
IMAGE REPRODUCTION REQUEST 
 

Please read the Image Services Rate Sheet before placing a request. 
 
Maine Historical Society is pleased to offer several duplication options for items 
in its collections.  Please read and complete this form (front and back) before 
submitting your order.  Please talk to us about any questions or concerns you 
may have. 
 
The Image Services Coordinator will contact you with an estimate upon 
receiving this reproduction request. Prepayment is required before services 
can begin. 
 
CLIENT INFORMATION:     MHS Member: ___________ 
  
Name: _______________________________________          Date: ________________ 
 
Address: ________________________________________________________________ 
 
______________________________________________________________________ 
 
Phone Number: __________________________ Email: __________________________  
 
IMAGES SELECTED: 
Please refer to images by the collection number, folder number and local code written on the 
back to the image/drawing. Library staff can provide accurate citations. 

 
Image       Requested Reproduction/ Service 
 

    Coll. 1949, Glass Plate Negative #15530              Scanning, Digital File, and CD_____            
   Example      Example 
 
___________________________________      __________________________________ 
 
___________________________________      __________________________________ 
 
___________________________________      __________________________________ 
 
___________________________________      __________________________________ 
 
___________________________________      __________________________________ 
 
___________________________________      __________________________________ 
 
___________________________________      __________________________________ 
 
___________________________________      __________________________________ 
 
 
 
 



ORDER INFORMATION:  
Preferred Due Date: _______________________________________________________ 
All orders are subject to take at least 2 weeks for completion.  Rush orders may be considered, 
and will be charged a Rush Fee. 
 
To publish: Yes ___    No ___      
A Permission to Publish form is required for any image used in private, non-profit, and 
commercial publications or exhibitions. Use Fees will be assessed.  
 
Pick up: _____________________ Download from FTP site: (yes or no)_______  
    (Library or Museum Shop)  
 
Ship to: ________________________________________________________________ 
               (If different from address listed on opposite side) 

 
CONDITIONS OF IMAGE ORDER REQUEST  

 
1. Maine Historical Society does not lend items from its collections, but in most cases digital 

copies can be made. 
 
2. All reproduction work is done by or arranged by MHS staff.   
 
3. All images remain the property of Maine Historical Society; we sell reproduction prints and 

digital files only. 
 
4. Permission to publish or display, in any way, must be granted prior to use.  Forms and 

policies are available; please request one from the Image Services Coordinator. Maine 
Historical Society has the right to deny a publication use request for any reason.  

 
5. Purchase of a reproduction print or digital file in no way grants any rights to publish, use, 

reproduce or sell the image. 
 
6. Orders cancelled after the completion of reproduction are required to pay for all services 

rendered.  
 
7. All orders take at least 2 weeks for completion.  Rush service may be available for 

additional fees.  This service is based upon the availability of the image services staff, 
photographer, and our vendors. 

 
8. Prepayment is required. Client must pay invoice in full, or at least a 50% deposit, before an 

order can be processed.  
 
9. Observance of copyright and fair use as described by national copyright law rests with you, 

the purchaser, and not with the Society. 
 
 

I HAVE READ AND UNDERSTAND THE POLICIES STATED HERE AND AGREE TO THESE TERMS. 
 
 
         __________________ 

Signature        Date 
 

MHS Staff Initials: ____________ 


