
 
 
 
 
 
 
 
             (             ) 
_______________________________________________________         ________________________________     ________________________________ 
Purchaser’s Name (please print)                                                             Telephone Number                                       Email  
 
_______________________________________________________         ________________________________     ___________   ____________________ 
Street Address                                                                                                           City                                                                  State     Zip Code 
 
The purchaser (1) agrees not to reproduce, publish, exhibit, alter, or sell any of the images obtained through this order without the written permission 
of the Library Director (permission may be requested using the separate “ Photo/Image Use Request Form”) ; and (2) has read and will comply with the 
MRSPL use guidelines and copyright warning on the back of this form.  
 
X______________________________________________________ 
Purchaser’s Signature                                                      Date 
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Mary Riley Styles Public Library 
Local History Collection 
120 Virginia Avenue 
Falls Church, VA 22046 
Phone: 703-248-5140 
Email: history@fallschurchva.gov 
Web: www.fallschurchva.gov/library 

Photo and Document Reproduction 
Order Form (Adopted 8/18/10) 

STAFF USE ONLY: 
Delivery Type (circle one):  EMAIL | MAIL | FAX | PATRON PICK UP 
Payment Received (date/initials):___________________________________ 
Order Taken (date/staff):________  Order Filled (date/initials)____________ 



 
Summary of Fees 

 

Processing Fees                                                          

Digital Copy of Photograph/Image $10 (300 ppi JPG) 
 

Print (in house) of Photograph/Image $12 (300 ppi JPG) 
 

Professional Reproduction  of 
Photograph/Image 

$10  
+ cost of professional reproduction  
(prices set by outsourced print 
shop) 

Digital Copy of Document  $10/page  
(72 ppi PDF unless otherwise 
specified) 

Photocopy (b/w only) $0.15/page 

Miscellaneous Fees (if applicable) 

CD $5 

Thumb Drive $8 

Postage & Handling $5 

Fax $5 
 

Use Guidelines 
 

All reproductions from the MRSPL Local History Collection are by 
default for personal, one-time  “fair use” in accordance with 
United States copyright law (Title 17, U.S. Code). Generally, this 
permits libraries and archives to “furnish photocopies or other 
reproductions of copyrighted works” for the purpose of  “private 
study, scholarship, or research.”  
 
Reproductions from the MRSPL Local History Collection for any 
purpose other than personal “fair use” – such as publication (in 
any medium, including online posting), commercial display, or 
advertisement -- must be approved in writing by the Library 
Director and must be attributed to “Mary Riley Styles Public 
Library, Local History Collection, Falls Church, VA.” (Please use 
separate “Photo/Image Use Request Form.”) 
 
Because the copyright of many materials in the Local History 
Collection is not held by the library itself, the individual 
requesting any reproduction is solely responsible for ensuring 
that permission for use has been properly obtained. Additionally, 
MRSPL reserves the right to refuse or limit reproduction of any 
item (1) as required by donor agreement, law, or (2) if 
reproduction could result in physical damage to the material.  
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