
 Order No.                  . 

  

Ohio Historical Society 
 
Teresa Carstensen 
Duplication Services 
1982 Velma Ave.  
Columbus, OH 43211               

Duplication Order Form 
 

For more information: 
 (images@ohiohistory.org) 

614-297-2530 (phone) or 614-297-2546 (fax) 

 

First Name Last Name  Payment Type 
   � Cash    � Check   � Credit card  � P.O. 
Company  Check/Credit Card/Purchase Order Number 

   
Unit/Department  Name on Credit Card Expiration 

    
Shipping Address  Payment Amount (from page 2) 

   
Address 2  Delivery Method 

  � U.S. mail  � FedEx  � UPS � FTP 
City State Zip  FedEx or UPS Account Number 
     
Phone Fax  Tax Exempt?  Tax Exempt Number 

   � Yes  � No  
Email  Signature/Date (Required) 

   
 

Instructions 
1. Fill out name and address information.  
2. On order Components, Page 1, list the images needed, including their call numbers or image id numbers. 
3. Check one box per image to indicate format and size you wish to order.  If you already have a suitable copy of the 

image and only need permission to use it, check the Use or Re-Use box. 
4. If you are ordering an 8” x 10” or 11” x 14” print, indicate at the bottom of the page whether you prefer a matte or 

glossy finish. 
5. Fill out the permission request form, indicating how you will be using the image.  This is required even for personal 

use.   
6. Calculate the total cost for your order on Order Components, Page 2.  Make sure to fill out all three sections 

(Reproduction Services Needed, Use Fees, and Shipping & Tax). 
7. Complete payment information on the first page. 
8. Return order form (all 4 pages) with payment.  

 
 
Payment Information 

• We accept credit card, checks or money orders. 
• Checks and money orders should be made payable to the Ohio Historical Society. 
• Turn around times for graphic and audiovisual reproduction orders are counted                                    

from the time the completed order, including payment, is received. 

Office Use Only 
 

Received  
Approved  
Use Form  
Fill Date  
Ship date  

 
 

• If faster turnaround is required, please refer to the Rush Fee Schedule at: 
http://www.ohiohistory.org/resource/audiovis/photodup.html  

 
NEW!! Order downloadable images online through OhioPix 

Visit www.ohiohistory.org/ohiopix for more information

mailto:images@ohiohistory.org
http://www.ohiohistory.org/resource/audiovis/photodup.html
http://www.ohiohistory.org/ohiopix


  Order Components, Page 1 
 

 

Instructions 
Provide image name or description and image or call 
number (if known) for each item. Indicate format and 
size, by placing a check in the appropriate column at 
right.  
 
For current fees, consult price list at 
http://www.ohiohistory.org/resource/archlib/fees.html
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Image Name or Description  Image or Call Number                

Delivery Times (does not include 
shipping) 
Online Digital Files ordered directly on 
OhioPix website 

• Immediate 
Prints and Digital Files via order form 

• 15 Working Days 
Slides, Custom Orders & Transparencies 

• 30 Working Days 
Audio, Film & Video Reproductions 

• 30 Working Days 
 

                 
                 
                 
                 
                 
                 
                 
                 
                 

  
 

             
 

 

How Did You Find the Requested 
Items? 
� Ohio Pix    
� Ohio Memory 
� Ohio History Central 
� African American Experience in 

Ohio 
� Ohio Kids   
� Other part of OHS web site 
� Search engines (Google, 

Yahoo!) 
� Timeline 
� Echoes 
� OHS exhibits 
� OHS staff 
� Previous orders 
� Other (please describe) 

      _____________________________ 
 
 
 
 

For 8”x 10” or 11” x 14” prints, please specify: � Matte � Glossy   

http://www.ohiohistory.org/resource/archlib/fees.html


  Order Components, Page 2 
Qty Reproduction Service Needed Price per 

image 
  Total    

 Image Reproduction   
 Downloaded from web or already have a suitable copy No charge  
 High resolution digital file (minimum 400 dpi) $25.00  
 Photographic Print  - 8” x 10” $25.00  
 Photographic Print  - 11” x 14” $35.00  
 Photographic Print  - 16” x 20” $50.00  
 Photographic Print  - 20” x 24” $75.00  
 Audio, Film, & Video Duplication   
 Audio to CD duplication $40.00  
 Film or Video to Video $80.00  
 Film or Video to DVD $80.00  
 Transparency Rental (must be returned to OHS in 90 days)   
 90 days, in stock $35.00  
 90 days, not in stock $65.00  
 Slides (minimum order of 5 slides)   
 35 mm color slide $10.00  
 Custom photography fees (minimum of 1 hour)   
 Retrieve, set up, and monitor $100 per hour  
 Rush fees   
 Rush fee (100% of reproduction fees) Add 100%   
    
 Subtotal for Reproduction Services  
    
Qty Use Fees (Select a pricing category and multiply by the total number of 

images) 
Price per 
image 

Total 

    
 Personal or research use No charge  
 Non-Profit Use Fees   
 University owned press or peer reviewed journal $25.00  
 Small print run (1,000 copies or less) $25.00  
 Exhibition $25.00  
 Non-profit, per each media (print, ebook, website, CD-Rom, broadcast, etc.) $50.00  
 Multi-media (3 or more media uses) $125.00  
 Commercial Use Fees   
 Small print run (1,000 copies or less) $25.00  
 Commercial, per each media (print, ebook, website, CD-Rom, broadcast, etc.) $100.00  
 Multi-media (3 or more media uses) $250.00  
    
 Subtotal for Use Fees  
    
 Shipping& Tax Price per order Total 
    
 FTP setup to download digital files $5.00  
 CD-Rom and shipping of digital files $10.00  
 U.S. Postal Service (First Class Mail) for print or audio/video orders $5.00  
 Federal Express (customer to provide FedEx account number to charge) N/A  
 Tax (Ohio residents) Add 6.75%  
    
 Subtotal for Shipping and Tax  
    

Order Total                 



 
 
 
Warning concerning copyright restriction: The copyright law of the U. S. (Title 17, United 
States Code) governs the making of photocopies or other reproductions of copyrighted 
material.  Under certain conditions specified in the law, libraries and archives are authorized to 
a photocopy or reproduction.  One of the 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 make a request for, or later uses, a photocopy or 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. 
 
Conditions of Reproduction 
 
1. The right to reproduce materials held in the collections of the Ohio Historical Society is 

granted on a one-time basis only.  Any further reproduction of this material is prohibited 
without the express written permission of the Ohio Historical Society.  

 
2. The Ohio Historical Society does not sell duplications, but rather performs the service of 

reproduction for which a fee is charged. 
 
3. Materials are reproduced for research use only and may not be used for either 

publication, exhibition, or any other public purpose without the express written 
permission of the Ohio Historical Society. 

 
4. Any publication, exhibition, or other public use of material reproduced from the 

collections of the Society must credit the Ohio Historical Society. 
 
5. In requesting permission to reproduce materials from the collections of the Ohio 

Historical Society as described, the requestor agrees to hold harmless the Ohio Historical 
Society and its Trustees, Officers, and agents either jointly or severally from any action 
involving infringement of the rights of any person or their heirs and descendants in 
common law or under statutory copyright. 

 
6. Permission to reproduce materials in which reproduction rights are reserved must be 

granted by signed written permission of the persons holding those rights. 
 
7. Consideration of the requirements of copyrights is the responsibility of the author, 

producer, and publisher.  Applicants assume all responsibility for questions of copyright 
and invasion of privacy that may arise in copying and using the materials. 

 
8. Permission may be granted to reproduce portions of the collections of the Ohio Historical 

Society.  The reproduction in their entirety of any of the collections of the Ohio Historical 
Society is prohibited. 

 
9. When photographs are taken of artifacts owned by the Ohio Historical Society, the Ohio 

Historical Society retains rights to those images.  The images may be used for research, 
but any publication or public display is subject to the above conditions of reproduction.  
A new use agreement and appropriate fees must be submitted for each use. 

 

 

Publication/Exhibition/Presentation Application 
 
If you wish to obtain permission for one-time use, complete the information below and add the 
appropriate fees to the order on the other side of this form. 
 
The Ohio Historical Society would appreciate receiving a copy or tearsheet of any 
publication/presentation containing material from the Society’s collections 
 
Statement of intended use: 
 
__________________________________________________________________ 
 
__________________________________________________________________ 
 
Title of publication(s), audio-visual presentation, exhibit, etc. where reproductions will appear: 
________________________________________________________ 
 
Author, editor, or producer: ___________________________________________ 
 
Publisher, production company: ________________________________________ 
 
Anticipated date of publication, release, or exhibit: _________________________ 
 
In accordance with the reproduction conditions set forth, I apply for permission to publish the 
described materials. 
 
Signature___________________________________  Date __________________ 
 
Title ______________________________________________________________ 
 
 
 
Ohio Historical Society authorization: 
 
Signature___________________________________  Date __________________ 

Research, Book Preparation, or Personal Use Only 
 
In accordance with the reproduction conditions set forth, I apply for permission to use for 
research the described materials. 
 
Signature___________________________________  Date __________________ 
 
Title ______________________________________________________________ 
 

Photoduplication Agreement 
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