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Reproduction Form

All requests to reproduce the Galveston & Texas History Center’s (GTHC) or Rosenberg Library Museum holdings, which may include photographs, architectural drawings, maps, museum objects, and documents, must be submitted on this form.

Name: _____________________________________________________ Phone: ______________________________

Company/Organization: ___________________________________________________________________________

Address: ________________________________________________________________________________________

Email Address: ___________________________________________________________________________________
	
	Identifier (e.g. Collection Number, Photo number, box/folder number) and Description
	Resolution (if higher than 600 dpi)
	Use Type
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*For more than five items, fill out the Additional Reproduction Requests form.                                               
  NOTICE:  WARNING CONCERNING COPYRIGHT RESTRICTIONS

The copyright law of the United States (Title 17, United States Code) governs the making of photocopies or 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 specific 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 copyright law.






GTHC Staff Use Only
Order Taken by: ____________________ Date: ___________	Method of Payment: _______________________

Delivery Method:  _________________     Total Cost: ________________      Payment Received:  _____________   
Notes:


Please carefully read the Terms of Usage and Reproduction Policy before you place your order with a staff member. You will be responsible for following all policy rules.

Intended Use:
Personal: ______ (How will it be used?): _______________________________
Social media: ____ Presentation: __________
Publication: _________ (see also request for publication form)
Reproduction Policy
· The Library reserves the right to deny reproduction requests due to the condition of the original material and/or to avoid copyright infringement.
· A list of reproduction fees is available upon request. Additional fees may apply. Pre-payment is required. We accept payment by cash, credit card, check or money order made payable to Rosenberg Library.
· Reproduction charges do not constitute sale of the image and the Rosenberg Library retains all existing rights to materials on file. If the Researcher wishes to publish anything in this request, there is a separate form to apply for publication. Please contact the Rosenberg Library for more information on our publication policies and fees.
· Reproductions may not be sold, given, transferred or copied for another person, company or organization for its use. Any second party use requires the Library's permission.
· Reproductions from the Rosenberg Library will be credited with the standard credit line:
“[Name of Collection]”, Courtesy of the Rosenberg Library, Galveston, Texas
· The credit line is to appear under or directly adjacent to the image(s) in a legible size font. If a publication or film/video production uses five or more images, the credit line may appear at the end.
· Any person, company or organization not abiding by the Rosenberg Library's reproduction policies, including failure to give proper credit, will be denied further reproduction privileges.
· Reproduction fees do not include copyright fees. Researchers assume all responsibility in determining and obtaining copyright permissions.
· A complete copy of any publication or video production using reproduced materials from the Rosenberg Library must be given, without charge, to the Library for its collection.
· The researcher is responsible for all charges once the work on the photograph order begins.


By signing this form, I accept personally and on behalf of any organization I represent, the conditions set forth within.
Signed ________________________________________________		Date _________________
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