
 

Reproduction & Publication Request Form 
Name of Requester/Organization:_________________________________________________ 

Address:_____________________________________________________________________ 

Phone:__________________________  Email:______________________________________ 

Intended use of Material:________________________________________________________ 

Name of Publication image(s) or product will be used in:______________________________ 

Estimated date of publication:___________________________________________________ 

Publisher/organization name and address:_________________________________________ 

Description of material requested (include image quality DPI, identifying numbers, file names if 
known): ____________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

 
  

For Office of Historic Alexandria Use Only 
Total Fees:  ______________  □ Fees Waived        □ Fees Adjusted         
Restrictions or Conditions:  _____________________________________________________ 
OHA Museum Repository:  _____________________________________________________ 
Staff Signature, Title: __________________________________________________________ 

  

 

 



 
 

Reproduction Conditions 
1. The intended use of the material is approved in advance by the Office of Historic Alexandria 

(OHA). 
2. Permission to reproduce is intended for one usage, in one publication, one edition and one 

language.  Additional use of the same image requires a new permission request.  A 
photographic copy or any facsimile of the image may not be reproduced by others. 

3. The credit line for archival or photographic material must be cited as follows: 
_____________________________________________________________________ 

4. The image(s) must remain whole and unaltered, except with permission of OHA staff.  If a 
detail is used, the word “detail” must appear in the caption or credit line. 

5. Special permission must be obtained if the reproduction is to appear on a book jacket, DVD 
or CD cover, calendar, brochure, poster, advertisement, video, web page or other commercial 
product.  Fees will be required for cover and commercial usage. 

6. In authorizing the reproduction of works in its collections, OHA does not surrender its own 
right to publish or grant permission to others to publish works from the collection. 

7. It is the requester's obligation to assess copyright or other use restrictions and obtain 
permissions when necessary before publishing or otherwise distributing materials in OHA's 
collections. 

8. The Office of Historic Alexandria/Museum will receive one complimentary copy of the 
publication or product in which the reproduction appears. 

9. Reproduction fees are payable in advance, whether or not the materials are used.  Make 
checks payable to the City of Alexandria. For credit card payments, please pay online.   

10. The user agrees to abide by the above statements and further agrees to indemnify the Office 
of Historic Alexandria and the City of Alexandria in the event they knowingly or 
unknowingly violate any intellectual or physical property rights of any entities with rights to 
the requested materials.  

In return for the right to reproduce archival, photographic, or other unique materials from the 
Office of Historic Alexandria collections, I agree to the conditions specified above. I further 
agree to pay all applicable fees prior to receipt of the material(s). 

Requester’s signature: _____________________________________________________ 

Date: ________________________ 

https://shop.alexandriava.gov/MakeDonation.aspx?skuid=4006829
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