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REQUEST GUIDELINES
APPLICATION PROCESSING
The Museum of Contemporary Art Chicago reserves the right to deny an image/media request.  
Materials are delivered electronically unless otherwise requested. Standard processing may take  
2 to 5 weeks. Rush service guarantees receipt of image(s) in 7 to 10 business days for an additional 
fee of 25%.

COPYRIGHT & PUBLICITY DISCLAIMER
Permission will be granted only to the extent of the MCA’s ownership of the rights relating to
your particular request. In the case of images where the MCA does not own the rights or the  
ownership is in question or unknown, the responsibility for ascertaining whether any such rights 
exist, and for obtaining all necessary permissions for the use of those materials remains with  
the Applicant.

Certain artworks, objects, or text [hereinafter “Works”] appearing in MCA images/media may  
also be protected by copyright or other proprietary rights held by third-party individuals or  
institutions [hereinafter “Rights Owners”]. It is the Applicant’s responsibility to determine these  
requirements and secure all necessary clearances. Any and all royalty payments or other  
requirements specified by Rights Owners must be adhered to by the Applicant. Furthermore, it is 
the responsibility of the Applicant to access and clear when necessary the publicity rights of  
any and all individuals appearing in MCA–created content.

Applicant agrees to indemnify the MCA and hold it harmless against any and all loss, cost,
damage, expense, judgment, claim, or liability arising as a result of the Applicant’s reproduction
of Works. Any unauthorized use by any person or entity will render Applicant solely responsible
to the MCA and/or Rights Owners, regardless of whether Applicant has profited or is responsible
for such unauthorized use.

LIABILITY DISCLAIMER
Media obtained from the MCA shall not be used to show or imply that the MCA endorses
any commercial product or enterprise, or to indicate that the MCA concurs with the opinions
expressed in, or confirms the accuracy of any text used in relation to the material. The MCA may
refuse permission to reproduce images/media if the reproduction does not meet Museum standards 
or if their use would be detrimental to the collection or to the reputation of the MCA.

NON-REPRODUCTION CONDITIONS: RESEARCH USES
1. Low-resolution image files (JPEG, 72 dpi, 1600 pixels on the longest side) and read-only videos

are provided for research purposes and are NOT for reproduction.
2. In the case of research, fees are generally not applicable but if necessary, will be quoted on

an individual basis.
3. In the event a researcher wishes to publish the image(s)/media obtained from the MCA for any

purpose, the MCA must be contacted to secure further permissions and reproduction-quality content.

REPRODUCTION CONDITIONS: SCHOLARLY, NON-PROFIT & COMMERCIAL USES
1. Permission is granted for only ONE usage in ONE publication/project/video, ONE edition,

and ONE language. Additional uses, including subsequent language and revised editions,
will be considered upon written application. Reuse of any material is subject to the approval
of the MCA. MCA material cannot be sold or given to another person, or made
available to another person or institution.

2. Reproductions must be made from images/media supplied by the MCA.

3. Prepayment is required. Images/media will not be released to the Applicant until any
applicable fees are received. Fees for image/media and reproduction services are payable
whether or not imaterials are eventually reproduced by Applicant. Replacement costs will
be charged in the event of loss or damage. The MCA does not give credit or refunds for
any reproduction services.

4. Reproduction rights for images/media are not granted until the Reproduction Agreement
(to follow) has been signed by the Applicant and countersigned by MCA staff.

5. One (1) copy of the publication containing the reproduction must be provided, free of
charge, to the MCA, attn: Rights and Images, 220 East Chicago Avenue, Chicago, IL 60611

6. High-resolution digital images, video, and text files are provided for scholarly, non-profit,
and commercial purposes and follow the fee schedule posted. Additional preparation fees
may apply if new photography, scanning, or video recording is required in order to provide
publication-quality media. Fees are subject to change without notice.

7. Reproduction must be printed in full-tone black and white or full color and may not be
reproduced on color stock. Nothing may be superimposed on the reproduction (i.e. tone,
lettering, another image). The reproduction must not be bled off the page or cropped in any
way. If a detail is used, it must be identified as such.

8. Image file(s) may not be reduced by more than 60%. If a reduction of 60% or more is
required, another smaller image must be requested. Images may not be enlarged.

9. Failure to insert proper copyright credit line and caption information shall result, at MCA’s option,
in either a revocation of this license or a 100% surcharge on the invoiced amount.
• In the case of image reproductions, proper documentation, including ownership and

photography credits, must appear: directly under the reproduction, on the facing page,
on the reverse, in a list of illustrations, and/or in an appendix. The minimum required
documentation includes: artist’s name, title, and date created. Ownership and photography
credits must read exactly as specified by the MCA in the Reproduction Agreement (to follow).

• In the case of video reproductions, proper documentation, including video operator and
editor credits, must appear.

10. When requested, color proofs/video must be submitted before publication and approved in
writing by the MCA.

APPLICATION FOR IMAGES & MEDIA




