MARYLAND STATE ARCHIVES
ORDER FORM FOR
PUBLICATION-QUALITY IMAGES
AND PERMISSIONS

INSTRUCTIONS FOR COMPLETING THIS FORM

All requests for documents, images and permission to reproduce items for publication, commercial use, or any purpose
from the Maryland State Archives and the Maryland Commission on Artistic Property must be made in writing.

Fees vary upon type of imaging, reproduction rights requested, and preferred delivery method. Please complete this form in
as much detail as possible and return it via fax, post mail, or e-mail. It is possible to order high-quality prints from Special
Collections or Artistic Properties items for personal use without publication.

Permission for reproduction rights is given on a case-by-case basis at the sole discretion of the Maryland State Archives and
the Maryland Commission on Artistic Property.

Image orders will take between 2 — 4 weeks to fulfill after your payment is received. Payment may be provided by
check or by credit card, and by cash if paid in the Archives’ Lobby.

If an order is needed sooner, rush charges may apply. Rush fees are 150% of the total cost if needed within 3 days or less,
and 100% of the total cost if needed between 4 and 10 days. Please Note: All orders must be paid in full before they
can be processed.

PRINT AND SUBMIT THE FORM ON THE FOLLOWING PAGE TO:
Maryland State Archives

350 Rowe Boulevard

Annapolis, MD 21401

MD toll free (800) 235-4045

Phone: (410) 260-6400

Fax: (410) 974-3895

Email: msa.helpdesk@maryland.gov

FEES FOR IMAGE ORDERS AND PUBLICATION PERMISSIONS

Digital Images

Prices include transmission fees.

Preview File at low resolution for reference purposes only: $15/image.
Digital File from original cartographic (map) material, up to 36": $50/image.
Digital File from all other media: $30/image.

Digital Photographic Prints

Prices includes shipping by U.S. Mail or UPS.

Digital Photographic Prints at 8” x 107, 117 x 14”, or 13” x 19””: $35/print on standard paper or $50/print on fine art papers.
Digital Photographic Prints between 19" and 30" on longest edge: $85/print on standard paper or $110/print on fine art papers.
Digital Photographic Prints between 30" and 44” on longest edge: $110/print on standard paper or $160/print on fine art
papers.

Rush Fees

150% of the total cost if needed within 3 days or less and 100% of the total cost if needed between 4 and 10 days.
*Note: Same day service may not be possible.

Rights and Reproduction Permission Fees
Commerical use: Up to 100,000 copies ($75/ image); Print run exceeds 100,000 copies ($150); Front Cover ($150).
Non-profit use: Up to 100,000 copies ($25/image); Print run exceeds 100,000 copies ($50); Front Cover ($50).



MARYLAND STATE ARCHIVES For Office Use Only

PUBLICATION-QUALITY IMAGE MSAREF #
ORDER FORM
ORDERING INFORMATION DATE OF ORDER:
NAME (Print)
ORGANIZATION
STREET
ADDRESS
CITY/STATE/ZIP
TELEPHONE # FAX #
EMAIL

CREDIT CARD TYPE (Circle types) VISA, MASTERCARD

CREDIT CARD #

EXPIRATION DATE (MM/YYYY) SECURITY CODE (3 DIGITS ON BACK)
= FE TR - . EEa—
IMAGES REQUESTED (Please print. Attach an additional sheet, if necessary.)

1. Accession # Artist/Author:

Title: Medium:
Digital file: [ ] preview-quality, [ ] JPG at 300 dpi, [ ] JPG at 600 dpi, [ ] TIF at 300 dpi, [ ] TIF at 600 dpi, [ ] other
Print: [ ]18x10,[ ] 11x14,[ ]113x 19,[ ] other. Print surface: [ ] glossy, [ ] matte, [ ] fine art (canvas or enhanced matte)

2. Accession # Artist/Author:

Title: Medium:
Digital file: [ ] preview-quality, [ ] JPG at 300 dpi, [ ] JPG at 600 dpi, [ ] TIF at 300 dpi, [ ] TIF at 600 dpi, [ ] other
Print: [ ]18x10,[ ] 11x14,[ ]113x 19,[ ] other. Print surface: [ ] glossy, [ ] matte, [ ] fine art (canvas or enhanced matte)

3. Accession # Artist/Author:

Title: Medium:
Digital file: [ ] preview-quality, [ ] JPG at 300 dpi, [ ] JPG at 600 dpi, [ ] TIF at 300 dpi, [ ] TIF at 600 dpi, [ ] other
Print: [ ]18x10,[ ] I1x14,[ ]113x 19,[ ] other. Print surface: [ ] glossy, [ ] matte, [ ] fine art (canvas or enhanced matte)

List any special requirements for publication or exhibition:

Publication and Use. Please check any/all that apply.
[ ] Personal Use — I do not intend to publish this/these images in any format. I understand that I am bound by copyright

restrictions in the use of these images.

[ ] Non-Profit or Government Use [ ] School or University project
[ ] Commercial Use [ ] Exhibition
[ ] Other: [ ] The print run will exceed 100,000 copies

SUBMIT THE FORM TO: Maryland State Archives, Fax: (410) 974-3895 or Email: msa.helpdesk@maryland.gov
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FEES FOR PUBLICATION-QUALITY
IMAGE ORDER

Digital File Request
Image Type

Per Image
Fee

Preview File at low resolution for reference purposes only |($15/image)

Digital File from original cartographic (map) material, up |($50/image)

to 36”

Digital File from original records or photographs

Sub-Total for Digital File Fees

Print Request

Print Size

87 x 10”

117 x 147

137x 197

Between 19" and 30" on longest edge
Between 30" and 44" on longest edge
Total Image(s) Requested

Rights and Reproductions Fees:

Prints on
Standard
Papers

($35/image)
($35/image)
($35/image)
($85/image)
($110/image)

($30/image)

Prints on
Special
Papers
(canvas or
enhanced
matte)

($50/image)
($50/image)
($50/image)
($110/image)
($160/image)

Quantity |Total Digital

Fees
(Includes
transmission
charges)

$
$

Quantity Total Print

Fees
(Shipping
charges
included)

L R AR A s B =]

(Note: Rights and reproduction fees do not apply to items for personal use only. Location of
image in publication may affect use fees.)

Type Standard

Use
Commercial Use
Non-Profit Use

Sub-Total for Rights and
Reproduction Fees

Subtotal

Front Cover

Use

($75/image) ($150/image)
($25/image) |($50/image)

Print Run
100,000+

($150/image)

($50/image)

RUSH FEES Select one: Order needed within 3 days at 150% of total
or Order needed within 4 to 10 days at 100% of total

Total Fees for Order

SUBMIT THE FORM TO: Maryland State Archives, Fax: (410) 974-3895 or Email

Quantity Total

: msa.helpdesk@maryland.gov
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MARYLAND STATE ARCHIVES
PUBLICATION-QUALITY

IMAGE ORDER
—ee— s . S —

SECTION 2
REPRODUCTION USE INFORMATION

Personal Use [ ] - I do not intend to publish this/these images in any format. I understand that I am bound
by copyright restrictions in the use of these images.

Print Publication Project Type: [ ] Book [ ]Journal/Magazine [ ] Exhibition catalog
[ ] Thesis/Dissertation [ ] Exhibit panel [ ] Other:

Title/Article:

Author:

Publisher:

Distribution: [ ] North America [ ] Europe [ | Worldwide Language(s):

Print Run Publication Date:

Location within Print Publication: [ ]exterior [ ]interior [ ] other:

Moving Images: Project type: [ | Television [ ] Motion Picture [ ] Documentary [ | Video [ ] Other:

Title:

Producer:

Director:

Language(s): Release/Air Date:

Exhibition: Exhibition type: Temporary [ | Permanent [ ]

Exhibit Title:

Institution/Location:

Dates: Type of use (ie. exhibition label, catalogue):

Will this image be used in other formats (catalogue, digital media, and/or promotional materials?
If yes, fill out other applicable sections:

Digital Media: Project type: [ ] Website | ] CD-ROM [ ] DVD][ ]Audio [ ] Other

Title:

Producer/ Web-Master:

Web Address/URL:
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MARYLAND STATE ARCHIVES
PUBLICATION-QUALITY
IMAGE ORDER

SECTION 3
TERMS AND CONDITIONS FOR RIGHTS AND REPRODUCTION PERMISSION REQUESTS

Requests: All requests to reproduce documents, images and photographs from the collections of the Maryland State Archives and the
Maryland Commission on Artistic Property must be submitted on this application. The applicant agrees to abide by all terms, condi-
tions and provisions of this agreement.

Non-profit: The Maryland State Archives and the Commission on Artistic Property are pleased to support the missions of non-profit
organizations by providing fees at a reduced rate. In order to qualify for the non-profit fee schedule, those organizations must be able
to prove legal not-for-profit status by providing proper documentation such as tax-exempt certificates or letters of identification.

Fees: Commercial Rights and Reproduction Use: $75 per image. Non-profit/Educational/Government Use: $25 per image.
Prepayment of all fees, including use fees, is required before permission is granted. If the size of the edition, language rights, medium
or image location exceeds the terms specified in this application, the applicant shall immediately pay the difference in use fees.

Permissions: Permission for reproduction is limited to the applicant for a one-time nontransferable use in a single format. Any subse-
quent use is subject to additional fees.

Courtesy copy: One complimentary copy of any published work, including CD-ROM products, in which the image appears must be
provided to the Maryland State Archives or the Maryland Commission on Artistic Property.

Image manipulation: The Maryland State Archives’ primary interest is to maintain the integrity of the original image. Reproductions in
any media may not be altered, cropped, bled or overprinted, and nothing may be superimposed on a reproduction, unless agreed upon
in advance by the Maryland State Archives and/or the Maryland Commission on Artistic Property.

Credit Line: Credit line should indicate where appropriate Collection of the Maryland State Archives or Collection of the Maryland
Commission on Artistic Property of the Maryland State Archives.

Copyright: In addition to the permission of the Maryland State Archives or the Maryland Commission on Artistic Property, additional
permissions may be required. Those permissions may include, but are not limited to: Copyright: In cases of works by living artists or
and/or subject to the 1976 Copyright Law or the 1991 Visual Artists Rights Act, written permission must be secured by the applicant
from the artist, his/her agent, or the copyright owner and provided to the Archives before a photograph/image of the artwork will be
released.

SIGNATURE REQUIRED FOR PERMISSION TO PUBLISH IN ANY FORMAT

Note: Permission for reproduction is granted only when this application is countersigned by a representative of the Maryland State
Archives or the Maryland Commission on Artistic Property.

[1TAGREE TO THE TERMS AND CONDITIONS FOR RIGHTS AND REPRODUCTION PERMISSION REQUESTS STATE
ABOVE.

Signature Date
ELECTRONIC SIGNATURE
[ ] By typing my name above and checking this box in lieu of my signature, I accept personally the conditions of this contract set

forth above.
Date

e R R e B B W B
FOR OFFICE USE ONLY **** DO NOT WRITE IN THIS SECTION #*#***

When signed by a representative of the Maryland State Archives, this form constitutes permission for reproduction as outlined above.

Requestis[ ] Approved [ ] NotApproved

Signature Date
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