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X Payment Received Amount $
Purchaser Signature Date Cash Check No. Credit Card Type:
HSW member? Y N Shipping required? ($5 added charge) Y N Date Filled: Date Shipped: Staff:

The default settings for scanning will allow you to enlarge an image to a 300dpi/8x10 regardless of the original size. Please indicate below if you need any other sizes/dpi.

Items to be duplicated (list complete call numbers) Quantity Image Size Image DPI  Slide  Finish  Item Cost Total Cost

1

2

3

4,

5.

6.

7.

8.

Q.

10.

library\forms\Photo-Scanningorder.doc 09/08 Total $




THE HISTORICAL SOCIETY OF WASHINGTON, D.C.

PHOTOGRAPHIC REPRODUCTION AND USE POLICY

1. Any and all charges incurred by HSW in supplying the materials to the user shall be borne by the user. Special fees may include oversize
charges, rush orders, express shipping, dismounting, remounting and rematting. HSW is not responsible if an image does not suit the user’s
need. The user assumes full responsibility for payment of any charges incurred by HSW. Use fees for publication and exhibit are applied in
addition to reproduction fees. See the library’s current fee schedule for applicable reproduction and use fees.

2. Requests for permission to reproduce any photographs for publication must be made in writing and accompany the Application for
Publication of Photographs form.

3. Permission to use a photographic reproduction is granted for one-time use and only for the purpose specified in this application. Any
subsequent or different use must be applied for in writing with by an Application for Publication of Photographs form.

4, Reproduction or duplication of materials supplied by HSW to the user is strictly prohibited. Commercial use or sale of duplicated slides,
negatives or prints is forbidden.

5. Any reproduction will be used in its entirety, unless identified as a “detail.” Superimposing upon the image, cropping or bleeding off the
page is not acceptable without specific permission.

6. Any reproduction of an HSW image that is used on a website must be at a resolution no higher than 72 dpi. The image must also bear the
appropriate credit line (SEE BELOW).

7. Upon the date of publication and/or exhibition, the publisher or author must provide the Kiplinger Library of the Historical Society of
Washington, D.C. with one complete gratis copy of any publication, film, videotape, CD-ROM, etc. in which photographs are reproduced.

8. Full and proper credit must be given. Each reproduction of an item from the Society’s collections shall bear the credit line: “The Historical
Society of Washington, D.C.” The photograph collection or photographer’s name may also be required.

9. The completion of this form does not imply clearance of any copyright restrictions other than those vested in the Historical Society of

Washington, D.C. It is the responsibility of the party using the photographs to ascertain and clear copyright restrictions on materials
provided from the Society’s collection. (See Warning of Copyright Restrictions below.)

WARNING OF COPYRIGHT RESTRICTIONS

The Copyright law of the United States (Title 17 United States Code) governs the making of photocopies of other reproductions of copyrighted material.
Under certain conditions specified in the law, libraries and archives are authorized to furnish a photocopy or other reproduction. One of these specified
conditions is that the photocopy or reproduction is not to be “used for any purpose other than private study, scholarship, or research.” If a user makes a
request for, or later uses, a photocopy or reproduction for purposes in excess of “fair use,” that user may be liable for copyright infringement. This
institution reserves the right to refuse to accept a copying order if, in its judgment, fulfillment of the order would involve violation of the copyright law.



