DRAFT

Steilacoom Historical Museum Association
Policy on Purchase and Use of Museum Historical Photos

The Steilacoom Historical Museum Association (SHMA) maintains an archive of more than 5000 historical photos in hard copy/negatives, as computer files in the Museum Resource Room, and on the internet (www.steilacoomhistoricalphotos.com).  Hard copy and negatives are accessible only by SHMA staff except in special cases preapproved by the Photo Archivist.   The computer copies may be viewed by contacting SHMA staff.
Availability

The historical photos are available to SHMA
members, historical researchers, and the general public including academia and other special interest groups.  The photos can be purchased as digital files or hard copy.  In either case, the purchaser will need to sign a Limited Use Copyright Release which specifies the manner in which the copyrighted photos may be used (copy of example Release at Page 3).  Some photos are copyrighted by a party other that the Museum.  The requester is responsible for obtaining permission from that third party before the Museum can release the photo. 
The Request

After viewing photos of interest on-line or at the Museum, users may submit a request (a copy of the request to be submitted by the person ordering Museum historical photos is at Page 4).  The request may be submitted to the Museum staff in hard copy or by e-mail.  The request at Page 4 need not be used per se, but all the pertinent information on it must be submitted.

Photo Quality Review

Upon receipt of a request, the photo archivist will determine whether or not the photo is of sufficient quality/resolution  to provide a product desired by the requester.   If the photo is not of sufficient quality to produce a suitable photo, the requester will be contacted before any such photos are printed.
Fee Schedule

Digital
 File - $5


Prints




B&W or Sepia

         Color


4 x 6 





$5

   
$6


5 x 7





$7


$8

8 x 10





$15


$17
13 x 19 




$20


$23

16 x 20 (matte paper only)


$25


$25


20 x 30 (matte paper only)


$30


$30


Because the Museum does not have a printer capable of processing photos larger than 13 x 19, the requester is advised to purchase the digital file and have it printed at a third party photo print shop for these larger sizes,.


Shipping/Handling (if applicable):  actual cost of first class postage.

Member Discount:
$2 or 10%, whichever is greater

Copyright Release

(NOTE:  The copyright release can be modified as negotiated by the photo recipient and the Museum Photo Archive Staffl.  An example is shown below.  Final copyright releases are produced by the photo archive staff. )

Limited Use Copyright Release for SHMA Photos

By signing below, the recipient of photographs copyrighted by the Steilacoom Historical Museum Association agrees to the terms and conditions below concerning the use of such photographs.

1. SHMA photos, whether received as printed copies or digital files, may be reproduced/printed for use within the confines of the recipient’s home (if the recipient is not an organization) or place of business for display and for other purposes as designated below.  They may not be sold or transferred for use as photographs or digital files per se.
2. SHMA photos may be used as part of another medium which might be sold or used for advertising, promotion, and other purposes.  Examples are small inserts on a calendar, note cards used to promote the buyer’s business, placards (posters or signs for public display, either fixed to a wall or carried during a demonstration), projected presentations (such as a PowerPoint presentation).  When reproduced/printed for such purposes, the following credit will be included, legibly, but unobtrusively:
© Steilacoom Historical Museum Association
3. This limited copyright release is non-transferable.

4. The recipient agrees to defend, indemnify, and hold SHMA harmless as to any actual or alleged copyright infringement or related claims.
I have read and agree to the above listed stipulations concerning the use of photographs and/or digital files thereof provided by the Steilacoom Historical Museum Association.

Signature of Photo Recipient

 Date
Request to Purchase and Use

Steilacoom Historical Museum Historical Photos
Name of Requester:  ​​​​​​​​​​​​​​​​​





Date:
Mailing Address (for photos delivered by mail):

e-Mail Address (for photos delivered as digital files):

Home Telephone No:

Cellular Telephone No:

Photos Requested (e.g., People001, Houses010, Railroads020):

Size of each print requested (e.g., People001 – 5x7, others 8x10)
Quantity of each print requested (e.g., People001 – 10, others – 1)
Photo Paper Requested (i.e., glossy or matte):

Method of Delivery/Pickup (e.g., first class mail, e-mail, in person at Museum, other):

Intended Use of Photos (e.g., private display at home, composing greeting cards to be used only by the requester, composing postcards for re-sale), PowerPoint presentation.) 
Requester’s Estimate of Cost, including member discount:
1

