
 

Galesburg Public Library 
 

40 E. Simmons Street   Galesburg, IL 61401 
Telephone: (309) 343-6118 Fax: (309) 343-4877 

www.galesburglibrary.org 
 

 

Photographic Reproduction Services and Permission to Publish 
 

Name: ________________________________________________________ 
 

Address: ______________________________________________________ 
 

Telephone: ______________________ Email: ________________________ 
 

has requested photographic reproduction copies of the following items from the 
Galesburg Public Library, agrees to be responsible for all questions of copyright, 

invasion of privacy and rights of publicity that may arise in connection with the use 
of the reproductions, and agrees to pay all reproduction and delivery charges in 

advance. 

 
The photographic reproductions are requested for the following use (be specified): 

 
_______________________________________________________________ 

 
Photo number (P-0001)/    Size  Color, B/W  Number 
Negative number (N-0001)  of Print   or Sepia  of Copies 
Short description 
 
1._____________________________________________________________________ 
 
2._____________________________________________________________________ 
 
3._____________________________________________________________________ 
 
4._____________________________________________________________________ 
 
5._____________________________________________________________________ 
 
 
Amount paid: $__________________    
 

Date requested: _________________ 
 
Date picked up or mailed: __________ 

 
*8" x 11.5" or small copy from a copy $10.00 each 
*8" x 10" negative to a copy $15.00 each 
*5" x 7" or smaller negative to a copy $5.00 each 



 
The Galesburg Public Library is pleased to offer photographic reproduction services for materials in 

our collection. The service operates in compliance with U.S. Copyright Law and restricts 
reproductions when the condition of the original is deemed too fragile or the item is damaged. The 
Library reserves the right to limit the number of reproductions, restrict the use of rare or fragile 
materials, and charge special fee for materials requiring special handling. 

 
DETERMINING THE EXISTENCE OF COPYRIGHT OR ANY OTHER LEGAL RESTRICTIONS, AS 

WELL AS OBTAINING PERMISSION FROM THE COPYRIGHT HOLDER IS SOLELY THE 

RESPONSIBILITY OF THE REQUESTER.  

 
ORDERING PROCEDURES 
 

• Complete the Order Form on the reverse side and sign the Conditions Governing Use below. 

Be as specific as possible when requesting an item.  
• Mail or give the form and payment in check or money order to the archivist or the reference staff. 
 
CONDITIONS GOVERNING USE 

 

All requests for photographic and digital reproductions are governed by the following conditions: 
 

• Reproductions are provided one-time, for personal use, research purposes or 
publication/exhibition only.  Reproductions must be used only for the purpose stated on this 
form. Additional uses of the same images must be authorized with a new statement of use. 

 

• Images are not to be altered in any way that substantially changes the meaning or compromises 
the integrity of the images. 

  
• All images used in printed, electronic or digital publications, on film and video, on web sites and 

in exhibitions must be credited with the following: “Courtesy: Archives of the Galesburg Public 
Library, Galesburg, Illinois.”  In those cases where images are being used on an internet page, 
or the equivalent thereof, the citation should be made into a link to the Galesburg Public 
Library’s homepage at “www.galesburglibrary.org.” 

 
• Permission to publish is valid only for the individual, company or institution to whom it is issued 

and may not be transferred, assigned or sold, without written permission from the Galesburg 
Public Library. 

 

• The Requester is to deliver to the Galesburg Public Library one complimentary copy of any 
published work in which the photographic reproduction occurs. 

 

• In authorizing the publication of any reproduction, the Galesburg Public Library does not 

surrender or limit its own right to publish, exhibit or otherwise reproduce the material, or to 
grant permission to others. 

 

• Users assume all responsibility for questions of copyright, invasion of privacy and 

rights of publicity that may arise in using reproductions from the Galesburg Public 

Library’s collection. The Library reserves the right to refuse to process a reproduction 

order, if in its judgment, fulfillment of the order would violate copyright law. 

 

I have read the above conditions governing fees and the use and copyright notice.  I 

understand that this form must be signed and accompany a photographic reproduction 

form (reverse side) and payment before any processing will begin. 

 

Signature: _____________________________________ Date: ___________________ 

 
Revised 09/24/2007 


