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Notice

Copying Guidelines For Employees

The CLA Business Licence permits UK employees to make Paper or Digital Copies of content from most books,magazines, journals
and periodicals as well as from selected digital publications and websites, subject to certain terms and conditions. Copies may be
made from publications including those to which you subscribe and from articles or press cuttings provided by licensed external
suppliers where a copyright fee has been paid (e.g. from a PR or press cuttings agency or the British Library).

The licence permits:

[ Photocopying
| Scanning
] Copying of digital content, e.g. PDFs from electronic subscriptions, websites, or scanned articles circulated by email -

that is, digital-to-digital, digital-to-print, and print-to-digital-to-print

What can | use copies for?

To share with colleagues at meetings or briefings
To share media coverage within your organisation
For market intelligence

For Health & Safety or Environmental Awareness
For research & development

For internal training

For UK regulatory and patent submissions

Which publications?

Books

Magazines

Trade Press

Journals

Periodicals

Law reports

Reference editions

Press cuttings received from a press cuttings agency
Copyright fee paid copies

Some digital versions of the above (see Digital Publications below)
Some free-to-view and subscription websites

How much can be copied?

On each occasion you may copy a single chapter of a book, a single article from a periodical, or up to 5% of a publication, whichever
is the greater. For digital publications such as websites that are not conventionally structured, you should ensure that copying is
limited to small extracts that are equivalent to these limits.

Who can make and receive copies?

Any UK employee in your organisation, including individual consultants or agency workers, can make and receive copies. Any
overseas employee in your organisation can receive digital copies (intranet and email) for viewing only (unless your company holds
a CLA Multinational Licence).

Storage of digital copies

You may store Digital Copies (e.g. scanned images or PDFs received by email) on your PC or personal server space. Copies may be
held on your company intranet for access by authorised users for a period of up to 30 days. Copies may also be held in a project- or
product-based store, provided it is only accessed by employees within the same work group. Digital copies may be annotated
provided any such annotation is clearly distinguishable from the original text.



Excluded works

Please note that there are some individual titles, authors and categories of publications that are excluded from the Licence and you
will need to contact the copyright owner directly for permission to copy these. A list of these exclusions is on our website
www.cla.co.uk/excludedworks.php

Digital Publications
Copying of electronic publications is restricted to publications published by Participating Digital Material Publishers. For full details
please visit www.cla.co.uk

International publications

CLA has agreements with similar agencies in most major overseas territories enabling International publications and content to be
copied under the CLA licence. For full details of these overseas agencies and the countries that are covered please visit
www.cla.co.uk

Further Information

Please contact CLA Customer Services:
Tel 020 74003126 / 3127

Email business.customers@cla.co.uk
www.cla.co.uk/about/contacts/

This document is intended for use as guidance only and not as a substitute for the CLA licence terms themselves, which should be read in full. In the event
of conflict between the two, the licence shall prevail.
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