SURRATT HOUSE MUSEUM
James O. Hall Research Center
9118 Brandywine Road, Clinton, Maryland 20735
Telephone: 301-868-6185
Email: pgp-johrc@pgparks.com

Request for Reproduction Form


The James O. Hall Research Center (JOHRC) at the Surratt House Museum may make digital copies of items from its collection available to researchers, organizations, and others for a variety of uses. Anyone wishing to use reproductions of collections materials must first submit a written request and receive approval.  This process gives the JOHRC the opportunity to verify copyrights, credits, and fees.  All digital images will be delivered via email or WeTransfer (no subscription required for access), depending on file(s) size.  All digital files are scanned at 300 dpi as pdf or tiff format, as requested. Fees are outlined below, and the requestor will be invoiced for the required fees once the request has been approved.  Please allow 30 days from receipt of payment for delivery of requested files.  You must submit separate requests for different projects.
Digitization Fees*
· Un-digitized issue of the Courier- $5
· Previously digitized issue of the Courier- $1
· Each page of a document- $1
· Un-digitized image- $15
· Previously digitized image- $5
· Audio or video- variable
Reproduction Fees*
· General photocopy on office paper- $0.25
Usage Fees*
· Personal or research use only (research project, lecture, home display, etc)- no fee
· One-time print publication (book, exhibit and/or catalog, magazine, etc)- $50
· One-time media use (motion picture, television program, radio)- $100
· One-time electronic media use (posted online in any capacity)- $100
· Commercial product, non-affiliate advertising, and other commercial uses- permission and fees to be determined at the discretion of the Surratt House Museum and/or M-NCPPC.
Requestor Name:	____________________________________________________________
Email Address:	____________________________________________________________
Phone Number:	 ___________________________________________________________
Mailing Address:	____________________________________________________________
______________________________________________________________________________
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Institutional Affiliation (if any):  ___________________________________________________
Description of Project (include supporting documentation if needed): 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
List of materials requested (Publication info- title and date, Collection name and folder title if known, image subject and date, etc)
1. ________________________________________________________________________
2. ________________________________________________________________________
3. ________________________________________________________________________
4. ________________________________________________________________________
5. ________________________________________________________________________
6. ________________________________________________________________________
7. ________________________________________________________________________
8. ________________________________________________________________________
9. ________________________________________________________________________
10. ________________________________________________________________________
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Credit and Copyright Restrictions:
Permission is granted for one-time, non-exclusive use only for the project described above. Requestor may not crop, alter, superimpose, or otherwise change the digital image in any manner without obtaining the prior written permission of the Surratt House Museum.  In such a case, the Surratt House Museum will typically require review of any proofs prior to printing.  The Surratt House Museum may also require a complimentary copy of the project when available.  Requestor will acknowledge the donor and/or creator of the image/ document/ object via credit line.  Credit shall also be given to the James O. Hall Research Center at the Surratt House Museum as the source. The Surratt House Museum may not be the sole copyright holder of all images provided.  Requestor is responsible for identifying other potential copyright holders and obtaining any additional rights necessary.  The Surratt House Museum makes no guarantee and assumes no responsibility for any claims against the requestor in connection with the reproduction of materials from the Surratt House Museum collection.

Requestor Signature:	_________________________________________	Date: _____________
Approved By:	_______________________________________________	Date: _____________
Payment receipt date: __________________ Request fulfilled by/ Date: _________________________
*In general, there are no fees for requests from our volunteers, other M-NCPPC sites, the Smithsonian, or Smithsonian affiliates.[image: ]
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