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PHOTO ORDER FORM 
 

Please note: The Denver Public Library does not sell photographs owned by the Colorado Historical Society or the Denver Art 
Museum. These items are identified by call numbers beginning with �CHS� or �DAM.� You must contact these museums directly 
if you are interested in purchasing copies of their images. 
 
In consideration of our supplying you with the images listed below, you agree: 

• To accept responsibility regarding questions of copyright or invasion of privacy that may arise in the use of this material. 
• To use the photographs only once, and only for the purpose stated in this agreement. 
• Not to authorize others to use the items for any reason. 
• Not to modify or alter these images in any way. 
• To credit each reproduction using the following citation:  

       Denver Public Library, Western History Collection, Creator (if known), Call Number 
 

I have read and agree to abide by the conditions described above :______________________________ Date: ________________ 
 

 

Notice Concerning Copyright Restrictions 
The copyright law of the United States (Title 17, United States Code) governs the making of photocopies and other 
reproductions of copyrighted material. Under certain conditions specified in the law, libraries and archives are authorized to 
furnish reproductions. One of these specified conditions is that the photocopy or reproduction is not to be used �for any purpose 
other than private study, scholarship or research.� If a user makes a request for, or later uses, a reproduction for purposes in 
excess of  �fair use,� that user may be liable for copyright infringement. This institution reserves the right to refuse to accept a 
copying order if, in its judgment, fulfillment of the order would involve violation of copyright law. 

 

Step 1: Processing Fees 
 

Photograph Title or 
Description 

 

 
Call Number 

 

 
Qty. 

 

 
Size 

 

 
Finish 

(Glossy/Matte) 

 
Price 
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3.      

4.      

5.      

6.      

7.      

8.      

9.      

10.      

 
  Statement of Intended Use:  _______________________________ 
_______________________________________________________     
 

Special Instructions: ______________________________________ 
                                                                                                                                                                                                       
 

Step 1   Total Processing Fees  ______ 
Step 2    Commercial Use Fee   ______ 
Step 3    Setup Fee              ______ 
Step 4    Shipping Fee    ______ 
Step 5    Research Fee       ______ 
Step 6    Rush Fee          ______ 
Step 7    CD Rom Fee    ______ 
Step 8    Sales Tax    ______ 
 
              TOTAL DUE   ______ 
 
Checks should be made out to the  
Denver Public Library/WHG

Date: ____________ 
Name:    ____________________________________ 
Agency: _____________________ Non-profit □ 

Non-profit documentation on file □ 
Address: _____________________________________________ 
               _____________________________________________ 
Telephone: _______________________ 
E-Mail: __________________________ 
Visa        MasterCard           
Card Number ________________________  Expiration: ______ 
Name of Cardholder: ____________________________ 

P.O. # ______________ 
Fed Ex Number _____________________ 
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