
 

 

 
  

  

 

   

 

 

    
 

 
 

 

  
  
 

  

   

   

 
    

 

   
 

   
   

 
 

Revised 2024 

Request date: PHOTO REPRODUCTION REQUEST Date sent: 

PATRON INFORMATION: 

Name: Organization: 

Address: 

City: State: Zip: 

Phone: Email: 

ITEMS REQUESTED: 

ITEM DESCRIPTION FOLDER BOX # COLLECTION / 
PUBLICATION TITLE 

COLLECTION / 
PUBLICATION # 

SERVICES REQUESTED: 

SERVICE FEE 
PLEASE INITIAL YOUR 

CHOICE(S) 
Scan resolution at 300dpi or lower $20.00/image 

Scan resolution greater than 300dpi $30.00/image 

Expedited service fee (completion in less than 10 business days) $50.00 

CONDITIONS OF SERVICE: 
• Payment must be made at the time of order. **Online payment is not available; contact LH/SC staff for 

alternate arrangements. 
• Orders will take approximately 2-3 weeks to complete. 
• Delivery of files will be made through the Alexandria Library’s Dropbox account. 
• This form permits one-time use only. 

Credit line for reproduced materials should read: 
[Item description], [Collection title and number], Alexandria Library, Local History and Special Collections. 

Conditions continued on page 2… 



 
 

     
       

 

    
      

   

     
        

    
    

  

   
  

 
  

   
   

  
    

    
    

   
     
   

  
       

   
   

     
 

   

 
     

 

Alexandria Library 
Photo Reproduction Request 

If use results in the creation of books, e-books, articles, videos, or any type of product of use to the Alexandria 
Library’s audience - one copy of the completed work or an access license should be provided to the Alexandria 
Library. 

Specifications for electronic files are set by Local History / Special Collections in accord with national standards, 
source material, and intended use. If you have any questions or concerns, please speak with the LH/SC Branch 
Manager about file specifications and associated fees prior to submitting your request. 

Staff will only provide minimum touch-up services (i.e. deskew, cropping, color correction, etc.) to image files. 
Extensive resizing, color correction, or other corrective services are the responsibility of the requestor. 

Image files will be delivered via Dropbox or similar online file transfer service. If your organization restricts file 
transfers, please make arrangements with your IT department to provide temporary access. We will not mail 
image files via CD, DVD, or USB. 

Fees assessed are not use fees. These fees cover the creation and ongoing maintenance of digital assets created 
by the Alexandria Library for the public. 

CONDITIONS OF USE: 
Donor, copyright, other legal restrictions, or physical condition may limit what can be reproduced. Alexandria 
Library cannot guarantee the status of requested materials. Requesters use these materials at their own risk, and 
must assess their use of provided materials under the United States copyright law (Title 17, United States Code) 
and other potentially relevant laws such as the Visual Artists Rights Act (Title 17, Section 106A, United States 
Code) or laws governing oversight of archaeological or scientific records. 

It is the responsibility of the user making this request to identify the copyright owner and to obtain all necessary 
clearances before making commercial, broadcast, or other use of this material. It is the user’s responsibility to 
show a good faith effort to identify and contact copyright holders, even in the case of orphan work materials. The 
copyright law of the United States (Title 17, United States Code) governs the making of photocopies or other 
reproductions of copyrighted material. Under certain conditions specified in the law, libraries and archives are 
authorized to furnish a photocopy or reproduction. One of these specific conditions is that the photocopy or 
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. 

The user requesting photocopies or electronic files agrees to abide by the above statements and further agrees to 
indemnify Alexandria Library and the City of Alexandria in the event they knowingly or unknowingly violate any 
intellectual or physical property rights of any entities with rights to the requested materials. 

AGREEMENT: 
In purchasing these electronic files, I agree to all of the conditions provided. 

SIGNATURE DATE 
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