University of Washington Libraries

Manuscripts, Special Collections, University Archives Division (MSCUA)

Allen Library, Box 352900, Seattle, WA 98195-2900

(206) 543-1929    fax (206) 543-1931    Email: speccoll@u.washington.edu

Guidelines for reproduction and use of MSCUA materials

Special services and fees:

Research:  MSCUA may provide limited research service for out of the area patrons by the staff which includes selection and photocopying of photographic images for those users who do not have in-person access to our collections.  Such work will be done on a case-by-case basis.  The fee for such research is $30 per hour (PRE-PAID) and does not include the cost of photocopying and mailing. Rush research is not offered.

Handling fees: Certain materials cannot be reproduced because of their fragility or physical condition.  In the case of rare materials that may be reproduced, there is an additional handling charge of $50 per hour (with a ½ hr minimum of $25) for reproduction requests.  Courier fee: in the case of architectural drawings, a $25 courier fee will be charged to transport the drawings for reproduction.  The courier fee for maps is $5.

Rush handling fees:  The normal turn around time for reproduction orders is 5 working days (not including mailing time).  Rush handling requests require that jobs be moved ahead of other requests waiting in the work flow. Any request for reproduction that is for less than 5 working days will be subject to rush handling fees both from the photography lab and from MSCUA.  The photo lab will add their rush fees to their lab bill. MSCUA will send a separate invoice for the rush handling fees.

MSCUA photo reproduction rush handling fees:  

1-3 images



4-9 images


10 images

	$25  (3 days)
	$50 (3 days)
	$100 (3 days)

	$50  (24 hours)
	$100 (24 hours)
	24 hours – not available

	$100 (same day)
	Same day – not available 
	Same day – not available


These fees are in addition to the fees billed by photography lab 
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Conditions for use of MSCUA materials

Application for Permission Form: An “Application for Permission Form” must be submitted to obtain permission to use MSCUA materials and the applicant must agree to the rules listed on the form.  Once the form is received, a Letter of Permission will be issued which gives the conditions of use and the required credit line.

Required credit line: The required credit line for use of images from MSCUA collections is: Manuscripts, Special Collections, University Archives [or MSCUA], University of Washington Libraries, [plus the negative number].  The negative number is provided with the image and is a letter + number combination such as UW13452, Hegg 1234, NA1275.  A typical credit line would be Manuscripts, Special Collections, University Archives, University of Washington Libraries, UW13452 or MSCUA, University of Washington Libraries, UW13452.
Use fees: Reproductions of MSCUA materials may be subject to a per-image use fee. (No fees are charged for use by University of Washington departments, for teacher or student classroom/assignment use or for educational use defined as “produced by an educational institution for classroom or instructional use.”)  Promotional use of an image is included with use fees.  Lower fees may be negotiated for use of large numbers of images.  (For overseas patrons an additional $25 per order will be added unless evidence of the international tax treaty is provided.)

Fees are per image used

Printed materials (book, journals, catalog, newspaper, etc.)

	0 -1,000
	none
	

	0 - 2000
	none (if self-published)
	

	1,000 – 10,000
	$25
	Non-profit $25/$10    

	10,000 – 75,000
	$75
	Non-profit $75/$50    

	75,000+
	Standard rate card applies
	Non-profit $100/$75  


Film/TV - Standard 

	Local   
	$25
	Non-profit $25/$10

	National
	$75
	Non-profit $25/$10

	Worldwide  
	$100
	Non-profit $75/$50


Film/TV - Non Standard 

	Non-Standard (cable)
	$75
	Non-profit $25/$10

	Non-Broadcast
	$75
	Non-profit $25/$10

	Home video
	$75
	Non-profit $25/$10


	CD Rom/DVD/Web
	$75
	Non-profit $25/$10

	Multiple Media Distribution
	$300
	Non-profit $100

	Commercial /Advertising  
	$100
	Non-profit $25/$10

	Exhibition/Display
	$75
	Non-profit $25/$10

	Products & other uses
	$75
	Non-profit $25/$10
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