Note areas where more
information would be

helpful

Add new information to
summary template

Review materials for copyright
notices, marks indicating

ownership, or marks
indicating publication status

Review any metadata on
copyright status or

ownership that is provided
for the materials

May happen in person or via
review of digitized content

Add new information to
summary template

Summarize project
digitization request in

summary template

Consolidate rights information under
appropriate headings, adding new

headings as necessary

Analyze applicability of
statutory

exceptions/permissions

This includes notes on the
materials, biographical information,

and relevant sections of the law

Indicate review
completion date for final

document

Write summary of major
issues raised in final
summary document

Send final summary
document and synopsis to

requestor

Done by email. May trigger
additional request for more

information (new project request)



   

