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Photograph Order Form 
 

Reproduction Details 

Image # 
 

Title or Description of Image Size B/W or 
Color Qty. Price 

      

      
      
      
      
      
      
      

 
Use Fee Description (if for commercial use)  Qty Price 

   

   

   

   

   

If order is for personal/research use, please describe this use:_______________________________ 
 

I agree to the Reproduction Terms and Conditions on the reverse of this page. 

_________________________________________________ (your signature) Date_______________  

Name and Company (please print):________________________________________________________ 

Address:_____________________________________________________________________________ 

City:______________________________________  State:__________  ZIP_______________________ 

Telephone: ___________________________ email:__________________________________________ 

 I will pick up my order at the Local History Archive. 
 Please mail order to the above address (note any applicable shipping fees for your order). 

 
STAFF USE ONLY 

Date Rec’d: 

 

Lab Date: Picked Up or Mailed on: 

Order 
Subtotal:_________________ 
 
Use Fees (if applicable) 
Subtotal:__________________ 
  
Shipping Fees (if applicable) 
Subtotal:__________________ 
 
Total: ____________________
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Fort Collins Museum Local History Archive  
Reproduction Terms and Conditions 

Please read carefully before signing the Order Form.  
 
 
1. Photograph reproduction fees are charged for every photograph order, regardless if the 
image is for personal or commercial use. Commercial use of images incurs a use fee in addition 
to reproduction fees. 

2. Two complimentary copies of each publication or production in which the photographic copy 
appears must be given to the Fort Collins Museum Local History Archive. If the product in which 
the image was used is a posting on an electronic site accessible by the public, the URL shall be 
forwarded to the Fort Collins Museum Local History Archive staff. 

3. Permission is for one-time use only, as described on this form, with no other rights. Any 
subsequent use (including subsequent editions, paperback editions, foreign language editions, 
etc.) constitutes reuse and must be applied for in writing. An additional fee may be charged for 
reuse. 

4. All photographs must be credited to the Fort Collins Museum. 

a. With printed matter, the image number must be included in the credit line. The credit 
line must appear with the item or on a credit page, indicating the page number, for 
each item. Crediting of each individual item is mandatory in all cases. 

Sample: Fort Collins Museum, #H16723  

b. With films, slide presentations, and video productions, credit must appear with other 
credits at the beginning or the end of the production. Image numbers may be 
omitted. 

c. With display or exhibition, please credit each image within the display or exhibition 
area and include image numbers. Exemption from this requirement must be 
approved.  

d. Website usage requires a credit line following the format above on the same page as 
the image. 

5. The user may not misrepresent the image(s) used so as to falsify the information they 
present.  

6. The user may not reproduce or permit others to reproduce the photographic copy or any 
facsimile of it, including digital transfer. Additional copies must be purchased from the Fort 
Collins Museum. 

7. In authorizing the publication of a photographic copy, the Fort Collins Museum does not 
surrender its own right to publish it, or to grant permission to others to do so. 

8. All responsibility for possible copyright infringement and invasion of privacy arising from use 
of reproductions is assumed by the user. 

9. Any exceptions or additions to the above conditions will be subject to the curator of the Fort 
Collins Museum Local History Archive and/or the Fort Collins Museum Director. 

11/2008 


