Charleston County Public Library

Image Reproduction and Use

Images in the Charleston Archive at the Charleston County Public Library (CCPL) may be accessed and
viewed by the public free of charge. Requests for reproductions of and permission to use these images incur
certain fees and are subject to conditions. The material contained below describes the conditions of use and
related fees. An Image Use Request Form, included below, must accompany each request for image
reproduction and permission to use. Each request will be handled as efficiently as staff time permits, and thus
CCPL cannot guarantee a date of response or delivery. For further information on this material, please
contact the Charleston Archive Manager at (843) 805-6968.

I. Conditions for Use

e Rights: CCPL grants the applicant the non-exclusive right to use each image one time. Any
subsequent use of the image constitutes a re-use, and the applicant must submit in advance a request
for permission to use the image(s) for each instance. This permission cannot be transferred to any
other individual or party.

o Internet Use: All policies included herein apply to the use of CCPL images in Internet publications
or displays. Applicants may request permission to use an image for both print and Internet use
simultaneously. Images used in such online presentations will be low-resolution jpeg files.

o Credit: All images from CCPL used for display, publication, or broadcast must be accompanied by a
caption acknowledging its source. The proper citation is “Courtesy of Charleston County Public
Library.”

o Alteration: Alteration of a CCPL image, such as a layover, crop, removal, etc., through digital means
or otherwise, must be approved by CCPL in advance of its publication, display, or broadcast.

e Products: The applicant will furnish CCPL with two gratis copies of the finished product (e.g., book,
magazine, pamphlet, DVD, etc.).

e Original Photography: Some materials in the Charleston Archive are too fragile to be scanned or
photocopied. At the Library’s discretion, such materials can be professionally photographed. All
resulting negatives, transparencies, and/or digital files, and prints thereof, must be surrendered to
CCPL, with the rights to reproduce the same at the CCPL’s discretion. The resulting photographs
may not be sold or transferred to another individual or party. When requested, CCPL will stipulate
that the photographer’s name will be credited along with the CCPL. Before publication of any
photograph not provided by CCPL, a photographic proof of the image must be approved by CCPL.
Remember, permission to photograph materials in CCPL’s possession does not alone constitute
permission to publish.

e Television, Video, Film, Electronic Equipment: CCPL will permit camera crews to film in the
Charleston Archive under certain conditions. A written request for permission to film must be
received at least two weeks before the requested date. Conditions specified for original photography
(see above) apply.
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e Copyright: Users assume all responsibility for compliance with copyright laws and obtaining any
other necessary permissions for reproduction.

e Published Images: CCPL cannot provide high-resolution, print-quality digital reproductions of any
published image (i.e., found in a magazine, book, newspaper, etc.) that is currently protected by the
copyright held by another individual, organization, business, institution, or agency.

I1. Fee Schedule

e Color photocopies on plain paper
0 $0.50 per sheet (8.5” x 117, 8.5” x 14”, or 11” x 17”)

e |Image(s) on disc
o $2perCD
o $4perDVD

e Photo Transparencies and Slides: please call for pricing as this service requires third-party assistance

e Postage: To be determined according to size of order and speed of delivery

Please make checks payable to Charleston County Public Library

Updated November 2008
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Charleston County Public Library: Request to Use Images
Please complete this application and return to:
The Charleston Archive, Charleston County Public Library
68 Calhoun Street, Charleston, SC 29401, (843) 805-6968

Name/Organization

Address

Telephone Fax Email

Please describe the image(s) requested (attach a separate sheet if needed):

1.

Format needed:

[ Reproduction or digital file previously obtained, permission only required
[ 8” x 10” print

J Low-resolution JPEG

] High-resolution TIFF

] Other

Please check one:

[ Applicant will pick up images at CCPL  [] CCPL to mail or email images to applicant (fee may apply)

Please describe how you plan to use these images (including applicable dates):

Please check one: [1 Commercial use ] Not-for-profit use [ Personal use/study

Upon approval of this request and receipt of appropriate fees, the Charleston County Public Library will grant
permission to the applicant to use the above-mentioned image(s) for the stated purposed only. These images may not be
reproduced or licensed for sale, and they may not be used in any subsequent exhibition or publication without obtaining
permission for such re-use. The undersigned expressly agrees to CCPL printed conditions for use and assumes
responsibility for any infringement thereof.

Signature of Applicant Date of Application
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