Image Reproduction Permission Form
Company
Requester Name
Address
City, State, Zip
Telephone
Email
Researcher Type (check one):
Non-profit

For-Profit

Individual

Edu. Institution

Other

Image(s) Requested, please use separate page if needed:
Accession No./ P Code

Description

Collection

Notes on Digital Files: We scan all images (JPEG, TIF, etc) at 600 dpi and PDFs at high resolution (minimum
300 dpi). Images will be sent via WeTransfer to ensure that resolution is not lost during transmission,
especially for larger digital files.
Please note that the scan fee (please see Schedule of Fee) is in addition to the use fees.
Print Media: **
Cover use, per image
Interior Use, per image
Type of Publication
Title
Author/ Editor
Publisher
Publish Date (Proj.)
Number of Copies

$150.00 per print run
$50.00 per print run
Book

Periodical

Exhibition Catalogue Textbook Other

Commercial Products: **
Use, per image

$50.00 per print run

Type of Item
Expect No. of items
Visual Media: **
Use, per image
Type of Media
Title or URL
Producer
Broadcast Date

$10.00 per print run
TV Film Music Video Documentary Internet Other

Media, Non-Commercial: **
Use, per image
Type of Media
Title or URL
Add’t Authors
Description

$10.00 per print run
Research Lecture/Talk Dissertation Exhibition

**A copy of the print publication, product, or media production must be provided to the Berrien County Historical
Association upon publication.

Submit Request
Fill our request above and mark appropriate fees. Mail or email completed request to:
Rights and Reproductions
Berrien County Historical Association
313 N. Cass Street, PO Box 261
Berrien Springs, MI 49103
Email: info@berrienhistory.org
Payment
Prepayment is required! After request has been received and approval has been granted for use, an
invoice will be sent via email. Payment is accepted in-person (check, cash, credit card), over the phone
(credit card only) or by mail (check only). Invoice must accompany payment if paid in person or via mail
or sent via email prior to paying over the phone.
Fulfillment
Upon payment, request will be fulfilled and may take 3 – 4 weeks to process, larger orders may require
additional time. All images will be sent digitally unless otherwise requested. Physical prints will incur
additional print and shipping fees. Please discuss this with your point of contact.

The Fine Print
Permission is granted to reproduce the listed item(s), for one time use only. Use is subject to the following
conditions. Please read through and sign on the final page to accept these terms and to being the process
of image acquisition.
1. REQUESTS to reproduce an image owned by the Berrien County Historical Association for publication must
be made in writing using the Museum’s Rights and Reproductions Image Request form. Once permission is
granted for use, applicable fees are payable in advance, whether or not the image is used. The Museum
reserves the right to deny any request for publication of an image. Requests for publication of unpublished
photographs and artworks will be assessed on an individual basis. All requests for permission to reproduce an
image for publication must include the intended use, the publisher, and expected date of publication.
2. PERMISSION to reproduce is limited to one-time use only, in one edition and in one language. Additional
language editions, subsequent editions, and any related promotional use must be considered as separate
requests and will require additional fees and a new written application. Exclusive rights are not granted to any
publisher. World rights must be requested separately, and appropriate fees will be determined. Photographic
materials may not be used for any purpose other than that listed on the permission form, nor may they be
assigned to any other person or firm. Reproduction is permitted only from materials supplied by the Museum.
Production from printed or other non-photographic materials, or from photographic materials not supplied by
the Museum, is strictly prohibited. The Museum reserves the right to decline to provide photo reproductions
to applicants who have not complied with its policies or whose products are unacceptable to the Museum for
any reason. Any unauthorized use by any person or entity, for any reason, will render Applicant responsible
and liable to Museum for appropriate compensation and other costs, regardless of whether the Applicant has
profited or is responsible for such use. Applicant agrees to take all due care to protect the materials from
unauthorized use by any person or entity. The curatorial staff of the Museum in its sole discretion reserves the
right to refuse permission if in its opinion the application is not appropriate for the collection or if acceptable
standards of reproduction and care of the Museum’s objects have not been obtained.
3. CROPPING or masking out is not allowed on the painted area of a picture, the outline of a sculpture or object,
and the area within the white border of a photograph or a graphic work, including inscriptions. Permission may
be negotiated on an individual basis for cropping of works or using a detail, provided that the work in its entirety
appears elsewhere in the same publication. The word “detail” must appear in the caption with the complete
credit line.
4. OVERPRINTING - Reproductions may not be superimposed with type matter or in any way defaced or altered
unless previous permission is granted. Proof must be sent to the Executive Director for final approval.
5. DIGITAL OR ELECTRONIC IMAGE – Images are on a one-time use only basis, unless otherwise specified. Use
in electronic media is considered on a case-by-case basis. The client is licensed to store the images in his digital
database for the duration of this agreement only. The copyright in any digitized version or copy of these images
made in the course of the permitted use of the photo shall be retained by the Museum. The following terms
and conditions apply to electronic publication and web use: Images will be limited to no larger than half-screen
size and will be embedded for viewing purposes only. It is recommended that the site and product(s) also
include a general copyright warning regarding intellectual property included therein. The producer/publisher
accepts full liability for infringement of the Museum copyright material due to nonconformance with terms
above. If the proposed product is not produced, the licensed rights automatically revert to the Museum.
6. COVER USE- Permission for book jacket, video or calendar covers will only be considered upon receipt of a
cover design.
7. CREDIT LINE - The credit line must include artist/photographer, title, date, medium, and: Berrien County
Historical Association, Berrien Springs, Michigan, unless specifically noted otherwise on contract. It must
appear next to the reproduction or in an appropriate portion of the publication.

8. SPECIAL PROJECTS - Reproduction in Advertising, or in a Promotional Context, or as an Integral Part of the
Commercial Product. Application to reproduce works of art in these categories will be discussed with the
Executive Director, and a fee schedule will be determined either via payment of a one-time reproduction fee,
and/or a negotiation of a contract for royalty payments to the Museum. If the Executive Director wishes to
distribute the commercial product, the Applicant may be required to deposit a number of free copies for resale in the Museum Shop as part of the negotiated reproduction fee or royalty contract. Administration and
preparation fees will not be returned if the special project is not used.
9. PROOFS - For color reproductions, color proofs must be submitted and approved by the Museum before
printing. Failure to comply with the corrections indicated on the submitted proof may result in the withdrawal
of approval.
10. INDEPENDENT USE - The Berrien County Historical Association does not supply images to companies or
individuals operating a photography retail and/or sales service.
11. DUPLICATION - Applicants may not duplicate in any way images supplied by the Museum.
12. COMPLIMENTARY COPY - The publisher is to provide a complimentary copy of the publication or
production in which the image is reproduced. In the case of a MA thesis and Ph.D. dissertation, photocopies of
the references to the illustration will be acceptable. In the case of primary and secondary level textbooks, tear
sheets of the page on which the image is reproduced, as well as the entire article in which the image is used
and the credit line is given will be acceptable.
13. DISCLAIMER- The Berrien County Historical Association assumes no responsibility for any royalties claimed
by the artist or on his/her behalf. In the case of works by living artists or other copyrighted material, the
applicant must supply written permission from the artist or the artist's agent. The user must assume all
responsibility for question of copyright that may arise in the use of reproduced material. Responsibility for
researching outside copyright falls to the applicant. The Museum makes no warranties or representations and
assumes no responsibility whatsoever for any claims against applicant or the Museum by the artists, their
agents, estates, or by any parties in connection with the reproduction of works of art in the collections of the
Museum. The applicant agrees to indemnify the Museum and hold it harmless against any and all such claims,
including copyright infringement claims, royalty or fee demands and/or actions, including the costs thereof
arising as a result of the applicant’s reproduction of the works of art in the Museum. Outside parties hold
copyrights to many of the works in the Museum. Any and all royalty payments or other requirements specified
by the copyright owner of such a work must be paid or honored by the publisher or agent requesting
reproduction permission. In the case of living artists, the applicant must deliver the artist’s permission in writing
before the Museum will release any photographic material.

The applicant agrees that this permission, if granted, shall be subject to the conditions listed on the
following pages and further agrees to promptly pay all applicable fees. Please sign and return this request
and agreement.
Authorized signature:_________________________________________Date:____________
Name and title:________________________________________________________________
Museum Use Only
Date Received
Payment Received
Order Sent

