Scottish Rite Masonic Museum and Library
Image Production and Reproduction Use Request

Name:

Title:

Affiliation:

Address:

City: State/Zip:
Country:

Home Telephone: Work telephone:
Fax: E-mail:

Image Requested: Attach another sheet if necessary.
Acc. Number:  Title: Artist: Date: Format Needed:

Deadline Needed:

Is your project: |:| Non-profit or personal OR |:| Commercial

Project Description (Please check the section below that best describes your project.):

A. Personal/research use or in conjunction with an educational event (lectures, presentations,
school paper, thesis, dissertation; unpublished manuscript, etc.)

[ B Print media (books, dust jackets, periodicals, catalogues, brochures, CD/DVD/Cassette covers,
exhibition displays, etc.). Include author, title, intended date of publication, publisher, print run,
circulation, language, efc. below.

|:| C Moving images media (television, motion picture, documentary, home video, DVD). Include
distribution, audience, broadcast and/or release dates, etc. below.

L1 b Electronic media (internet, multimedia, digital imaging, computer software, CD-ROM, etc.)

Include title, web address, etc. below.

Additional Information (see above):

The applicant agrees to the terms and Conditions of Use and is responsible for payment of all
applicable image production costs, reproduction use fees, late fees, and mailing charges.

Applicant Date

SRMML Date

Return completed form to:
Collections Manager, Scottish Rite Masonic Museum and Library, 33 Marrett Road, Lexington, MA 02421
Or fax completed form to Collections Manager at: 781-274-8539.
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Scottish Rite Masonic Museum and Library
Image Production and Reproduction Use Request

Cuea s
1. Reproduction of images requires application and is nontransferable.
All requests to reproduce SRMML’s holdings, which may include objects, photographs, film, video, images of
manuscripts, images of maps, and other documents, must be submitted by application. By signing this application,
the applicant agrees to abide by all terms, conditions, and provisions of this agreement. Permission for reproduction
is limited to the applicant and is nontransferable. Permission for reproduction is granted only for the expressed
purpose described in this application. This permission is nonexclusive; SRMML reserves the right to reproduce the
image and allow others to reproduce the image.
2. Reproduction is for one-time use, in one language, in one format.
Any subsequent use (including subsequent editions, web publication, advertising for the item, etc.) constitutes reuse
and must be applied for in writing to SRMML. Any change in use from that stated on the application requires
permission from SRMML. In the event that the applicant engages in unauthorized reproduction of photographs or
other materials, the applicant agrees to pay SRMML a sum equal to three times the normal commercial fee, not as a
penalty but as liquidated damages agreed upon due to the difficulty in assessing actual damages incurred; SRMML
may in the event of unauthorized reproduction require surrender of all materials containing such unauthorized
reproductions, and the applicant agrees that such materials will be immediately surrendered upon receipt of request
from SRMML. Copy photographs or other imagery supplied by SRMML may not be copied, scanned, exhibited,
resold, or used for any other purpose than that specified in this application. Copies will not be deposited in another
library, archive, or repository.
3. SRMML may limit publication due to copyright restrictions.
SRMML reserves the right to refuse reproduction of its holdings if it feels fulfilment of that order would be in violation
of copyright law or other law. Beyond the permission of SRMML, additional permissions may be required.
It is the responsibility of the applicant to obtain permission to publish from the owner of copyright (the institution, the
creator of the record, the author, or his/her transferees, heirs, legatees, or literary executors). SRMML 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 SRMML and its agents harmless
against any and all claims arising or resulting from the use of the material and will indemnify SRMML and its agents
for any and all costs and damages arising or resulting from any such unauthorized use.
4. All reproductions must include proper citation.
Credits should appear in close proximity to the image or in a special section devoted to credits. However,
reproductions distributed electronically must contain the credit or caption as part of the image displayed in letters
which are in a legible typeface. The payment of a commercial use fee does not exempt the user from the credit line
requirement.
Credit Line: Unless otherwise instructed, the credit line must use the following format: “Courtesy of the Scottish Rite
Masonic Museum and Library, Lexington, Massachusetts, gift of John Doe, 75.6, photograph by Jane Doe.
5. Prepayment of all fees, including use fees, is required before permission is granted.
Default in payment will immediately revoke permission. Fees are non-refundable under any circumstances.
6. The applicant agrees to donate two copies of the work containing the reproduction at
no charge to SRMML.
All expenses for shipping and handling are to be borne by the applicant.
7. Reproduction is permitted only from prints, transparencies, or digital images supplied by SRMML.
Each work must be reproduced in its entirety and may not be bled off the page or cropped in any way. A specific
detail must be approved in advance. The reproduction must be in full-tone black and white or full color. Nothing may
be added or superimposed on the reproduction (i.e. lettering or tone or another image). SRMML reserves the right to
deny the use of a particular image if it does not meet current quality standards.
8. Return of a transparency loan.
Color transparencies remain the property of SRMML and must be returned by the agreed upon due date. A $150.00
transparency replacement fee is charged if the transparency is not returned or returned in such a condition that it
cannot be reused.
By signing this application, | accept personally and on behalf of any organization | represent, the conditions
set forth above:
Signed: Date:
Printed name:

When countersigned by an authorized agent of the SRMML, this form constitutes permission for reproduction as
outlined in this application.

Signed: Date:
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SUBMIT
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