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REQUEST FOR AUTHORIZATION FOR  
REPRODUCTION/LICENSING OF LIBRARY MATERIALS  

 
In order to protect valuable library materials, the Buffalo & Erie County Public Library (B&ECPL) 
permits photographing OR scanning of special materials only for authorized use approved by the 
B&ECPL.  The B&ECPL will determine and notify the party requesting photograph or scan 
(“Requestor”) of the charge that would apply for the requested reproductions.  The Requestor must 
pay the cost for service specified. 
 

The Requestor agrees and warrants that reproductions shall not be used for purposes other than the 
specific purpose stated below, or sold or transferred to any third party, without the prior written 
consent of the B&ECPL.  If the Requestor requests and is approved to make a commercial use of the 
photographs or scanned items, or otherwise derive revenue from their use:  (1) Requestor must 
compensate the B&ECPL in the amount stipulated by the B&ECPL (generally, either a flat payment or 
a percentage of revenues derived by the Requestor), and (2) Requestor shall provide an annual 
accounting of such revenues in a form acceptable to B&ECPL.  Requestor further agrees that, if 
Requestor fails to disclose a commercial use of the library materials, or makes such a commercial use 
without entering into an agreement to compensate the B&ECPL, Requestor shall pay liquidated 
damages to the B&ECPL, in an amount determined by the B&ECPL to be appropriate, and at its own 
expense provide the B&ECPL with an accounting of all revenues derived from said commercial use 
and forfeit to the B&ECPL all of said revenues.  
 

The B&ECPL retains all applicable property rights associated with the reproduced materials and the 
Requestor agrees that the B&ECPL also may reproduce, for its own use, the Requestor’s 
reproduction, without charge and in the B&ECPL’s absolute discretion.  The B&ECPL makes no 
representations or warranties regarding the copyright status of the materials.  It is the sole duty of the 
Requestor to determine copyright status and secure permissions as necessary. The Requestor agrees 
to indemnify and hold harmless the B&ECPL from and against any and all claims, damages, and 
expenses, arising from Requestor's breach of this duty. 
 

If an item is to be published in any format (print, media, digital, Internet, etc.) and/or used for 
display or exhibition by the Requestor, all reproductions of the B&ECPL library materials must 
prominently display the following credit adjacent to the photograph or scanned item: 
 

“REPRODUCTION BY PERMISSION OF THE BUFFALO & ERIE COUNTY PUBLIC LIBRARY, 
BUFFALO, NEW YORK” 
 

The Requestor’s signature on the Request for Authorization for Reproduction/Licensing form below 
acknowledges his or her agreement with these conditions. 
 

Completed Request for Authorization for Reproduction/Licensing forms should be directed to: 
 

Special Collections 
Buffalo & Erie County Public Library 

1 Lafayette Square 
Buffalo, NY 14203-1887 

(716) 858-7118 
Fax: (716) 858-6211
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REQUEST FOR AUTHORIZATION FOR REPRODUCTION/LICENSING 
(Please complete in full to assure prompt and correct handling.) 

Requestor 
 

Name: Title: 

Organization: Address: 

Telephone: Email Address: 

Signature: Date Requested: 

 
Material Requested to Be Reproduced 
 

Title: Page Numbers: 

Intended Use of Images (Subject to B&ECPL Approval): 

Date by Which Images are Needed: 

 
Specifications for Reproduction 
 

Type of Reproduction: 

□ Photograph with Requestor’s Camera □ Photocopy 

□ Digital Scan onto Electronic Media  □ Requestor has image from previous request for 

reproduction and is amending intended use for 
item. 

       □ JPEG  □ TIFF  □ PDF 

       □ Minimum Resolution: __________ dpi 

Delivery: 

□ Requestor will pick up □ Electronic Delivery (email or FTP) □ Mail 

Special Instructions: 

 

Departmental Recommendation (Completed by Special Collections Manager or Authorized Designee) 
 

□ Approval Recommended □ Approval Not Recommended 

Cost for Service: Reason Request Cannot Be Filled: 

Terms (for Commercial Use):       □ Material not available 

      □ Not enough lead time to complete 

      □ Material too fragile for imaging 

      □ Other:  

Signature: Date: 
 

Disposition (Completed by B&ECPL Director or Designee) 
 

□ Approved □ Not Approved 

Signature: Date: 
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