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RESEARCH / DIGITAL REPRODUCTION  

ORDER FORM AND USE AGREEMENT 
 
 

Please read, supply the requested information, and return Pages 1-6 of this form to:  

Collections Department, National Building Museum, 401 F Street, NW, Washington, DC 20001  

or research@nbm.org 

 
Name: 

Institution or Company: 

Address:  

City:      State:   Zip: 

Phone:      Email: 

 
Purpose of Use (check all that apply):    Type of User (check one): 

A. (   )  Personal or educational purposes  A. (   )   Commercial Business 
B. (   )  Print Publication    B. (   )   Non-Profit, Museum or 
C.  (   )  Television, DVD or Feature Film      Government Institution 
D.  (   )  Exhibitions     C. (   )   Student, Researcher,   
E.   (   )  Internet/WWW      Educator or Individual  
F.  (   )  Advertising    D. (   )   Other: 
G.  (   )  Retail Product      ___________________ 

 
For Purposes B-G, please complete the following: 
  
Proposed Title: 

Publisher/Producer: 

Publisher/Producer’s Address: 

Tentative Publishing/Release Date/Opening: 

Describe how the image(s) will be used: 

URL: 

 
 

PLEASE NOTE: 

• Duplication of images is determined on a case by case basis. If a document or photograph is too 
fragile to be handled or scanned the Museum will not be able to generate a digital copy of it.  

• The National Building Museum must confer with the original donor before we can release some 
images from the Northwestern Terra Cotta collection. Submission of this form is not a guarantee that 
images will be released. 

• For research visits to the Museum’s permanent collection the Processing Fee structure detailed on 
page 3 of this document will be applied. Fee will be waived for student researchers presenting a valid 
student ID. 
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TURN-AROUND: 

• Turn-around time for a research request of up to 20 images is two to three weeks from the receipt of 
the completed and signed form.  Information on orders over 20 images is available upon request. 

• Research visits must be scheduled in advance and are subject to the Museum’s operating hours as 
well as the schedules and availability of Collections Department staff. Research visits cannot be 
accommodated on weekends or federal holidays.   

 
INVOICES AND FEES: 

• The National Building Museum charges individual, non-profit, and commercial users fees in order to 
support the maintenance of the collections. Use fees will be determined from the information on the 
permission form. 

• Invoices are sent out either with the material requested or mailed within one week of delivery images 
sent digitally. Invoices for a research visit will be sent out after the visit has occurred. Payment is due 
within 30 days of receipt of invoice. 

• At this time the Museum can only accept payment via cash, check, or electronic transfer. All checks 
should be made out to National Building Museum. If you would like to utilize the electronic transfer 
option, request instructions from the Collections Manager. 
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RESEARCH / DIGITAL REPRODUCTION  

ORDER FORM AND USE AGREEMENT 

 

NATIONAL BUILDING MUSEUM USE FEE SCHEDULE 
as of January 1, 2020 

 
PROCESSING FEE: 
 1-50 images/up to 2 hours of staff time:        $25 
 51-100 images/up to 4 hours of staff time:      $75 
 Over 100 images:        (on request) 
 
EDITORIAL, PRINT and/or E-BOOK USE (per image): 

Commercial print/e-book: publishers, businesses, individuals*    $100 
Commercial multi-media and/or worldwide rights*     $250 
Non-profit print/e-book: businesses, government agencies, scholarly, small press  $30 
Non-profit multi-media and/or worldwide rights:      $125 
Commercial print/online: periodical or journal article:     $100 
Non-profit print/online: periodical or journal article:     $30 

 
ADVERTISING, NON-EDITORIAL, BOOKCOVERS (per image): 
 Commercial businesses:         $300 
 Non-profit businesses, agencies, self-publishers:      $150 
 
VIDEO, TELEVISION, FILM, CD USE (per image): 
 Commercial businesses, individuals:       $150 
 Commercial: multi-media or worldwide rights:      $250 
 Non-profit businesses, agencies:        $75 
 Non-profit: multi-media or worldwide rights:      $125 
 
INTERNET, WEB SITE USE (per image): 
 Commercial businesses:         $50 
 Non-profit agencies, individuals:       $25 
 
EXHIBITION USE (per image): 
 Commercial businesses:         $125 
 Non-profit institutions, government agencies:      $25 
 
RESEARCH and/or PERSONAL DISPLAY USE (per image): 
 Commercial businesses:         $10 
 Students, researchers, educators, individuals:      $5 
          
RE-USE (e.g. subsequent edition, medium, language):      50% 
 
SPECIAL USE:          (on request) 
 
* Publications with very large print runs and/or higher profile exposure may be subject to higher 
negotiated fees. 
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RESEARCH / DIGITAL REPRODUCTION  

ORDER FORM AND USE AGREEMENT 

 

TERMS AND CONDITIONS 

 
Definitions: 

The following terms have the following meanings when used herein:  “First Edition” means the first version of 
the distributed Work that incorporates the Image(s) on the Order Form (page 5). “Image” means each 
photograph, negative, slide or electronic digitized picture of the object(s) listed on the Order Form (page 5).  
“Work” means the print, website or film product described on Page 1. “Territory” means the language (English, 
other language, or worldwide rights) of the Work. 
 

Permission for Use 
The National Building Museum grants non-exclusive, non-transferable, limited permission to use the Image(s) in 
the First Edition of the Work and in accordance with the terms of this Permission for Use. The Work may only be 
sold or distributed in the Territory. The Image(s) may be used only within the body of the Work and may not be 
distributed or published in any other form or medium. Satellite, electronic, broadcast, on-line or network access, 
distribution or transmission of the Image(s), or the Work, or any part thereof, is expressly prohibited for any 
purposes. Nothing set forth in this Permission for Use shall restrict the Museum’s right to the Image(s), including 
the right to allow others to use the Image(s). The Museum’s name may not be used in any manner in connection 
with the Work, unless expressly agreed to and/or required by the Museum in writing. 
 
Fee and Language/Territory 

This Permission for Use requires payment to the Museum a non-refundable fee per image reproduced. Fees are 
dependent on the type of USE and are described in the NATIONAL BUILDING MUSEUM USE FEE 

SCHEDULE. This Permission for Use is limited to a print run in one edition only, over a period not to exceed 10 
years from the date of this document. 
 
Image Requirements 

No Image may be in any way distorted, whether by rotation, inversion, and change of proportion, color alteration, 
superimposition, animation, or other method without the prior approval of the Museum. Details of an Image may 
be used, subject to the prior approval of the Museum, and must be labeled as such in the publication. No Image 
may be cropped more then 10 percent in any dimension, over-printed, or otherwise altered without the Museum’s 
permission. 
 
Documentation of Images 

Full documentation must appear exactly as specified by the Museum without editing, omissions or use of 
abbreviations or acronyms, either adjacent to the reproduction on the page, or with list of sources and credits 
within the publication. Full documentation will be supplied by the Museum with the Image(s). 
 
Rights 

All rights in the Image(s), and any documentation and related text supplied by the Museum, including without 
limitation any copyrights, other than the nonexclusive permission granted herein, will remain vested in the 
Museum. 
 
Warranties and Indemnities 
The Museum warrants and represents that so far as it is aware, but without investigation, the permission granted 
by it hereunder will not infringe the rights of any third party. Notwithstanding the foregoing, the Museum is 
acting only as an owner of the physical original.  
 

http://www.nbm.org/
mailto:research@nbm.org


National Building Museum | 401 F St. NW  Washington, DC 20001 | 202.272.2448 
202.272.2001 (fax) | www.nbm.org | research@nbm.org 

 

The Museum is not responsible for determining the copyright status of the Image(s), or for securing copyright 

permission and the payment for any such permissions required. The rights granted under this Agreement do not 
include any rights that persons other than the Museum may have in the Images or Work, including any artists’ 
rights of attribution or control under the laws of any country or state, moral rights, or the rights of publicity or 
privacy. 
 
Except as expressly set forth herein, the Museum disclaims any warranties, expressed or implied, including 
warranties of non-infringement of fitness for a particular propose. 
 
The party to whom use is herein granted warrants and represents that the Work, as distinct from the Images 
subject to Museum’s warranties above, will not violate or infringe upon the rights, including, without limitation, 
copyrights, or any other intellectual property rights, moral rights or publicity or privacy rights of any other person 
or entity. User of Image(s) hereby indemnifies and holds Museum harmless against any costs, expenses, losses, 
damages, judgments and claims (including court and attorney fees) that Museum may suffer or incur: (i) as a 
result of a claim of any third party based on or arising out of the Work; or (ii) arising from the Image user’s 
breach of any provision of this Agreement. 
 
Complimentary Copy of Work 

Where applicable, the Museum will be furnished, free of charge, with one copy of the Work within thirty (30) 
days of publication/production. 
 
Credit 

Unless otherwise stated, the credit line must read “Courtesy of the National Building Museum.”  
 
Images 

See Order Form, Page 5 
 
Permission for the reproduction of the Image(s) listed herein is granted for the sole purpose specifically indicated, 
premised upon payment of fees involved. The paid invoice, together with this executed agreement constitutes 
permission for the specified use. 
 
We have read and understand the regulations which govern the reproduction of images from the collections of the 
National Building Museum and we agree to abide by the terms and conditions detailed herein. We understand that 

this license is not valid until a co-signed copy is on file with the National Building Museum. 
 
Signed: ___________________________________ 
 
Date:______________________________________ 
 
Full name, title, address and telephone number: 
 
__________________________________________ 
 
__________________________________________ 
 
__________________________________________ 
 
__________________________________________ 
 

Please return both signed copies and address 
inquiries to: 
 
Collections Department 
National Building Museum 
401 F Street, NW 
Washington, DC 20001 
 
For and on behalf of the National Building Museum: 
 
Signed: ___________________________________ 
 
Name and Title:  ____________________________
  

Date: _____________________________________ 
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RESEARCH / DIGITAL REPRODUCTION  

ORDER FORM AND USE AGREEMENT 

 

ORDER FORM 
To be completed by NBM Collections Department  

 
Name: 

Type of USE: 

 

OBJECT 

ID/NEGATIVE 

NUMBER 

 

TITLE/DESCRIPTION 

For scans: 

DPI and FILE TYPE 

(JPEG, TIFF OR PDF) 

SPECIAL 

REQUIREMENTS 

OR REQUESTS 

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 
Delivery Method: 
 
_____ U.S. Mail _____ Email  _____ Fed Ex/UPS (Account #: ____________________) 
 
_____  FTP Site (ftp://ftp.nbm.org)  _____ Dropbox/GoogleDoc/WeTransfer 
 
Payment Type: 
 
_____ Cash  _____ Check (Payable to National Building Museum)  _____ Electronic Payment 
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