
Special Collections Dept., J. Willard Marriott Library, University of Utah 
 

PHOTOGRAPH REPRODUCTION ORDER FORM 
 
 
DATE________________   NAME_____________________________________________________ 
 
TELEPHONE (____)_____________ FAX (____)_____________ EMAIL______________________ 
 
ADDRESS________________________________CITY_____________STATE____ZIP__________ 
 
Please circle one:   MAIL  PICK-UP  DIGITAL TRANSFER 
 
IF DIGITAL TRANSFER, PLEASE CHECK ONE OF THE FOLLOWING:  EMAIL [  ]   DISK [  ]* 
 
*(Digital transfers require the scanning information checklist.  Patrons may either provide their own storage 
media or it will be provided by the Multimedia Archives at a charge of $2.00 per CD) 
 
These photographs are to be used for:  
Commercial [  ]   Not-for-profit [  ]   Educational [  ]    Personal [  ]  Other [  ] _____________________ 
 
Please note that any use in which the image(s) are commercially published, displayed, or broadcast requires 
an Application for Permission to Publish. 
 
P0 and Photograph #    Name/Subject           Scan/Print         Size       # of Copies 

________________  __________________________________  __________   _____   ________ 
  
________________  __________________________________  __________   _____   ________ 
 
________________  __________________________________  __________   _____   ________ 
 
________________  __________________________________  __________   _____   ________ 
 
________________  __________________________________  __________   _____   ________ 
 
________________  __________________________________  __________   _____   ________ 
 
________________  __________________________________  __________   _____   ________ 
 
________________  __________________________________  __________   _____   ________ 
 
________________  __________________________________  __________   _____   ________ 
 
________________  __________________________________  __________   _____   ________ 
 
________________  __________________________________  __________   _____   ________ 
 

PLEASE READ AND SIGN REVERSE BEFORE SUBMITTING ORDER 
 

For copies of “Scanning Information Checklist” and “Application for Permission to Publish” forms, or for the Use fee and 
Reproduction Fee Schedules, please se out website located at www.lib.utah.edu/spc/photo or contact the Multimedia 
Archivist at the address on the back of this form. 

http://www.lib.utah.edu/spc/photo


Contract Governing Use of Multimedia Archives Materials 
 

1. Multimedia Archives materials do not 
circulate and must be used in the 
Reading Room.  No prints, negatives, or 
audio-visual materials will be loaned for 
copying. 

2. Any one time, non-exclusive use of 
photographs or AV material for 
publication, exhibition, or any and all 
other purposes requires written 
permission from this department.  Any 
commercial use requires a completed 
Application for Permission to 
Publish. 

3. Materials used for exhibition or 
publication must be credited to the 
Special Collections Department, J. 
Willard Marriott Library, University of 
Utah.  

4. The publishing party will supply the J. 
Willard Marriott Library, Multimedia 
Division with two copies of the book, 
periodical, film, or any other work in 
which and item is exhibited. 

5. The Library does not claim to control the 
copyright for all the materials in the 
collection.  The publishing/production 
party assumes all responsibility for 
clearing reproduction rights and for any 
infringement of United States copyright 
law.  The library has no readily available 
information concerning the existence 
and/or whereabouts of copyright 
holders. 

6. The Library reserves the right to refuse 
permission for the use or reproduction of 
materials when such restrictions have 
been specified by a donor. 

7. The Library hereby notifies patrons that 
rush order service may not be possible, 
given the nature of the original item, the 
time of the request, and other conditions 
beyond the Library’s control.  The 
Library assumes no responsibility for 
missed deadlines in case a rush service 
is not available. 

8. In the case of requests for digital copies 
of Library materials, the patron must 
either provide or pay for appropriate file 
transfer media in the form of a CD, or 
whatever other media is best suited for 

the file transfer.  The Library hereby 
notifies patrons that requests to transfer 
images electronically may not be 
possible, due to incompatibility of 
systems and other factors over which 
the Library has no control. 

9. I (we) agree to defend, indemnify, and 
save and hold harmless the University 
of Utah Libraries, its Multimedia Division 
and their employees or designates, the 
State of Utah and its agencies, 
employees or designates, from any and 
all costs, expense, damage and liability 
arising because of any claim 
whatsoever which may be presented by 
anyone for loss or damage or other 
relief occasioned or caused by the 
release of said photographs or audio-
visual material to the undersigned and 
their use in any manner, including their 
inspection, publication, reproduction, 
duplication, or printing by anyone for 
any purpose whatever: 

 
Please Note: 
 
-Do not send payment with your order.  
-Payment may be made at the time of pick-up.   
-If the order is to be mailed, you will be billed.   
 
Your signature below indicates you have 
read and will comply with this contract. 
 
Signature _____________________________ 
 
Date_________________________________ 
 
Please Mail or Fax your order to: 
 
The Multimedia Archives  
Special Collections Department 
J. Willard Marriot Library 
University of Utah  
295 South 1500 East 
Salt Lake City, UT 84112-0860 
 
Telephone: (801) 585-3073 
 
Fax: (801) 585-1115 
 


