KELLEYS ISLAND HISTORICAL ASSOCIATION
P. O. Box 328, Kelleys Island OH 43438-0328
419-746-2399		www.KelleysIslandHistorical.org	KImuseum@msn.com

REPRODUCTION POLICY AND FEES
The Kelleys Island Historical Association does not sell copies, but rather performs the service of reproduction, for which a small fee is paid.

IT IS OUR POLICY: That patrons are NOT permitted to use their camera to photograph collection material. Exceptions may be made. These exceptions MUST have prior approval and the appropriate form completed listing each item they shoot and how that item will be used. Original materials will not be allowed to leave the Museum. 
Please read and understand the Copyright Law summary under Legal Notice below.

WE RESERVE THE RIGHT: KIHA will attempt to fill all reasonable requests for reproduction of materials from its collection, but reserves the right to deny any request in whole or part. KIHA also reserves the right to determine the method of reproduction and the conditions under which such reproductions may be used. Permission for publication or public display of materials from the KIHA collections is granted on a one-time basis. Written permission is required for each use.

LEGAL NOTICE: In requesting permission to reproduce materials, the requestor agrees to hold harmless the Kelleys Island Historical Association and its trustees, officers and agents, either jointly or severally, from any action involving infringement of the rights of all persons or their heirs and descendants in common law or statutory copyright. 
The copyright law of the United States (Title 17, U. S. Code) governs the making of photocopies or other reproductions of copyrighted material. Under certain conditions specified in the law, the Kelleys Island Historical Assoc. is authorized to make a single photocopy or other reproduction. This does not grant the user permission to make additional copies or use the material in a manner not identified in the request. If a user makes a request for, and later uses, a reproduction for purposes in excess of ‘fair use’ (covered in Title 17, United States Code), that user may be liable for copyright infringement.

FEES FOR RESEARCH AND REPRODUCTION: 
Please plan your requests timely as the Board may have to consider your request and only meets during the summer months of June-August. Please note that this is an all-volunteer organization. This means that timeframes and expertise may not be available in a timely manner, particularly during the winter.

CREDIT - All images used, published or placed on public display must credit the Kelleys Island Historical Association, Kelleys Island, Ohio.

PHOTOCOPIES - Photocopies that are suitable for research purpose and/or preview of images, but not suitable for reproduction …………………………………………………………..  		$   .25 per copy 
We do not have the capability of providing color copies of photographs or copies larger than 8.5 x 14 (legal size), however portions of oversized pages can be copied and will bear the cost per page regardless of size.

ELECTRONIC COPIES
Fulfill by U. S. MAIL - Items are scanned and saved to a CD and MAILED to the requestor 
Photocopied pages …………………………………………………………………………   		$   .25 each page
Photographs (high quality)…………………………………………………………………              $10.00 each page
							Shipping & handling       $5.00  
or fulfill by EMAIL
Photocopied pages …………………………………………………………………. 		$   .25 each page
Photographs (high quality) …………………………………………………………………             $10.00 each page

PUBLICATION FEE - A publication fee may be charged if the patron intends to publish the image. The fee will be determined at the time of the request, based on the number of items requested and the intended use. KIHA does, however, require the patron donate a copy of the final publication for inclusion in our library.	 ………………………………………………………………………………………	to be determined

REPRODUCTION REQUEST FORM

 (
For KIHA use
Order 
received:
 ______
Board approval ______
Fulfilled
   ______
)YOUR NAME	__________________________________

COMPANY	__________________________________

ADDRESS	__________________________________

____________________________________________

TELEPHONE	__________________________________

FAX NO. (if you want items fax’d to you) __________________________________

EMAIL ______________________________________

I have read, understood and will abide by all restrictions of the use contained in the Kelleys Island Historical Association Reproduction Policy statement. I request reproduction of the following items, which I will be using for:

____Genealogy	____ Personal	____ Research 
____ Exhibition (describe) ______________________________________________
____ Broadcast (describe) _______________________________________________
____Publication (describe) ______________________________________________  
Please send via: ______ CD sent - US mail  ______ E-mail      ____ Fax (poor quality)

Date ____________________  Signature __________________________________
__________________________________________________________________
Item description									Location__
Example-Photo of Beatty family							2013.7.102
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________

	Total number of photocopied items/pages     ______ @ 25¢ each=	$_________
	Total number of photographs    ______ @ $10.00 each=  			$_________
	Sent via email as an attachment or fax					no charge
	Mailed to you on a CD			add $5.00				$_________
	Publication Fee (to be determined by KIHA Board)				$_________
					ORDER TOTAL				$_________

Make check payable to KIHA and send to KIHA, P O Box 328, Kelleys Island OH 43438
Revised October 2014
