
 
FALKIRK COUNCIL 
CULTURAL SERVICES 

Order Form for Photographs 
 

Name................................................................................................Telephone................................................ 
Address..................................................................................................................................................................... 
 
..........................................................................................................Postcode......................................................... 
 
...............................……………………………………………………..Date Ordered…......................…………... 
Photographs will be supplied matte unless otherwise specified. All sizes are approximate as the original 
photographs may not conform to modern sizes.  No responsibility is taken for any blemishes on the 
original negatives, prints or slides which may be reproduced in the copies supplied.  Cheques are 
payable to Falkirk Council.  Credit card payments are subject to a minimum charge of £5 
I request the supply of one copy of each of the following photographs held in Falkirk Museums’ photographic 
collection. 
Ref Number Photo Date  Description Original 

format 
Format 
required   

Size Cost 

       
 

 
 

      

 
 

      

 
 

      

 
 

      

Date paid     Total 
Cost 

 

Copyright declaration for private use: 
I declare that :  

1. I have not previously been supplied with a copy of the same material by Falkirk Museums or any other 
archives or library or museum staff. 

2. I will not use the copy except for a non-commercial purpose or private study. 
3. I will not supply a copy to any other person. 
4. To the best of my knowledge no other person with whom I work or study has made or intends to make 

at or about the same time as this request a request for substantially the same material for substantially 
the same purpose 

I understand that if this declaration is false, the copy supplied to me by you will be an infringing copy 
and that I shall be liable for infringement of copyright as if I had made the copy myself 
 
Signature............................................................................................................Date.................................. 
 
 
Application for public use of reproductions. 
I hereby apply for permission to reproduce the above photographs in the following publication or film or 
exhibition or other public use as specified. 
 
Company/institution responsible for display/website/publication 
Curator/Website author/Author 
Title 
 
How will the image be used? 
 
 
Proposed date of publication/exhibition  Proposed price/charges 
Size of print run (if applicable)   No of editions planned (if applicable) 
 
If permission is granted, I agree to abide by the conditions specified overleaf, and understand that  

 permission may be withdrawn at any time if any part of these conditions is infringed. 
 
Signature............................................................................................................Date....................................... 



 
Conditions for public use of reproductions from Falkirk Council Archives 

 
1. The reproduction must bear the credit line Falkirk Council Archives. The credit should be included in 

the caption or the photographic credits.  In the case of film or video, the credit should be in the closing 
credits.  In the case of exhibitions and displays (including displays in restaurants and other public 
places) the credit should be displayed beside the photograph(s) or at the entrance or exit to the 
exhibition or display. 

 
2. The photographs will not be used for any purpose other than that specified above.  Additional 

permission is required for any proposed further uses and editions. 
 

3. Copyright is reserved on all photographs of items in the collection including photographs of items in the 
photographic collections. 

 
4. Possession of a print or transparency does not carry with it any rights to reproduce the image. 

 
5. All the claims of the heirs or assignees of living creators or creators who died less than 70 years ago 

are the responsibility of the applicant. 
 

6. No additional publication rights may be assumed by any publisher.  The applicant waives any claims to 
any rights which may be created by the first publication of an image from Falkirk Museums where the 
original copyright may have expired. 

 
7. A proof of the reproduction and any accompanying letterpress shall be submitted to the Principal 

Officer Heritage & Learning for approval prior to publication.  Failure to do so can result in costly 
corrections having to be made and the withdrawal of permission to reproduce. 

 
8. Any reproduction fees must be paid before publication. 

 
9. A complimentary copy of the publication shall be sent to the Archives immediately on publication, 

unless otherwise agreed. 
 
 
For Museum Use Only 
 
Checklist                                                               Date/Details                  
Copyright checked 
Official Order Number 
Order to processing labs 
Order form sent to Admin 
Order received/checked 
Invoice sent to Admin 
Invoice Number 
Order ready card issued/phoned 
Order collected/posted out 
Pink copy of official order form returned 
Orders by post/institutional orders 
Invoice requested from Admin 
Public reproductions 
Proof submitted for approval 
Complimentary copy received 
Credit line checked 
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