
 
IMAGE REQUEST FORM 

NAME:              

COMPANY NAME:             

ADDRESS:              

CITY, STATE, ZIP:             

EMAIL:              

TELEPHONE NUMBER(S):             

 
Type of use (check all that apply)  
 

□ Personal or research (the image(s) will be used only in a private home or office. They 

will not be displayed in a public area or reproduced and distributed for any purpose.)  

□ Publication (books, magazines, newspapers, brochures or other printed media)  

□ Broadcast (including film, video or digital reproduction)  

□ Exhibit or other public display  

□ Online presentation  

□ Advertising  

□ Use pending (reference use only; publication, broadcast or exhibit of images will require 

a new request form)  

□ Student project  

□ Other (please specify)_____________________________________________________ 

□ Non-profit (proceeds from the proposed use will be used to support a recognized not-for-

profit organization)  
 
For publication or broadcast use, please indicate the projected title, publisher/broadcast outlet 
and release date:  
              
 
If not-for-profit, indicate name of the organization: 
               
 
I have read and agree to the terms specified in the attached conditions of use.  
 
Signature:           Date:     
 
With completion of this form and payment of all fees, by authorized signature below, permission 
is granted to use the images listed, in the manner described.  
 
 
           Date:     
For the Besser Museum for Northeast Michigan 
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 Item # Description Size/ 
Resolution 

Museum to 
Photograph 

Professional to 
Photograph 
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Other instructions:       

         
 
 
 
 

See fee schedule for fees and other charges 

Fee x number of items $    

Usage fee x number of items $    

Postage $    

 Other $    

 Total $    

 



 
IMAGE REQUEST FORM 

 
 

Conditions of use 
 

• In authorizing the use of this material, the Besser Museum for Northeast Michigan does 
not surrender its own right to publish or to grant permission to others to do so.  

• Permission is for one-time, one-project use only. The Besser Museum retains all rights to 
the images, and they may not be used for any other purpose than that listed on the 
image request form. Any subsequent use of the same image requires separate 
application and permission.  

• Credit must be given to the Besser Museum for Northeast Michigan and the creator of 
the work, if known. The following credit line should be used: [Collection title, if 
applicable], Besser Museum for Northeast Michigan, Alpena, Michigan.  

• Credit must appear with the image or on a credit page that indicates the page number 
and position on the page.  

• If the image is still under copyright and the copyright is not held by the Museum, the 
requestor must seek permission from the creator of the work or from the current 
copyright holder.  

• The user is fully responsible for conforming to the laws of copyright, literary property 
rights, and libel. The Besser Museum for Northeast Michigan assumes no responsibility 
for infraction of copyright laws, invasion of privacy, or any other improper or illegal use 
that may arise from reproduction of any image. In all instances the applicant agrees to 
hold the Museum and its agents harmless against any and all claims arising or resulting 
from the use of this image and shall indemnify the Museum and its agents for any and all 
costs and damages arising or resulting from any such unauthorized use.  

• Photographs may be cropped to suit design and layout, but they may not be altered, 
colorized, or drawn upon without a letter of permission in addition to a signed permission 
form.  

• The Besser Museum reserves the right to decline permission to publishers and 
individuals who have not complied with these conditions.  

• Copies of images from the Besser Museum for Northeast Michigan in any media, 
including electronic, photographic, and photocopy, may not be deposited or placed on 
file in any other repository without specific consent of the Museum, and may not be 
supplied to commercial archives or publishers for resale.  

• The Museum requests that a copy of the published or broadcast work in which the image 
appears be placed in the Museum’s research center. 
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FEE SCHEDULE 

RESEARCH SERVICES 
Fees for research conducted by staff in response to mail, telephone or email requests: 
First hour no charge 
Subsequent hours $15/hour 
 

REPRODUCTION SERVICES 

Photocopies $.20/page 

Faxes $.50/page 

PHOTOGRAPH REPRODUCTION FEES 
Prints are professionally printed from digital files (prices subject to change) 
 

35 mm slide $8.00 

5x7 and smaller $6.00 

8x10 $10.00 

11x14 $15.00 

16x20 $30.00 

20x24 $45.00 

24x30 $70.00 

DIGITAL REPRODUCTION FEES 

Scanning fee $5/image 

CD $2 
 
Files can be sent by email when possible 
Applicable postage applied to material sent by mail 

USAGE FEES 
A fee is added to the cost of each reproduction based on its proposed use: 

Personal use $10/image 

Print publication $50/image 

Online presentation $50/image 

Film and video $100/image 

Advertising $100/image 

Public display $20/image 

 


