PHOTOGRAPHIC REPRODUCTION PROCEDURES AND USE FEE SCHEDULE

PERMISSION TO PUBLISH REQUESTS: Permission to photographically reproduce material
from the Congregational Library must be obtained in writing, before the material is photographed. Please
complete the Pictorial Materials Permission to Publish form.

REPRODUCTION/PHOTOCOPY REQUESTS: Reproduction requests should be made in

writing. Please complete a Reproduction Order Form. Patrons should direct all requests or problems with
ordering to Jessica Steytler.

BILLING: The Congregational Library requires that all material be paid for in full, in advance. When
the order is received, the Congregational Library will send an invoice, estimated as accurately as possible.
Please make payment by check or money order, in U.S. funds. A second invoice will be sent if
production, shipping or staff time costs have drastically exceeded the original estimated invoice.

FEE SCHEDULE: We reserve the right to refuse to copy or change fees.

| Reproduction Options || Publication ||Service Fees

Original photographing- $5/per
exposure, $3/per- >20

Non-profit publication use - $25 1-5 items- $15

Commercial use, Domestic

Scan fee- $5/item publication - $100

more than 5 items- $25

Paper copy of negative or Commercial use, International Shipping - will reflect current
slide- $7/item publication - $150 rates for chosen carrier

Paper copy of opaque image - Rush orders (Library's discretion)-
$7/item $10

Electronic copy sent via email-

$3

Electronic copy on CD,

mailed- $5

FEES FOR PERMISSION/PUBLICATION RIGHTS FOR ONE USE ONLY.

The Congregational Library reserves the right to charge an extra service charge for large orders
(i.e., orders over 15 items), orders that require more than one hour of staff time, and orders that
require special handling. Patrons will be informed of this eventuality.

SHIPPING: Please specify if you would like the order sent via email, U.S. mail, UPS or Federal
Express.

CREDITS AND CITATIONS: Please note that all images must be properly cited and credited.
The citation should read: Courtesy of the Congregational Library, Boston, Massachusetts (collection
name, record group/mss. number and item identification number, if available). If the photographer is
identified, the credit line should read: Photograph by: Jane Doe. Courtesy of the Congregational Library,

Boston, Massachusetts (collection name, record group/mss. number and item identification number, if
available).




