
COMMERCIAL USE 
ORDER FORM & USE AGREEMENT 

Type of Commercial Use  
(please select) 
 Public Display or Exhibition
 Advertising/promotion
 Video/TV/Film production
 Publication
 Other: _________________

(see below for examples)

Personal/Research/Nonprofit Use? 
Requesting images for private display, 
research or personal interest, a student 
project, or a nonprofit publication or 
exhibition (Valid w/ Nonprofit Corp. Entity 
ID #)?       

Please use the 
PERSONAL/RESEARCH/NONPROFIT USE  

ORDER FORM & AGREEMENT 

Image # 
(example: 013‐8464) Title or Description 

Digital Copy OR  
Glossy Inkjet Print  
(select one) 

Digital Delivery  
 

Shipping Costs  
(prices are per order) Price 

 JPG 300ppi ($30)
 TIF 300ppi ($30)

 5x7” ($30)
 8x10” ($35)
 11x14” ($45)
 12x18” ($55)

 Digital delivery to your e‐mail 

________________________
Email Address

 Within the U.S. & Canada
($6.00)

 International (contact
Photo Archivist for pricing)

 JPG 300ppi ($30)
 TIF 300ppi ($30)

 5x7” ($30)
 8x10” ($35)
 11x14” ($45)
 12x18” ($55)
 JPG 300ppi ($30)
 TIF 300ppi ($30)

 5x7” ($30)
 8x10” ($35)
 11x14” ($45)
 12x18” ($55)
 JPG 300ppi ($30)
 TIF 300ppi ($30)

 5x7” ($30)
 8x10” ($35)
 11x14” ($45)
 12x18” ($55)

Commercial Use includes: 
o Advertising (print, television, web)
o Books, posters, postcards, or similar

printed item 
o Book/CD/DVD jackets
o Public display/exhibition

Please bring or send forms & payment (cash 
or check made payable to “PPLD” only) to: 
Photo Archivist, Special Collections  
Pikes Peak Library District  
PO Box 1579 
Colorado Springs, CO  80901‐1579 

o Commercial motion pictures/TV broadcasts,
videos/DVDs for resale

o Serial or newspaper publication
o Webpages

TOTAL: $ 

Publication/production/ 
exhibition in which 
image(s) will appear: 
_________________________
_________________________
Projected date: 
_________________________



 
 

SPECIAL COLLECTIONS PHOTO ARCHIVES  
COLLECTIONS USE AGREEMENT 

Printing, photographing or otherwise reproducing Library items or exhibits, or purchasing photographs, means that you agree to comply with the Library’s 
conditions for use.  This form will grant permission for one-time use of the items listed below, for use and number of copies specified only.  Subsequent 
editions or uses require additional written permission.  All reprint requests are subject to processing fees.  Commercial use of photographs is subject to 
additional Commercial Use Fees. 

NOTICE – WARNING CONCERNING COPYRIGHT RESTRICTION 
 
The copyright law of the United States governs the making of photocopies or other reproductions of copyrighted material. 

Photocopies or other reproductions can be furnished under certain conditions, only if they will be used solely for private study, scholarship or research. 
Use of the reproductions for other purposes may make the user liable for copyright infringement. 

The Library reserves the right to refuse a copying order if, in its judgment, fulfillment of the order would involve violations of copyright law. 

Purchase of photographs or otherwise obtaining images of or from the collections constitutes agreement to comply with these 
conditions: 

1. It is the responsibility of the applicant to obtain permission to publish from the copyright owner.  The Pikes Peak Library District 
assumes no responsibility for infraction of copyright laws, invasion of privacy, or any other improper or illegal use that may 
arise from reproduction of any image.  The applicant agrees to hold PPLD and its agents harmless against any and all claims 
arising or resulting from the use of this image and shall indemnify PPLD and its agents for any and all costs and damages 
arising or resulting from any such unauthorized use. 

2. The Pikes Peak Library District reserves the right to limit the number of photographic copies; to restrict the use for 
reproduction of rare or valuable material; to ensure that the use of reproductions is consistent with the mission of the Library; 
to make special quotations on material involving unusual difficulty in copying; and to charge a higher copying fee than 
specified for a small number of special items. 

3. All reproduced photographs must be credited.  See below for credit line formatting. The credit should appear on the same or 
facing page as the illustration or in the “Sources of Illustrations” section. Every item must be credited separately. With 
exhibitions, credit should be shown within the exhibit area. 

4. One complimentary copy of any publication or reproduction using Special Collection materials must be sent to the library within 
three months of the publication date.   

5. Requests for image adjustment (performed by the customer) such as cropping, overprinting, or bleeding the page edge must 
be made in writing and approved in advance.   

6. There is a processing fee for all photograph reprints. Commercial use of images requires an additional fee. 
 
CREDIT LINE FORMATTING 

• General Credit Line:  
Photograph by [insert photographer name, if available, here].  Courtesy of Special Collections, Pikes Peak Library District, [insert image 
number here, such as 001-1555].   
Example: Photograph by Harry L. Standley. Courtesy of Special Collections, Pikes Peak Library District, 102-10384. 
 

• Myron Wood Credit Line: 
Photograph by Myron Wood, © Pikes Peak Library District, [insert image number here—all Wood photographs begin with 002-].   
Example: Photograph by Myron Wood, © Pikes Peak Library District, 002-2983. 
 

• Stewarts Commercial Photographers Credit Line: 
Photograph by Stewarts Commercial Photographers, © Pikes Peak Library District, [insert image number here—all Stewarts photographs 
begin with 013-]. 
Example: Photograph by Stewarts Commercial Photographers, © Pikes Peak Library District, 013-5335. 

 
 

By signing this application, I accept personally and on behalf of any organization I represent the conditions above, including proper credit and payment 
of any fees.  I understand that, once approved by an authorized representative of the Pikes Peak Library District Special Collections, this contract grants 
permission for single, one-time non-exclusive use only and that further use of any kind requires subsequent written permission.  Rights are not 
transferable without written permission. 

Name (please print) _________________________________________________ E-mail___________________________ 

Signature__________________________________________________________ Date____________________________ 

Address ___________________________________________________________________________________________ 

City________________________________________ State______ Zip_________ Telephone_______________________ 


