[image: ]	Comment by Alice Dowhyj: This is a draft for the new web form
IMAGE REQUEST/PERMISSIONS FORM

Here at the Society of Antiquaries of London we take your privacy seriously. We will only use your personal information submitted in this form to process your image request, and to ensure the effective management of our library’s image request and permissions programme. We will contact you in connection with this image request, but we will not use your information for any other purpose.  For further information, please see our privacy policy.

Permission tick-box (necessary field)
[   ] I hereby grant the Society of Antiquaries of London the right to process my personal data for the purposes of this image request and the effective management of our library’s image request service. For further information, please see our privacy policy.


CONTACT DETAILS / BILLING ADDRESS	Comment by Alice Dowhyj: This should be a simple address field, as per the majority of online forms. Please be aware that we do get some customers from abroad so the auto postcode search tool might not work.
	NAME
	PHONE

	COMPANY
	EMAIL

	ADDRESS




	Postcode
	VAT Code (if applicable)



     IMAGE USE (tick as applicable)
	
	Personal use (non-commercial purposes, private study, research)research

	
	Academic use (education, teaching))which is free at point of access	Comment by Alice Dowhyj: This could be a pop up info box

	
	Commercial use	Comment by Alice Dowhyj: Info box: Commercial usage is defined as anything for which the user pays a fee at point of access




IF YOU ARE THE AUTHOR, WILL YOU BE FINANCIALLY REMUNERATED FOR THE PUBLICATION?        YES  /  NO   (delete as applicable)

PROPOSED PURPOSE OF IMAGE USE (tick as applicable)
	
	Book
	
	TV/Film
	
	E-Book
	
	Display/exhibition

	
	Book jacket
	
	Online broadcast
	
	Merchandising
	
	Advertising

	
	Academic article
	
	Website
	
	Other retail
	
	Print



	
	Book (print)
	
	Article (magazine / newspaper)
	
	Merchandising (please specify)

	
	Book (electronic)
	
	Filming (please specify)
	
	Exhibition display

		Comment by Alice Dowhyj: If these can be options. I think radio buttons would be easiest to process but may not save the time of the user as they would have to put in multiple orders for different requests, e.g. display AND book.
	Article (journal)
	
	Website (free access)
	
	



	Further details

	




PERMISSION REQUESTED TO REPRODUCE
	OBJECT INFORMATION Image required
	IMAGE REQUIREMENTS

	Acc. / Ref. No.	Comment by Alice Dowhyj: Free text field
Artist / Maker
Shelfmark / Object number if known
	Title/Description
Title / Description + Author	Comment by Alice Dowhyj: Free text field
	Colour
	B/W
	Full
	Detail

	



	
	
	
	
	

	
	
	
	
	
	

		Comment by Alice Dowhyj: Free	Comment by Alice Dowhyj: 
	
		Comment by Alice Dowhyj: Mandatory fields. Can only pick (Colour OR black and white) AND (Full OR Detail)
	
	
	






IN THE FOLLOWING PUBLICATION/PRODUCTION/ARTICLE/WEBSITE etc.
	Author
	Title


	Publisher
	Print run / broadcast length

	Launch date




RIGHTS REQUIRED (PRINTED MATERIAL / PUBLISHING)	Comment by Alice Dowhyj: Is there any way of getting only the fields related to the order to show on the form. For example, if selected Exhibition Display, only the Display Boards/ Exhibition Panels field is displayed? Otherwise this form remains very complicated.
	Dimensions of print
	One country, one language 
	World, one language
	World, multi-lingual

	Less than ½ page (inside)
	
	
	

	½ page (inside)
	
	
	

	Full page (inside)
	
	
	

	Front cover
	
	
	



RIGHTS REQUIRED (BROADCASTING / TV / FILM)
	Territory (tick as appropriate) 
	Regional
	
	National
	
	World
	

	Give details….





RIGHTS REQUIRED (DISPLAY BOARDS/EXHIBITION PANELS)
	
	A5
	A4
	A3

	Up to 12 months
	
	
	

	Over 12 months Permanent Display
	
	
	



RIGHTS REQUIRED (MERCHANDISING)
	
	1000
	2500
	5000
	10000 and over

	Stationery (2D)
	
	
	
	

	Stationery (3D)*
	
	
	
	

	Apparel
	
	
	
	

	Other (please specify)





*Includes image use on packaging
[bookmark: _GoBack]
DO YOU ALSO REQUIRE THE SOCIETY TO SEND YOU A DIGITAL IMAGE?                           YES / NO*
*Please delete as appropriateMANDATORY FIELD
	Resolution
	Y/N

	High Resolution digital image? (300dpi, up to 2500 pixels along longest side)
	

	Low Resolution digital image?  (72 dpi, up to 768 pixels along longest side)
	



Please note – The Society of Antiquaries will send digital images by email. Images sent by CD incur additional charges.

I have read and agree to the Society of Antiquaries of London’s Image Policy, outlining Terms and Conditions of Image Use, including use of a specified credit line.	Comment by Alice Dowhyj: This should all be 1 tick box
Permission tick-box (necessary field)
[   ] I hereby grant the Society of Antiquaries of London the right to process my personal data for the purposes of this image request and the effective management of our library’s image request service. For further information, please see our privacy policy.


                     Signed…………………………………………………………..   Date………………………………………….

Please return this form as an email attachment to images@sal.org.uk. Alternatively you can post it to the Society at:

The Society of Antiquaries of London
Burlington House
Piccadilly
London 
W1J 0BE

The Society of Antiquaries of London is a registered charity (charity no. 207237) and relies on donations from individuals, companies, trusts and foundations to support our work. All proceeds from image sales and licensing are used to support the work of the Society.

	FOR INTERNAL USE

       Permission granted
       Permission declined (please note reason)……………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………………………….

	Permission granted by:

	Date:
	Our invoice ref.



We request a fee of:
	£


(add a £5 fee to cover European and International Bank charges)

 A copy of the publication?  Y  / N                                         Two copies of the publication required (loans)?  Y  /  N              

	FOR PROVISION OF DIGITAL IMAGES

We request an additional fee of:
	£
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