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Spartanburg County Public Libraries Digital 
Collections Image Reproduction and Usage Request 

Name: 

Institution or Company: 

Address: 

City: State: Zip Code: 

Phone: Email: 

Purpose of Image Request: 

Individual Use: 10 free images per month, $10.00 per image for any additional images 

Commercial Use: $10.00 per image 

Educational Use: Unlimited Free images 

File Name (located at the 
bottom of the image 
page) 

Item Name DPI (see 
Image Quality 
on next page) 

JPEG or 
TIFF 

Fee 

          Total Due: ___________ 



Last edited: 2/19/2024 (HG) 
 

    

 

Citation: Proper credit must accompany all SCPL items.  Please credit as “From the collections of the Spartanburg County 
Public Libraries” unless otherwise specified.  
 
Payment: Payment must be received before an image request can be fulfilled. Patrons can pay via cash, check, or credit 
card. Checks should be made out to Spartanburg County Public Libraries. Cash and check can be mailed to: SCPL, 
Kennedy Room, 151 S. Church St., Spartanburg, SC 29306. Credit cards can only be used to pay if physically at the 
Headquarters library.   
 
Publication: Permission is granted for non-exclusive one-time use only.  Material may not be re-used without the 
written permission of the Spartanburg County Public Libraries. Permission to publish is contingent upon receipt of this 
form. SCPL requests one copy of the final published item. Mail to: SCPL, Kennedy Room, 151 S. Church St., Spartanburg, 
SC 29306. 
   
Image Quality: Our current standards are that books are scanned at 300 dpi, photographs at 600 dpi, and negatives at 
1200 dpi. DPI, or dots per inch, is a way to measure resolution with 600 being the standard for high resolution. Staff will 
try to accommodate specific resolution requests, but due to not owning all of the items on our website, some items are 
not able to be rescanned and must be accepted as is. Please consult with staff if you have a question regarding on what 
dpi to request.  

Notice Concerning Copyright Restrictions: The copyright law of the United States (Title 17, U. S. Code) governs the 
making of photocopies of other reproductions of copyrighted material. Under certain conditions specified in the law, 
libraries and archives are authorized to furnish a photocopy or other reproduction. One of these specified conditions is 
that the photocopy or reproduction is not to be “used for any purpose other than private study, scholarship, or 
research.” If a user makes a request for, or later uses, a photocopy or reproduction for purposes in excess of “fair use,” 
that user may be liable for copyright infringement.  This institution reserves the right to refuse to accept a copying order, 
if, in its judgment, fulfillment of the order would involve violation of copyright law. The user is solely responsible for 
determining whether the use of any image requires the permission of any other person or entity and is responsible for 
paying any associated fees.  

Returns and Refunds: The Spartanburg County Public Libraries will not process returns of any ordered scans, nor will the 
library issue refunds.  

 

Signature: _____________________________________________                              Date: _______________________         

 

 

For Staff Use Only: 

Date Received: _____________________________                   Payment Received: _________________________ 

Staff Assigned: _____________________________                    Date Completed: ___________________________  
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