
 

Girton College Library & Archive 
Cambridge CB3 0JG 

Archive telephone: 01223 338897 | email: archive@girton.cam.ac.uk 
Special Collections telephone: 01223 338970 | email: library@girton.cam.ac.uk 

http://www.girton.cam.ac.uk/library/archive-and-special-collections 
Registered charity number: 1137541 

 

 
In accordance with the provisions of GDPR and the Data Protection Act (2018) I understand that the personal data I have supplied 
above will be kept within Girton College and I accept that this data may be used for administrative and statistical purposes within 
the terms of GDPR and the Data Protection Act (2018). 

Form 4: Page 1 

Form 4: Request to publish or disseminate  
 

Name/ Company:  

Address: 
 

Telephone: 
Email: 

 

 
 
In the following declaration, you must select one of the statements a, b or c below. If you are requesting to publish 
or disseminate a photograph, you must also select one of the statements d or e. We will be unable to process your 
request if you have not selected the relevant statements.  
 
I declare that:- please select as appropriate.  
 I have researched the copyright in the documents below and know them to be out of copyright; OR 
 I have researched the copyright in the documents below and know them to be in copyright and I have 

permission* from the copyright holder to publish these copies; OR 
 I have researched the copyright in the documents below and know them to be in copyright but have been 

unable to trace the copyright holder (please contact the Archivist/Librarian to discuss) 
 
Additionally, for photographs featuring identifiable living individual(s):- 
   I have permission* from the identifiable living individual(s) (the data subject) featured to publish these copies; OR 
 I have researched the identifiable individual(s) (the data subject) featured but been unable to trace them 

(please contact the Archivist to discuss) 
 

*It is your responsibility to clear copyright and/or obtain permission from the data subject. You must 
supply Girton College with written and signed permission from the copyright holder and/or data 
subject, along with proof of their ID. 

 
You will have received a copy of the Girton College Library and Archive regulations and scales of charges for copying 
and reproduction Form2: Copying and publishing charges and regulations which states the conditions to which you 
are agreeing.  
 
If the College grants permission, you will be asked to use the following credit line: The Mistress and Fellows, Girton 
College, Cambridge. 
 
Please indicate if an invoice is required   

 

 
Signed: 
 

Date:    

Your position: 
 

Name: 
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Permission is requested to publish or disseminate the following items:  
The final column should only be completed if you are also requesting or making a copy of the item. If you do not require copies, please leave the final column blank.  
 
Item Reference Artist / Author Title / Description  

 
 Image or Quote 
 Whole or part  
 (if ‘part’ please specify) 

           Colour or b/w (for image) 

 Proposed use 
E.g. front cover, plate, image in 
text, quotation in text, publicity 
material, PowerPoint 
presentation, museum display, 
poster, etc. 

Type of copy 
Digital image – format, size / 
resolution, colour or b/w 
Own photograph 

 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 

 
 
 
 

 
 
 
 
 
 

Please continue on another sheet if necessary. 
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Office use only 
 
Copyright cleared? Y / N / N/A Permission Granted? Y / N 
Proof of copyright clearance?  Invoiced  
Data subject(s) consent? Y / N / N/A Paid  
Proof of data subject(s) 
consent? 

 Copy of publication expected? Y / N 

Form 4: Page 3 

I wish to publish or disseminate the material listed above in the following: - please continue on a separate sheet if 
necessary. 
 

Publication details  – books, part-works, journals, periodicals, newspapers, etc 
Title of publication:   
                       

 

Author & Publisher:     
                    

 

Date of publication:  
Estimated selling price & print run:  
Definition of rights and language*:    

 

Broadcast details  – film, video, DVD, other multimedia 
Producer/Director/Company:                         

Name & description of programme:                        

Date of release:  
Definition of rights and language*:    

 

Exhibition / Website / Presentation details 
Name of Exhibition / Website/ Presentation:                        
Exhibition / Presentation Location:  

 
Website URL:                         
Duration:  
Definition of rights and language*:    
 

* Our definition of rights and languages as described in Form 2: Copying and publishing charges and regulations: 
One Country / One Language 
World Rights / One Language 
World Rights / All Languages  
  

If you are given permission:- 
Use of images and text is approved provided that acknowledgement is given to ‘The Mistress and Fellows, Girton 
College, Cambridge’. In authorising the publication of this material Girton College does not surrender its own right to 
publish it, or to grant permission to others to do so. Nor does this authorisation by Girton College remove the author's 
and publisher's responsibility to guard against the infringement of rights which may be held by others.  

 
 

Permission is granted for the material listed on this form to be published in the above named publication. 

Signed (on behalf of Girton College): 
Position: Date: 


