
  
 Westminster College

  1840 South 1300 East
 Salt Lake City, Utah 84105

 801-832-2250(FAX 801-832-3109) 

 
 
Reproduction Order Form 
 
NAME:                                                                                        TELEPHONE: (        )                       
 
ADDRESS:                                                      CITY                                 STATE         ZIP                      
 
Please circle one:   MAIL    PICK-UP    DIGITAL TRANSFER   (requires Scanning Checklist form) 
 
These photographs are to be used for: 
 

  Personal     Research        Publication       Display        Online Display 
 
(Please note:  Publication, Display, or Online Display require Application for Permission to Publish form.) 
 
Collection/Item #   Name/Subject Type of photo       Size      #Copies        Cost 
 (Ie.  Ph01b12f02i233)    (See page 2) 
            
            
            
            
            
            
            
            
          
        SHIPPING FEE                     
 TOTAL DUE                           
 
To complete your order, send or bring this form and your check to Giovale Library, Westminster College, 
1840 South 1300 East, Salt Lake City, Utah 84105.   Unless other arrangements have been made,  
payment is due when the order is received.   
 
Your signature below indicates that you have read and will comply with the Copyright and Use Policies of 
the Giovale Library as printed on p. 2.   
 
 
Signature:                                                             Date Received:                    
Date:                                                            Date Order Filled:                   
 
 

GIOVALE LIBRARY



Reproduction Fees 
      

     
   Cost per print 

1.   Personal Prints from scan (printed in Giovale Library or Copy Center; any size up to 8x10") 
 Ink jet paper or matte paper   $  2.00 

 Photo Paper (printed in Giovale Library or Copy Center)                                                           $  4.00 
     Scan fee   $  5.00  

2.   Publication Prints (black & white; print made from available negative)   
 4x6" $  8.00 
 5x7"    $10.00 
 8x10"  $12.00 
Negative fee $10.00 

 All negatives and scanned files remain property of the library.     
3.   Scan to disk or FTP only - first image $  5.00 
 Additional images $  2.00 each 
4.   Slides $  5.00 
5.   Audio and video tape duplication $  5.00 
Quotes given on request for larger prints, exhibition quality prints, and larger orders.  
 
• Delivery:  Basic service for personal prints in two days.  Publication prints require ten working days.  Rush service 

for publication prints may be possible, but doubles the reproduction charges. 
• Payment:  Prepayment is required from individuals.  Businesses or government agencies may use purchase 

orders.  Deposit may be required.   
• Shipping and handling charges:  $3.00.  Actual postage costs will be added to large orders. 
• Credit line should read:   Giovale Library, Westminster College, Salt Lake City 
 
Copyright and Use Policies: 
 
1.  All photographs, audio-visual materials, and digital images are the property of Giovale Library. Reproduction or 
redistribution of these is forbidden without the express written consent of Giovale Library.  Adding pointers to the Library's 
World Wide Web pages IS permitted, even encouraged.  
 
2. Photographic materials do not circulate and must be used in the Anne Newman Sutton Weeks Reading Room. No prints or 
negatives will be loaned for copying, but copies can be purchased from Giovale Library.  
 
3. If a negative for the requested item is not on file, the Library can make a print from a scan or have a 4 x 6 inch copy negative 
made to fill the order. The patron assumes the cost for either the scan ($5) or the negative ($10).  All such copy negatives will be 
retained by the library. Copy negatives are not sold to patrons.  
 
4.  No photocopying of original photographs is allowed without express permission from the Director.  
 
5.  Any one time, non-exclusive use of photographs for publication, exhibition, or other purposes requires written permission from 
this department.  Use fees are charged for use of photograph, audio-visual or any other graphic materials or images from Giovale
Library.  See Photograph Use and Reproduction Fees.  
 
6.  Materials used for exhibition or publication must be credited to Giovale Library, Westminster College, Salt Lake City.   
 
7. The publishing party will supply Giovale Library, Westminster College, Salt lake City with one copy of the book, periodical, 
video, or any other work in which a photograph is published.  
 
8.The library does not claim to control the copyright for all materials in its various collections. The publishing 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.  
 
9.The library reserves the right to refuse permission for use or reproduction of materials when such restrictions have been 
specified by donor.  
 
10. The user agrees to defend, indemnify, and save and hold harmless Westminster College, Giovale Library, 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 
other relief occasioned or caused by the release of said photographs to the undersigned and their use in any 
manner, including their inspection, publication, reproduction, duplication or printing by anyone for any purpose whatever.  
 


