
IMAGE REQUEST: Use this form to order 
and request permission to publish 
images from Friends Historical Library of 
Swarthmore College
 

Name _________________________________ Affiliation __________________________  

Address __________________________________________________________________  

Telephone _______________________ Email ____________________________________  

Client (if different) __________________________________________________________   

Publication Information _____________________________________________________ 

_________________________________________________________________________  

Notes ____________________________________________________________________ 

 
Fees  
Production: The total production fee for this project is: $ ____________ $10/image cost of scan(s)  

This does not include the cost for rush jobs or extended research; contact Curator for details.  

Commercial use fee: The total use fee for this project is $____________ $25/image for commercial use; 

$100/image for use in advertisements   

Non-profit/educational use: fee may be waived by Curator. 

 
Please send check or money order, made out to the order of Friends Historical Library of Swarthmore 
College, with this form, signed at the bottom, to Friends Historical Library of Swarthmore College, 500 
College Avenue, Swarthmore, PA 19081.  
 
Requestor must list each image separately. Fragile or oversized originals may only be available in 300 or 
400 dpi resolution. Special requirements should be discussed beforehand with FHL. 

 
Identifier Title File Format Resolution 

(dpi) 

    

    

    

    



    

    

 
Image Permission and Use Agreement   I/we request permission to reproduce the image(s) (above or list 
attached) from Friends Historical Library (hereafter referred to as FHL) for the purpose specified in this 
agreement. I/we agree to abide by the following terms:   
 

 Credit must be given to FHL and, if known, the creator of the work.   

 Credit lines must appear with the image or on a credit page indicating the page number and 
location on the page for each work. Films, videotapes and slide shows may use a credit section at 
the beginning or end to give credit to FHL. For web site use, credit should appear either next to or 
directly below the image.   

 Permission is granted for one time use. To reuse photographs, please request permission in 
writing from the Curator.   

 Permission to publish fees: When a decision is made to use a specific photograph for publication, 
please notify the Archivist and pay the fee unless it has been waived. Permission to publish is 
contingent on the receipt of this form and the fee.   

 If in print, a copy of the publication containing the image(s) should be given to FHL as soon as the 
work has been published.    

 FHL does not claim to control the rights of reproduction for pictorial material in its collections. 
The publishing party assumes all responsibility for clearing reproduction rights and for any 
infringement of the U.S. Copyright Code.   

 Photographs may be cropped to suit design and layout, but they may not be altered or drawn 
upon so that they look in any way different from the way they appear in the collection.   

 FHL reserves the right to refuse permission and/or provide image reproduction services to 
publishers and individuals who have not complied with its policies.   

 FHL reserves the right to decline reproduction of fragile items or for inappropriate use.   
 
I have read and understood the preceding:  Signed __________________________________________  

Print Name ______________________________________ Date ________________________________  

 
COPYRIGHT NOTICE  
The copyright law of the United States governs the making of photocopies or other reproductions of 
copyrighted material. Since 1978, unpublished manuscripts have been accorded federal copyright 
protection. Under certain conditions specified in the law, libraries and archives are authorized to furnish a 
photocopy or other reproduction. One of those specified conditions is that the copy is not to be “Used for 
any purpose other than private study, scholarship, or research.” If a researcher uses a reproduction for 
purposes in excess of “fair use,” that user may be liable for copyright infringement.  Copyright ownership 
does not necessarily accompany physical ownership of a manuscript. An owner of the physical manuscript 
may assert certain proprietary rights in regard to the physical manuscript, for example permitting or 
denying access to the property. This assertion of ownership rights, however, is distinct and separate from 
any copyright consideration affecting the manuscript. 


