CLA

The Copyright
Licensing Agency

Copying Guidelines

Notes about copying under the CLA Law Licence.
CLA represents authors, publishers and visual creators who are the legal owners or licensees of copyright material and grants
licences for the reproduction and use of such material.

Copying authorised by the licence

m the licence authorises photocopying from magazines, books and journals published in the UK and International Territories*
except those titles on the List of Excluded Categories and Works*

m the licence also enables scanning from print titles published in the UK and the United States of America, except where the
US publisher has excluded them*.

Copies must be taken from the original hard copy edition owned by your firm or from documents on which a copyright fee
has been paid.

You may make and distribute as many copies as you require for each particular purpose allowed by this licence, subject to
the following extent limits:

m one article from a magazine, journal or other periodical mone entire case from a published law report

m or 5% of the publication, whichever is the greater m one chapter from a book

The licence also includes the photocopying and scanning of artistic works such as photographs, illustrations and diagrams,
where these are contained in the publication being copied.

Copying not authorised by the licence

Any material included in the List of Excluded Categories and Works* including but not limited to:
m printed music (including the words); B newspapers;

B maps, charts; m electronic books, journals or online publications.

Who can make or authorise copies?

m your firm's UK staff and in the case of digital copies, staff with authorised access to the firm's secure
network

m copies may be sent to employees of overseas associated legal firms or subsidiaries practising under your

firm's name. However, they may not make copies themselves or forward the copies to anyone else, unless

it is permitted by their local copyright laws or any licences they may have in place in their territory.

Who can receive copies?

In addition to copies distributed to your UK staff, single copies may be supplied to existing UK and overseas clients provided
the copy:

m is related to a matter on which your firm has already been engaged by the client (copies may also be sent

to the client's other advisers or third parties involved where reasonably required).

mis in response to an ad-hoc request from the existing client

m supply is intended to alert the client or prospective client to a matter on which further advice might be
sought, such supply only permitted on an ad hoc basis

m is in connection with the preparation, institution or defence of legal proceedings (copies may also be sent to
barristers, advisers and other judicial staff involved)

m reasonable efforts are made to include the copyright legend as it appears in schedule 2 of the licence

The licence does not cover the making or supply of copies to members of the public outside of these client-based situations.

Digital storage of copies

In addition to being stored on your local PC or personal server, digital copies/scans may be systematically stored on a secure
network in a project database or case file, provided they are related to a specific case or matter in which your firm is engaged.
These digital copies may be indexed and searchable and may be accessed by the clients involved in the case or matter as
well as authorised staff.

*Details can be found on CLA's website, at www.cla.co.uk.

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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