
THE NEW YORK PUBLIC LIBRARY  
Permissions Request Form 

 
Please print this screen to submit orders 
by fax or mail: 
The New York Public Library 
AskExpress, Room 103 
476 Fifth Avenue 
New York, NY 10018-2788 
Phone: (212) 930-0091 or (212) 930-0808 
Fax: (212) 930-0533 
Email: permissions@nypl.org 
 
DIVISON IMAGES REQUESTED FROM (if known): ________________________________________________ 
Image ID No. (for existing file)/ 
Call No. (for new scan) 

Description, Source and/or Creator Fee 

 
 

  

 
 

  

 
 

  

 
 

  

        Please consult the online Fee Schedule for prices.      TOTAL DUE  
PERSONAL/RESEARCH USE ONLY (Please select format and then skip down to Payment Information.) 
Format Options: � 8x10”glossy print - $30 � 8x10” matte print - $30 � Other size print _____________� Low-res JPEG - $25 
EDITORIAL & COMMERCIAL USES (All surcharges are per image and on top of prices listed on Fee Schedule) 
Format Options with Service Level: 
� 300dpi TIFF file existing: � Regular (2 business days) � Rush (same day) - $25 surcharge 
� 300dpi TIFF file new: � Regular (4 weeks)  � Rush (7 business days) - $50 surcharge 
� TIFF file greater than 300dpi for item(s) never digitized - $35 surcharge (4 weeks)  � Re-scanning of item(s) previously digitized - 
$75 surcharge (4 weeks)  Requested dpi_____________(please note not all items will be available for this service) 
� 8x10” glossy print from existing file: (5 business days) - $25 surcharge 
� 8x10” glossy print from new scan: � Regular (4 weeks) - $25 surcharge � Rush (7 business days) - $50 surcharge 
� 4x5”Color Transparency:  � Regular (4 weeks) - $75 surcharge � Rush (7 business days) - $150 surcharge 
� Reproduction not needed, previously obtained 
� Special handling (i.e. for over-sized items, foldouts from books, scrolls, fragile items, etc.) - $50 surcharge 
Use of Images: 
� Book  � CD-ROM  � DVD � Scholarly Journal � Magazine � Newspaper  � E-book  � Brochure/Flier � Internet   
� Exhibition Display: � 1 month � 1 year � 5 years � Permanent  � TV Broadcast  � TV Broadcast & All Media   
� Live Performance � Dissertation/Thesis  � Other (Email for price quote):_____________________________________________  
Title of Project:  __________________________________________________________________________________ 
Publisher/Company: ______________________________________________________________________________ 
Images to be used in: � B/W  � Color       Placement/Size: Interior: � ¼ page  � ½ page � ¾ page  � full page                              
Editions: � First Use  � Reuse                                                 Cover - � composite � full  � back cover 
Print run: _____________________         Languages: � Single  � All languages    Release date: ________________ 
Territory: � North America  � Single Country (please specify):____________________  � Worldwide                              
PAYMENT (Prepayment is required before order can be processed) 
� Visa/MC  � AMEX  � Check/MO  � Bank Transfer ($50 surcharge) � Invoice (processing does not begin until payment is received) 
Account Number: _____________________________________ Security Code:________ Exp. Date:_________________________ 
Billing address (if different from above):__________________________________________________________________________ 
DELIVERY 
� Call for pickup  � FTP download  � U.S. mail ($6 shipping fee) � Air mail (international orders; $15 shipping fee)  
� Federal Express - Account No.:__________________________ � Airborne Express - Account No.:_________________________ 
The undersigned expressly agrees to the PERMISSIONS POLICY set forth by The New York Public Library and assumes all responsibility and any attendant liability  
for copyright infringement or violation of other rights of third parties that may arise through use of the requested materials, and further agrees to indemnify and hold 
harmless The New York Public Library from and against any and all damages, claims, expenses, and other liability, including reasonable attorney's fees, arising out  
of or related to use of the requested materials.   In most cases, the Library only holds the physical rights to the images requested.  
 
Signature  ________________________________________________________        Date _________________________________ 

Name______________________________________ 
Organization _______________________________ 
Address ___________________________________ 
City   ________________________State_________  
Country_______________ Zip Code____________ 
Phone_________________Fax_________________ 
Email _____________________________________ 



THE NEW YORK PUBLIC LIBRARY 
PERMISSIONS POLICY 

 
Please note that rush service is not available from the Manuscripts and Archives Division in the 

Humanities and Social Sciences Library. 
 

The Library is not responsible for lost packages sent via U.S. mail or international air mail.  If files are to 
be re-sent via mail or FTP download there is a $25 surcharge per every 10 images. 

General: 
By obtaining high resolution TIFF files or prints from The New York Public Library (“NYPL”), you agree to the Policy set forth 
below.  As used below, the term “images” refers to images and/or microfilmed copies of printed materials reproduced by NYPL. 
 
When you download high resolution TIFF files from the Library’s FTP or HTTP site, or receive image files or prints from NYPL 
through any other means, or receive images from NYPL via microfilm or any other medium, you agree to be bound by: (i) the 
following Policy and (ii) the written Permissions statement you will receive, if applicable.    
 
If your actions are on behalf of your employer or another third party, then this Policy and the written Permissions statement shall 
apply to you and your employer or other third party.  
 
Images are not to be used in any manner without the express written permission from NYPL. All images are provided pursuant to this 
Policy and the written Permissions statement you will receive. Image usage without prior payment and NYPL's express written 
permission is strictly prohibited. 
 
Nothing in this Policy or in any other agreement with NYPL shall transfer any underlying rights to the images to you or to any third 
party.  Underlying rights to the images are not sold; the images are provided for limited purposes as set forth in your agreement with 
NYPL.  The images remain the physical property of NYPL and the intellectual property of the copyright holder, if applicable.  
 
If requesting files for web usage, images can only be displayed at a standard web display resolution—set to either 72 ppi or 96 ppi 
(pixels per inch - depending upon your monitor's settings). 
 
Images or image files cannot be distributed or re-sold independent from the specific use for which permission is granted and may not 
be used in a manner allowing permanent storage or re-use by third parties. No Permissions may be sublicensed, transferred or 
assigned. You agree not to make, authorize, or permit any use of any image except as specifically set forth in this Agreement and in 
the written Permissions statement that you will receive.  
 
Failure to comply with any of the provisions of this Policy statement and in the written Permissions statement that you will receive 
may result in immediate revocation of the Permissions granted.  
 
Permissions Granted for Images:  
All Permissions granted by NYPL for the use of images are on a non-exclusive basis, for a geographical distribution limited to the 
country in which the Permissions is granted, unless otherwise specified in the written Permissions statement that you will receive.  
NYPL reserves the right not to permit reproduction of an image for any reason whatsoever. 
 
Copyright Protection:  
Images provided by NYPL may still be under copyright and protected by the intellectual property laws of the United States and the 
Berne Convention. 
 
You are solely responsible for clearing the copyright with the rights holder.  Requests for reproductions of copyrighted images will not 
be processed until you have obtained written clearance of such rights from the rights holder or you have completed to NYPL’s 
satisfaction a “best efforts” search to locate the rights holder. 
  
You agree to provide each reproduction of an image with a credit line that will be supplied to you in the written Permissions statement 
that you will receive.  
 
Releases and Permissions:  
The rights NYPL grants to you do not include a license to any persons, places, property, or subject matter depicted in an image, which 
may be subject to copyrights, trademarks, rights of publicity, moral rights, property rights or other rights belonging to third parties.  
NYPL makes no representations or warranties that it owns or licenses any such rights nor does NYPL grant you any rights including 
copyright, trademarks, or rights of publicity belonging to any person, place, property, or subject matter depicted in any image.  Further 
NYPL makes no representation or warranty as to the accuracy of any information provided with the images.  You are solely 
responsible for determining whether your use of any image requires the consent of any third party or the license of any additional 



rights, and you should not rely solely on the information provided by NYPL.  If you are unsure whether additional rights are needed 
for your use, you are responsible for consulting with legal counsel. 
 
Indemnification/ Limitation of Liability 
You agree to hold NYPL harmless from any and all claims and expenses arising from your use of an image. Under all circumstances, 
NYPL’s liability with respect to any image is strictly limited to the reproduction fee paid to NYPL by you in connection with such 
image.  
 
Payment Terms:  
No Permissions are granted or images released until full payment of NYPL’s reproduction fee is received.  Reproduction fees are 
scaled by usage.  NYPL will calculate a fee by relying in good faith on the information you provide. 
 
 
Cancellation Policy for Images:  
By issuing Permissions for a Copyright-Protected or Public Domain image, NYPL has reserved certain rights for your use.  If you 
decide not to utilize these rights and you desire a partial refund, you must notify us in writing within six months from the date of the 
written Permissions agreement. You will be refunded the total paid per image less $45.00 plus any surcharges that were assessed.  
Mailing and bank transfer fees are nonrefundable. 
 
No refunds are issued after six months.   
 
Unauthorized Use of Images:  
In the event that you utilize any image without, or prior to, the receipt of a written Permissions statement from the NYPL, or you 
utilize any image for any use other than that indicated on the written Permissions statement, including but not limited to the number of 
uses, the publications utilized, or the size or reproduction, NYPL may, without limiting any of its rights hereunder or at law, charge 
you a liquidated damages fee equal to four (4) times the usage fee we would have charged for such use of the image. 
 
Return of Prints, Film, and Digital Files:  
If you obtain reproductions of images from NYPL in the form of film (i.e. 4x5” color transparency), you may retain the film until your 
use has been completed as specified in the written Permission statement that you will receive, but you must then return the film to 
NYPL.  Digital files or prints do not need to be returned but must be destroyed or deleted from server no later than 60 days after use 
has been completed as specified in the written Permission statement that you will receive.  You must obtain permission from NYPL to 
archive digital files.  If permission is granted, files must be labeled and NYPL must be contacted for each and every re-use. 
 
No Waiver, Complete Agreement:  
The terms set forth in this Agreement, together with the written Permissions statement, represent our entire agreement concerning the 
delivery of images to you, your review and usage thereof. All prior understandings or representations, whether written or oral, based 
on "industry custom" or past dealings, are hereby merged in this Agreement. No terms or conditions may be added, removed or 
modified unless made in writing and signed by both parties. No action of NYPL, other than an express written waiver, may be 
construed as a waiver of any part of this agreement, and no employee of NYPL is authorized to waive it orally. In the event NYPL 
waives any specific part of this Agreement, it does not mean it waives any other part.  
 
Arbitration:  
A material part of this Agreement is our mutual agreement to arbitrate disputes, except for copyright violations, which will be litigated 
solely in U.S. federal court. Any and all disputes arising out of, under or in connection with the Agreement, including without 
limitation its validity, interpretation, performance and breach, shall be settled by arbitration in New York, New York, pursuant to the 
rules of the American Arbitration Association in effect at the time arbitration is demanded. Judgment upon any award rendered may 
be entered in the highest court of the forum, state or federal, having jurisdiction.  You agree that the arbitrators shall award all costs of 
arbitration including legal fees, plus legal interest, to the successful party.  
 
Governing Law and Jurisdiction:  
This Agreement, its validity and effect shall be interpreted under, and governed by, the laws of the State of New York and shall be 
considered to have been made and accepted in New York.  
 
Legal Fees:  
If NYPL is obligated to go to court, rather than arbitration, to enforce any of its rights, you agree to reimburse NYPL for its legal fees 
and disbursements if NYPL prevails.  
 
U.C.C.:  
The above terms are governed by Article 2 of the Uniform Commercial Code.  
        
 ©The New York Public Library, October 27, 2009 
Have a question? Contact us at: Permissions@nypl.org 
 


