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Terms of deposit

Below are the options available for the deposit of diary material with Bishopsgate Library. Although it is lengthy it is important to clarify issues of ownership, copyright and access at this stage. If you require any further information please contact me again
1.
Ownership

□
GIFT: 
As a gift, Bishopsgate Library will undertake to preserve it in perpetuity as an integral part of its archive holdings. 

2.
Copyright

Anyone who wishes to quote more than very short passages from the material will need copyright permission. The alternatives are (please tick the appropriate box):


□
The depositor transfers copyright to the Institute.

□
The depositor retains copyright but bequeaths it to the Institute.

Donors are always informed if an important publication project is proposed.
3.
Confidentiality and Closure.

The Institute does not have a blanket closure period for its collections. The options are (please tick the appropriate box):


□
The entire donation is open without restriction of date.

□
The entire donation is closed for a period of years after which it becomes freely available.

Number of years to remain closed:  …………………………………
□
Most of the donation is open for research but a few confidential items are closed until a set date or until the death of the person involved.

Further details: …………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..
4. 
Publicity
Your donation will be made available to all researchers, upon production of proof of identity and acceptance of the terms and conditions of use in the Library Reading Room.

The Institute will promote the use of the donation and this will include placing information about the archive onto the Great Diary Project’s website.
5.
Further deposits and Associated Material
Further donations and additional material which enhances the narrative of the diaries may be accepted under the terms of this agreement upon notification and agreement with the Library and Archives Manager.

6.
Further Information

Name of Depositor: …………………………………………………………………...

Contact Address: 
………………………………………………………………………………………………..........................................................................................................................................................................................................................................................................

Email Address: ………………………………………………………………………

Telephone Number: …………………………………………………………………

Diary Writer’s name: ………………………………………………………………….
Diary Writer’s birth and death dates: ……………………………………………….

Please attach any further biographical or relevant information about the diary writer with this agreement.

I confirm all statements in this agreement

Signed

Depositor:……………………………………………………………………………

Date: …………………………………………………………………………………

Signed on behalf of
Bishopsgate Institute: ………………………………………………………………...

Date: ………………………………………………………………………………… 

Please contact the Library and Archives Manager if you have any queries or comments

Stefan Dickers, Library and Archives Manager
Stefan.dickers@bishopsgate.org.uk
