connecticut museum

of culture and history

COLLECTIONS IMAGE ORDER FORM

To submit your request, fill out this form and email it to TCaswell@connecticutmuseum.org

Name: Address:

Name of organization/company, if applicable:

City: State: Zip/postal code:

Email: Phone:

Object number, manuscript number, or library call number:
Title/description:
Page number(s), box/folder number(s), if applicable:
JPEG/PDF or TIFF:

Object number, manuscript number, or library call number:
Title/description:
Page number(s), box/folder number(s), if applicable:
JPEG/PDF or TIFF:

Object number, manuscript number, or library call number:
Title/description:
Page number(s), box/folder number(s), if applicable:
JPEG/PDF or TIFF:

Object number, manuscript number, or library call number:
Title/description:
Page number(s), box/folder number(s), if applicable:
JPEG/PDF or TIFF:

e Do not send payment with the form. You will receive a quote once the form has been received.
Online payment is preferred, but checks made out to “Connecticut Museum of Culture and History”
are acceptable.

e Files will be delivered electronically. Connecticut Museum of Culture and History does not produce
physical prints or other reproductions, and does not mail digital images on CDs, USB drives, or other
external device.

e Your order may take up to 15 business days to complete once payment is received. Rush service
may be available — confirm with staff before requesting. There is a 100% surcharge for rush service.

e Inthe case of volumes with tight bindings or text running into the gutter, some information may not
be legible in the files delivered.

Questions? Contact TCaswell@connecticutmuseum.org or 860-236-5621 x221

One Elizabeth Street
Hartford, CT 06105

(860) 236-5621
connecticutmuseum.org
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REQUEST FOR PERMISSION TO PUBLISH

Applicant name:

Name of organization/company, if applicable:

Address:

Telephone: Email:

Image information:

1. Object number:

Page number(s), box/folder number(s), if applicable:

Title:

2. Object number:

Page number(s), box/folder number(s), if applicable:

Title:

3. Object number:

Page number(s), box/folder number(s), if applicable:

Title:

4. Object number:

Page number(s), box/folder number(s), if applicable:

Title:

5. Object number:

Page number(s), box/folder number(s), if applicable:
Title:

Image use (please check all that apply):

[J Exhibition [J Other public display [J Book/exhibition catalog [J Scholarly journal
[1 Magazine or newspaper ] Website [ Public television ~ [J Commercial television
[J Streaming [J Home video/DVD [ Social media

O Other (specify):

In the following:

Title of project:

Author/Producer/Designer:

Title of periodical/newspaper, if applicable:

URL, if applicable:

Expected date(s) of publication/exhibition/display/release:

One Elizabeth Street
Hartford, CT 06105

(860) 236-5621
connecticutmuseum.org
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9.

Conditions of Use:

All requests for permission to reproduce and/or use an image in any form except when
used solely in social media must be made in writing and include the intended use, the
publisher, and the date of publication.

The Connecticut Museum of Culture and History (CMCH) retains all rights to images
duplicated from or made of the CMCH collection.

If copyright is still in effect and the copyright is not held by CMCH, the requestor must seek
permission from the creator of the original work or from the copyright holder. CMCH will
provide the creator’s name, if known. Applicants assume all responsibility for questions of
copyright and invasion of privacy that may arise in copying and using the materials.
Publication/display is permitted only from images directly supplied by the [CMCH]. Images
produced by the user are for research purposes only and are not for publication without
express written permission of CMCH.

Each image must be reproduced in its entirety and without any alteration, including
cropping, bleeding off the page, overlapping, overprinting, or change in color, unless
otherwise approved in advance by CMCH. Any altered or detailed image must be labeled
as “altered” or “detail.”

The credit line must appear in the caption or list of credits for each reproduction.

Rights to reproduce/display are non-exclusive and are granted for the one-time use or uses
as detailed on the application form. Any further revisions, editions, formats, or uses require
a new application to be submitted and a fee to be paid, if applicable.

Permission is valid only for the individual, company, or institution to whom it is specifically
issued and may not be transferred, assigned, sold, or otherwise disposed of without
written permission of CMCH.

Permission is not granted until all fees, including image fees, are paid.

10. Distribution rights are one-time only and non-exclusive.

CREDIT LINE MUST READ: Connecticut Museum of Culture and History

For full citations, please consult your style guide.

The applicant agrees that this permission is subject to the conditions listed on this form. Please
complete, sign, and return to CMCH. A countersigned copy will be returned to you when
permission is granted.

Signature of applicant: Date:

Signed for CMCH:__ Date:

One Elizabeth Street
Hartford, CT 06105

(860) 236-5621
connecticutmuseum.org
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