
GOVERNMENT
DOCUMENTS,
IDENTIFICATION AND
OTHER OFFICIAL
DOCUMENTS

• stock certificates

• bonds

• birth certificates

• drivers’ licenses

• school ID’s

• immigration documents

• passports

• other similar official documents

These may only be reproduced in
black and white, or with a clearly
marked “Copy” stamp on top of the
image.
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COPYRIGHTS
The U.S. Constitution
directs Congress to

promote the arts and
sciences. From that phrase we derive
laws governing copyrights and
trademarks.

The copyright laws give authors,
artists and other creators of works
the rights to copy work, distribute
copies, prepare versions or updates
of originals and perform or display
the work.

Copyright protection attaches
automatically when work is fixed in a
tangible medium. Examples include:

• photo prints & negatives

• child’s finger painting

• all drafts

• finished books

No notice is required for copyright
protection.

Types of copyrights:

• literary works (books, poems)

• blueprints/architectural works

• musical works (sheet music and
sound recording)

• dramatic works

• newspapers, magazines

• pantomimes, choreography

• pictorials, graphics, sculptures

• videotapes, CDs, DVDs, cassettes

• computer software

• cartoons

Copyrights last for the life of the
author plus 70 years, or 95 years if
created by a corporation.

To reproduce or alter copyrighted
material, we must have written
permission from the copyright
owner. Without written permission
we cannot perform the work.

TRADEMARKS
A trademark includes any
word, name, symbol or

device, or any combination thereof,
used by a person or company to
identify and distinguish their goods
or services. Trademark owners have
protections under law to restrict the
reproduction of their trademarks.

In order to reproduce a trademark,
we must have written permission
from the trademark owner.

CURRENCY AND
NEGOTIABLE
INSTRUMENTS

The following may only be
reproduced in black and white,
enlarged to 150% or reduced to 75%
of the original, and single sided:

• paper money
• postage stamps
• money orders
• travelers checks
• personal or company checks
• receipts
• any negotiable instrument

“COPYRIGHTS LAST FOR THE LIFE OF THE AUTHOR PLUS 70 YEARS,
OR 95 YEARS IF CREATED BY A CORPORATION.”
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