The Filson Historical Society
Department of Photographs and Prints
Image Order Guidelines

To place an image order with the Department of Photographs and Prints, please use the guidelines given
below: Please note that due to the number of prior requests received by our department, the response time
can be variable. Please let us know if you need your item by a specific date.

All reproduction requests should be in writing and submitted via mail, fax, e-mail or in person.

1) IDENTIFICATION AND SHIPPING INFORMATION
Your Name
Your company’s/Institution’s name
Mailing Address
Telephone/Fax Number
E-mail Address
Preferred shipping method: US Mail, UPS/FedEXx, or pick up in person (UPS and FedEx will
require an additional fee).

2) PROJECT INFORMATION

Professional Use

(publication, advertising, exhibition, film, website, presentation, etc.)

Title

Author

Publisher/Producer
Publication/exhibition/broadcast use (inside text/editorial, book cover, advertising, public
display, commercial/educational)

Date(s) of intended publication, broadcast, exhibition or presentation.

Distribution (North America, Europe, Asia or World)

Language(s) in which it is to be published

Size and format of the final image. Please note at what dpi you would like your image scanned,

and if you prefer a TIFF file or JPEG file. Any image reproduced at over 600dpi will require

additional fees.

Personal Use
Your permission form will state that the image is to be used for personal use only. Any further use
will require a new permission form and the appropriate fees will be assessed.

Please be as specific as possible when making your image request; if you have access to a copy of the
image, please provide us with a photocopy or emailed copy and include the citation.

After we have received the above information, you will be provided with a price for your image
reproduction and use fees, if applicable. We will then e-mail, fax or mail a permission form and invoice to
you. We will require payment before the order is processed and must receive the signed, hard copy of the
permission form before your order can be mailed to you. Please note that we cannot email high-resolution
TIFF files. Normal turnaround time from receipt of payment to shipment is five to seven working days,
however special orders will require more time and may require an additional fee.

If you have any questions or need more information, please e-mail, fax or call our office.

The Filson Historical Society Robin Wallace, Special Collections Assistant
Photographs and Prints Department Wallace@filsonhistorical.org
1310 South Third Street Telephone: 502-635-5083

Louisville, KY 40208 Fax: 502-635-5086



