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Visual Materials Order

In answer to your request, we are prepared to provide you for the limited use specified below and in the 

terms set forth in the Douglas County History Research Center Condition of Use and Reproduction, 

duplicates of visual materials of the following items in our collection.

Description and/or Accession Number
Qty
Size
Glossy or Matte
Borders –

Yes or No
Scan – 

Yes or No
CD –

Yes or No 
Fee



























































































In consideration of our supplying you with the visual material listed above you agree:

1.
To pay the total fees listed in advance, such payment to be made with the signed original of this agreement.

2.
To use the visual materials ONLY ONCE, this includes digital images made from visual materials in the Douglas County History Research Center Collection, and then only for the purpose as already stated on this form.

3.
To credit each reproduction with:
 
#

Creator:

Date:







Douglas County Libraries, Douglas County History Research Center

Castle Rock, Colorado

4.
Not to use or authorize others to use these items for any purpose differing from the specific stated use, without written permission from the Archivist.

5.
To provide to the library one free copy of the publication containing the visual material.

Please sign and return this agreement.  Upon receipt of this signed order and full payment, we will process your order.

NOTICE:  Warning Concerning Copyright Restriction


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

  of copyrighted materials.


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 other 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.

Specific statement of proposed use:








Fees










Processing

$ _____________










Service


$ _____________










CD/Electronic File
$ _____________

Special instructions:






Photocopy

$ _____________










Mailing

$ _____________










Total Due DCL
$ _____________










Paid by:  

Signed:  
____________________________________________

Cash

$ _______________











Money Order
$ _______________

Name:

____________________________________________

Check #
$ _______________





Please Print

Address: 
____________________________________________

Make checks payable to:



____________________________________________

Douglas County Libraries

Email:

____________________________________________
Order taken by:

Phone: 
____________________________________________
Date:


Douglas County History Research Center

Conditions of Use and Reproduction of Visual Material

1. Prepayment of visual material orders is required.

2. The customer will not use or authorize others to use visual material copies for the Douglas County History Research Center for any purpose differing from the specific stated use on the order form, without written permission from the Library Director or Archivist.

3. The Douglas County Libraries Douglas County History Research Center reserves the right to limit the number of photographic copies; to restrict the use or reproduction of rare, fragile, or valuable items; to make special fee quotations on items involving unusual difficulty in copying; and to charge a higher fee than specified for a small number of unique items.

4. The Douglas County History Research Center does not permit researchers or customers to use copy equipment of any type to copy visual material, nor can copy negatives be provided for visual material.

The Douglas County History Research Center does permit members of the media to copy material for use in broadcasts or newspaper articles.  Artificial lighting must be approved by the Archivist.  Arrangements must be made in advance.

5. All duplicate images must be obtained directly from the Collection before publication of any visual material belonging to the Douglas County Libraries Douglas County History Research Center.  Douglas County Libraries reserve the right to require a publication proof prior to final approval.

6. The customer will not crop, retouch, modify, or otherwise alter in any way, any image provided without the express, written permission of the Douglas County Libraries.

7. All responsibility for questions of copyright or invasions of privacy that may arise in the use made of reproduced material provided by Douglas County Libraries must be assumed by the customer.  The Douglas County Libraries will provide any information it has available to the customer.

8. It is the responsibility of the customer to credit the material properly.  Proper credit must be given to the call number, photographer or artist (creator) when known, as well as the Douglas County Libraries Douglas County History Research Center.  In the event this credit line is omitted, the Douglas County Libraries will charge an additional fee of 100% of the reproduction and service fees.



# 
(Call number)


Creator:



Douglas County Libraries (or DCL) Douglas County History Research Center

9. The customer agrees to provide to the Douglas County Libraries Douglas County History Research Center one free copy of the item containing the visual material that is produced or published.

Thank you for following our procedures for use of visual material in the collections of the Douglas County History Research Center.

Rev 7/2006                                                                                                                                                                                                                                                                        Douglas County History Research Center

Douglas County Libraries,  Philip S. Miller Library

100 South Wilcox Street, Castle Rock, Colorado 80104-1911

303-688-7730        www.DouglasCountyHistory.org 


