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IMAGE REPRODUCTION REQUEST FORM 
Please complete this form in BLOCK CAPITALS and post or email it to the address provided below.
Image Library

The Barber Institute of Fine Arts

University of Birmingham

Edgbaston

Birmingham

B15 2TS

h.cobby@bham.ac.uk (Helen Cobby, Assistant Curator)

Contact details
	Name:

	Organisation:

	Address:



	Postcode:


	VAT No. (EU only):



	Email:


	Telephone:




Image request details
	Artist, title of image and artwork accession number:



Purpose of reproduction
	


Declaration
I hereby agree to settle the fee stated within 30 days of the date of the invoice and I agree not to publish the image in any format. I understand that permission will be withdrawn if any part of the conditions is infringed. I have read the terms and conditions accompanying this form and agree to abide by them.
SIGNED:         
DATE:
This form must be completed, and the required fee paid, before the images are dispatched and permission to reproduce photographs is granted.
Administrative use only
	Date received:


	Image sent:


	Invoice sent:


	Payment received:


PICTURE LIBRARY TERMS AND CONDITIONS

General Terms:

Subject to the terms of this agreement, The Barber Institute of Fine Arts, on behalf of The Henry Barber Trust, grants to the client a one-time, non-transferable, non-exclusive licence, on payment of the fee (if applicable), to reproduce the images in the territory and for the purposes specified in this agreement. Use of the images is strictly limited to the purpose, medium, print run, placement, size of licensed material, territory and any other terms agreed. Unless otherwise agreed, the licence is for single use, meaning a reproduction in one size for one edition of a single publication in one medium only, published in one language only. A single edition is defined as one bearing a single ISBN number. Additional permission for any other use must be applied for separately in writing. This includes re-prints, further and associated print and electronic editions. The licence only comes into effect once this form has been completed and returned to The Barber Institute and Barber staff have made it known that they accept the request. If a fee if applicable, the license also only comes into effect on payment in full of the fee.

The Barber Institute requires two complimentary copies of each product.

The client agrees to indemnify the Barber Institute in respect of all and any claims, losses, damages or cost arising in any manner howsoever from the reproduction of the supplied image(s) including but not limited to the client’s failure to obtain licences, consents, permission or clearances as are necessary to reproduce the image(s).

The Barber Institute reserves the right to change these conditions at any time, but no changes will affect a transaction once entered into.

Payment:

The Barber Institute requires advance payment for the image. No reproduction of any image is authorised until payment in full has been received. Any reproduction before payment in full has been received constitutes an infringement of copyright and a breach of this agreement entitling the Barber Institute to terminate this agreement immediately on written notice to the client. 

In the case of clients who have asked for an invoice, payment terms are strictly 30 days from the issue date on the invoice. The breach of such terms will result in the cancellation of discounts and fees will be charged at the standard applicable rate. 

VAT, at the prevailing rate, will be charged in addition to the quoted fees. EU orders (excluding UK) may omit VAT if the client’s EU VAT code is quoted on the order form. Any VAT numbers must be stated at the time of purchase, VAT cannot be added or deducted retrospectively.

Image delivery: 

All files are delivered electronically as high resolution files, via a free sharing service such as WeTransfer.

Digital files, presentation and manipulation:
Images must not be passed to third parties without the consent of the Barber Institute unless this is necessary for the creation of the publications and products where the licensed image will appear. The duplication and storage of files beyond the term of the specified project in any form and by any means is strictly prohibited. 

Any reproduction must be a true representation of the original artwork. Images shall not be altered or manipulated, added to or have any part cropped or deleted without the prior written consent by the Barber Institute. Applications for cropping, manipulation, overlaying and superimposed type must be accompanied by a layout sketch or mock-up in order to be considered.

The appropriate credit should accompany the image both in the form of embedded metadata and alongside the image wherever in appears in the digital product.

Copyright:

The Henry Barber Trust and the Barber Institute reserves the copyright on all transparencies and digital images made in the Gallery.

The Barber Institute takes no responsibility for any additional copyrights. It is the client who must satisfy themselves that any additional consent required for reproduction is obtained and is responsible for obtaining consents, licenses and permissions that may apply. 

The minimum acknowledgment required is the name of the artist, the title of the artwork and the credit line: 

© The Henry Barber Trust, The Barber Institute of Fine Arts, University of Birmingham.

The credit line should be included in the image caption, if possible, or in photographic credits, if necessary, or, for film or video, in the opening or closing credits.

New photography:

If the client wishes to have a museum object photographed, the Barber Institute will check with the relevant departments and depending on availability will advise on the turnaround time. If it is possible to arrange new photography, shooting will not be undertaken until payment has been received in full. Up to 28 days should be allowed for the delivery of new digital images from the date of payment. With all new photography the copyright remains the property of the Barber Institute.

