
TWIN FALLS PUBLIC LIBRARY PHOTOGRAPHIC COLLECTION POLICY

Circulating & Non-Circulating Materials:

· Most 8x10 mounted prints, the 5x7 prints, and the positive and negative 35-mm slides are available for

seven-day checkout.

· General Reference (GR) Mounted Prints are for In Library viewing only and do not circulate.

· All archival materials including the glass plate negatives will be held secure and used only to make

replacement copies or for special uses approved by the Library Director.

Copies:

The Twin Falls Public Library Photographic Collection, except for the GR Mounted Prints, may be copied. (Use of

the General Reference (GR) Photographs from other agencies is controlled by those agencies. TFPL will not copy

GR photos. Requesting copies of these photos from other agencies is the sole responsibility of potential users.)

· In Library Print Copies: Scanned images up to 8x10 are available on copier paper (15¢) or glossy photo

paper ($1).

· In Library Digital Copies: Images up to 300 dpi (jpeg, tiff, etc.) are available on CD ($1) or by email.

· If copies are for public or commercial use see Commercial or Public Use below (commercial or public use

is any use other than personal home use).

· For requests up to 15 images, please allow at least 10 working days for copies to be made. An order form is

attached. 

· Print and CD copies may be picked up at TFPL or mailed ($1.50). All orders are done at cost and must be

prepaid.

· Requests of more than 15 images or images at higher resolutions will be considered on a special request

basis and terms will be negotiated.

Copyright:

Users assume all responsibility for questions of copyright that may arise in copying and the use made of the

photographic copy. The Library will provide all available information about particular items in the photographic

collection.

Commercial or Public Use:

The Declaration of Commercial or Public Use must be filled out on the attached Order Form. This form will be

signed by the Library Director/Asst. Director if commercial or public use meets all criteria in this Collection Policy.

Failure to comply with all conditions will result in revocation of use of privileges and denial of photographic

collections services.

· The photograph must be properly credited when used. The following is the basic credit required:

o Twin Falls Public Library, Photograph Number (In TFPL Photo Collection), and the

photographer’s name, if known.

· Photographs may be cropped to suit design and layout, but they may not be altered or drawn upon so that

they look in any way different from the way they appear in the historical collection.



TWIN FALLS PUBLIC LIBRARY PHOTOGRAPHIC COLLECTION POLICY

ORDER FORM

Record Photo ID letters and #s below:
1 6 11
2 7 12
3 8 13
4 9 14
5 10 15

* Requests for more than 15 images or images at higher resolutions will be considered on a special request basis and terms will be negotiated.

Please check all that apply:

Print:    ___ copier paper Digital:     ___ CD ___ jpeg Receive by:     ___ pick up

___ glossy paper       ___ email ___ tiff           ___ mail

________________________________________________________________________________________________

Name and/or Institution

________________________________________________________________________________________________

Address City State Zip

________________________________________________________________________________________________

Telephone Email

DECLARATION OF COMMERCIAL OR PUBLIC USE: ___ Yes ___ No

If Yes,

Form of Use: ___ book/journal article ___ sale item/advertisement

___ decoration/display in public place ___ film/video/slide presentation

___ ID TV newscast/newspaper ___ other (specify)

If Publication:

Title: _________________________________________________________________________________

Author (if different from person requesting photos): ____________________________________________

Publisher/Sponsor: ______________________________________________________________________

Location & Date of Publication: ____________________________________________________________

TFPL requests a copy of any publication. Send to: Twin Falls Public Library, 201 Fourth Avenue East, Twin Falls, ID 83301

I understand and accept the conditions for use listed in the Twin Falls Public Library Photographic Collection Policy.

_____________________________________________________________________________________________

Name Date

Staff Use Only

We understand that the Requester will meet the conditions in the Photographic Collection Policy.

______________________________________________________________________________________

TFPL Director/Asst. Director Date

Prepaid Costs: ________ + ________ + ________ + ________ = ________

            Materials      Printing        Mailing         Other      Total

Order taken and receipt given by: _________________________________

Staff Initials Date
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