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PHOTOGRAPH & IMAGE REPRODUCTION REQUEST FORM 

 

Please fill out this form, and review and agree to the terms and conditions. Fill out the form on the second page 

if you require permission to publish. Fees are listed on the back and must be paid in advance. Fees are non-

refundable. Payment can be made by sending a check made payable to WFCHS Archives to the address above 

or via PayPal using this link: https://www.handleyregional.org/archives/payment. Allow 4-6 weeks for delivery.  

 

CONTACT INFORMATION (*required fields) 

 

Name/Organization*  

Email  Phone  

Address*  

City/State/Zip*  

 

DETAILS OF REQUEST (Continue on separate page as necessary) 

Title Catalog 

Number 

Number of 

Copies 

Size  

(if printed) 

Cost  

(fees on back) 

     

     

     

     

     

SPECIAL INSTRUCTIONS:  

 

 

 

HOW WILL THESE MATERIALS BE USED? 

 

 

 

 

Please read the conditions of use on the next page.  

☐  I have read, understand, and agree to abide by the 

conditions of use. * Applicant Signature* 

 

STAFF USE Order Received: Total Cost: Paid: 

 Delivery:  ☐ Mail ☐ Electronic ☐    Pick up 

http://www.handleyregional.org/archives
https://www.handleyregional.org/archives/payment
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PERMISSION TO PUBLISH: Please check if you require permission to publish     ☐ 

 
Obtaining copies of photographs and images does not imply permission to make alterations to the reproductions, or the right to 

reproduce or publish them in any form. Written permission is required to publish, reprint, or reproduce photographs and images from 

the Stewart Bell Jr. Archives for use in publications, theses, dissertations, websites, blogs, social media, school papers, presentations, 

exhibits and displays, film, decoration in public spaces, and other uses.  If you require permission to publish, please fill out the 

information below. 

 

Title of Publication (Exhibit, 

Website, Show, etc.)* 

 

Published/Produced By* 
 

Anticipated Date of 

Publication/Display/Broadcast* 

 

 

STAFF USE    

☐     Approved 

☐     Denied Signature, Archives Manager 

Date: 

 Signature, Chair, Joint Archives Committee 

Date:  

 

CONDITIONS OF USE 

 

Reproduction and permission to publish requests are fulfilled to the extent allowed by the format and physical condition of the 

material, as well as any applicable restrictions, including copyright regulations in accordance with copyright law of the United States 

(Title 17, United States Code), privacy rights, donor-imposed regulations, or other constraints. The Archives reserves the right to 

refuse any reproduction or permission to publish request that conflicts with its Reproduction and Use Policy.  

 

The Archives does not hold copyright to all of the materials in the collections. Further copyright clearance may be needed in order to 

use material in publications. Archives staff cannot undertake copyright research. The user assumes full responsibility for use of the 

material and agrees to hold harmless the Stewart Bell Jr. Archives against all claims, demands, costs, and expense incurred by 

copyright infringement or any other legal or regulatory cause of action arising from the use of the Archives materials.  

 

Permission to use material is non-exclusive. The Archives reserves the right to reproduce the image and allow others to publish, 

broadcast or exhibit the image.  

Permission to use material is non-transferable. Materials may not be copied, scanned, exhibited, resold, nor deposited in any other 

repository or used for any other purpose than that specified in this application without the written authorization from the Archives.   

Full credit is given to the Stewart Bell Jr. Archives as the source of this material. Credit line should read: Title/Description of Item, 

Collection Name, Collection Number, Stewart Bell Jr. Archives, Handley Regional Library, Winchester, Virginia.  

 

FEE SCHEDULE 

 

Reproduction type Fee 

Scanned image (300 dpi) delivered as a JPEG file, per image:  $5.00 

Scanned image at higher resolution, enlarged, or otherwise enhanced 

and requiring rescan (contact Archives for assistance), per image: 

$15.00 

Color print on photographic paper, per 4” x 6” print: $5.00 (plus $3.00 shipping & handling per order) 

Color print on photographic paper, per 5" x 7" print: $8.00 (plus $3.00 shipping & handling per order) 

Color print on photographic paper, per 8" x 10" print: $12.00 (plus $3.00 shipping & handling per order) 

Flash drive to save and deliver materials by mail (optional): $8.00 

 


