
     

     

 

 

 

 

 

 

 

 

 

 

 
                                                                                                         
                                                                                                                                                                   

                                                                                                                                                                                     

            

                                                                                                                                      
  
         

Duplication/Photographic/Imaging Services Order Form 
 

Date of Order: ________________ Date Order Completed: ________________________ 

Name:_____________________________________________________________________ 

Address:___________________________________________________________________    

___________________________________________________________________________    

___________________________________________________________________________ 

E-Mail: ____________________________________________________________________ 

Telephone: __________________________________ Fax:___________________________ 

For State Use:  Allotment Code__________________  Cost Center___________________ 

Mss. Services Use: 
 

Date 

To Mss:______________ 

 

Date filled:___________ 

 

Pulled by:_____________ 

- - - - - - - - - - - - - - - - - - -  

Date to Lab:___________ 

 

Verso Date:___________ 

 

Initials:_______________ 

TeVA or 

Image 

Number 

Negative 

Number 

Description of Image and  

Collection Name or Title or Map Number 

Print Size Scan 
(Check if yes) 

Total 

cost 

per line 

   

  

  

        

   

  

  

  

 

 

 

      

   

  

  

 

 

  

      

   

  

  

 

 

 

  

      

   

  

 

  

        

SCANNING INSTRUCTIONS:      
 

DPI/PPI ________    JPEG _______    TIFF – PC _______    TIFF - Mac_______    CD _______    E-mail (JPEG only) _______ 
Other Notes: 
  
   
 

 

 

 

UPS / FED EX #:                                                                                                                            RECEIPT #: 

Tennessee State Library and Archives 
403 7th Avenue North, Nashville, TN  37243-0312; Phone:  615-253-6451; Fax:  615-253-6471 

TOTAL (this page) ______________________ 

SUBTOTAL (other pages)________________ 

RUSH  (see fee schedule)_________________ 

CD/s  - $1 ea. _________________________ 

POSTAGE:  ______________________$5.00 

GRAND TOTAL (all pages)________________ 

  (Continued on reverse) 

Paid Pickup   Paid Mail   Will Pay-Mail   Credit Card   Journal Voucher   Other_________ 
 

Please provide:  A description of image(s) including title or name and print or negative number; an accession number if             

you have one; include photocopies when possible.     

Special cropping by request only.  Provide instructions here: 



                           

Specify how each image will be used by assigning the applicable letter(s) to each entry in the boxes provided below.  Are 

these items from an Archival or Map Collection? _____________________________________ 

A.  Publication/ Print media B. Exhibition  C. Film or TV  D.Video        

E.Publication/ Electronic media F. Commercial  G. Book Jacket/Magazine Cover 

H.  Web use (please specify URL of site)_________________________________ 

I. Personal Use (not published) 

   

 1. 

_________________________________________________________________________________________________________________ 

 2. 

_________________________________________________________________________________________________________________ 

  3. 

_________________________________________________________________________________________________________________ 

  4. 

_________________________________________________________________________________________________________________ 

  5. 

_________________________________________________________________________________________________________________ 

 

Publication or media title:_________________________________________________________________________________

  

Publisher:__________________________________________________________Date to be published:___________________ 
 
I am aware of and hereby agree to abide by the conditions on the next page of this form and to use the credit line Courtesy of 
Tennessee State Library and Archives.  I assume full responsibility in regard to copyright.  It is understood that only one-time 
use rights are granted in all cases. 
 

_______________________________________________________________________________________________________ 

Name and Title (please print)  Signature  Date 

 

Tennessee State Library and Archives (TSLA) in no way waives its right to future publication of the image(s) supplied to 

you or the right to grant others permission to use them. TSLA does not grant rights in perpetuity. 

 

CONDITIONS FOR IMAGE USE 
 

1. Images must be properly credited:  Courtesy of Tennessee State Library and Archives. 

 

2 Images may be resized for patron convenience.  Images are not to be digitally manipulated or  

              changed in any way without expressly noting that the “Image has been altered from the original.” 

 

3. Images are to be used only once for the purpose listed on this form.  Any subsequent or different use constitutes a re-use and must be 

applied for in writing subject to applicable fees. 

 

4. Users assume responsibility for questions of copyright and invasion of privacy that may arise in the  

              use of the TSLA image(s). 

 

5. TSLA reserves the right to limit the number of copies; to restrict the use and reproduction of rare or valuable materials; to make spe-

cial price quotations for materials involving unusual difficulty in copying; and to charge a different copying fee than specified. 

 

6. Digital reproduction of TSLA images for Web use will be limited in resolution to 72 d.p.i.  Higher resolution reproductions will be 

provided for publication. 

 

7.        The Tennessee State Library & Archives encourages the researcher to provide this repository with one complimentary copy of the  

              finished work. 


