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Date: _______________________________________________ 
 
Name of Requesting Party: ___________________________________________________________________________________ 
 
Address: _________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
 
Phone:  ___________________________________________  E-mail :  _______________________________________________ 
 
Please check appropriate items: 
 

□  Digital file(s) provided by the Louisiana Division/City Archives  (Burn to CD/DVD □;  FTP □ ) 

□ Outside photographer or scanner used (provide name & address below) 

  
________________________________________________________________________________________________________ 
 
________________________________________________________________________________________________________ 
 
 

USE TO BE MADE OF MATERIAL REPRODUCED (check the statement that applies): 
 

□ These reproductions are for personal use only or for use in research, teaching, or private study.  I agree to take responsibility for 

any unauthorized copy or public display of the reproduction. 

□ These reproductions are for publication, broadcast and/or public display.  I have read and agree to comply with the TERMS OF 

USE stated below.  Further, I am aware of my responsibility in the case of copyright infringement. 
 
 

DESCRIBE THE SPECIFIC USE TO BE MADE OF THE REPRODUCTION(S): 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
 

TERMS OF USE 
 
Permission to reproduce items from Louisiana Division/City Archives special collections is granted for personal use or for 
use in research, teaching, and/or private study. 
 
Permission to reproduce items for ANY OTHER USE is subject to the following conditions: 
 

1.  Permission to publish, broadcast, or display is granted only insofar as the rights of the Louisiana Division/City Archives 
are concerned.   In many cases the Louisiana Division/City Archives claims only physical ownership of material in its 
collections and does not own copyright or other intellectual property rights to this material.  In such cases, all responsibility 
for possible copyright infringement arising from use of reproductions of this material will be assumed by the requesting 
party.  

 
2.  Permission to reproduce materials is granted for one-time use only.  Any re-use of the materials without permission of 
the Louisiana Division/City Archives is forbidden.  This permission is not transferable to any other party.   
  
3.  Negatives or digital files supplied by the Louisiana Division/City Archives or produced by the requestor or the 
requestor’s designee may not be transferred to any party for any use not stated in this agreement.   



 
4.  Any negatives made in the process of reproduction will be returned to the Louisiana Division/City Archives immediately 
upon completion of the reproduction process.  A copy of any digital file produced by an outside party (in-house or off-site) 
will be supplied to the Louisiana Division/City Archives. 

 
5.  Reproduction (whether digital or otherwise) may be done only by an individual, a photographer or reproduction 
company approved in advance by the Louisiana Division/City Archives, whether material is reproduced off-site or in-
house.  
 
6.  Alterations to the original image are not allowed in the publication of the Louisiana Division/City Archives materials 
without permission. 
 
7.  All published, broadcast or displayed reproductions of Louisiana Division/City Archives material must be properly 
credited as follows:   Louisiana Division/City Archives, New Orleans Public Library. 

 
8.  A copy of any publication, documentary, CD/DVD, etc. containing reproductions of Louisiana Division/City Archives 
materials will be sent without charge to the Louisiana Division/City Archives.   
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Signature of requesting party             Date 
 
 
_______________________________________________________________________       _____________________________ 
Approved by               Date 
 
 

DESCRIPTION OF MATERIALS TO BE REPRODUCED 
 

(To be filled in by the Louisiana Division/City Archives.  Off-site users, please attach copies of the items requested, printed 
from our website, or supply the URL for each image, as the URL appears on the website.) 
 
COLLECTION:           IMAGE NAME/DESCRIPTION 
 
_________________________________________________     _____________________________________________________ 
 
_________________________________________________     _____________________________________________________ 
 
_________________________________________________     _____________________________________________________ 
 
_________________________________________________     _____________________________________________________ 
 
_________________________________________________     _____________________________________________________ 
 
_________________________________________________     _____________________________________________________ 
 
_________________________________________________     _____________________________________________________ 
 
_________________________________________________     _____________________________________________________ 
 
_________________________________________________     _____________________________________________________ 
 
_________________________________________________     _____________________________________________________ 
 
_________________________________________________     _____________________________________________________ 
 
_________________________________________________     _____________________________________________________ 
 
_________________________________________________     _____________________________________________________ 
 
_________________________________________________     _____________________________________________________ 
 
 
FEES: 
 
______ scan(s) @ $2.00 each  . . . . . . . . .   $___________ (i.e., material already available in high resolution) 
 
______ scan(s) @ $5.00 each  . . . . . . . . .   $___________ (i.e., material that  has not yet been scanned or must be  
        rescanned) 
Total amount due . . . . . . . . . . . . . . . . . . . . $___________ 
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