
 

PERMISSION TO REPRODUCE COPIES 
IN NON-ELECTRONIC FORMAT 

 

 77 Raingate Street, Bury St Edmunds, IP33 2AR Tel 01284 352352  Email Bury.ro@libher.suffolkcc.gov.uk 
 Gatacre Road, Ipswich, Suffolk, IP1 2LQ         Tel 01473 584541  Email Ipswich.ro@libher.suffolkcc.gov.uk 
 Central Library, Clapham Road, Lowestoft, NR32 1DR Tel 01502 405357  Email Lowestoft.ro@libher.suffolkcc.gov.uk 

A CONTACT DETAILS 
Name  Organisation  
Address  
Telephone  Email  
I hereby apply for permission to use the copies listed below in the following publication 

 
B ITEMS REQUIRED (Please allow 28 days for delivery) 
Reference Description Type of copy Fee 
   £ 
   £ 
   £ 
   £ 
   £ 
   £ 
   £ 
   £ 
   £ 
   £ 
Total item fees £ 

 
C USE (please tick) D PUBLICATION DETAILS (not applicable if for research / private study) 

Book, periodical, journal,  Title of publication   
part-work Language(s) (please tick one)  English  Other ________ 

 Newspaper, magazine Territory (please tick one)  One country1  Worldwide 
 Exhibition use 1 If in English – includes UK only; UK, Commonwealth and Canada; USA only; or UK and USA 
 Printed items (poster, card, etc) Colour or B&W (please tick one)  Colour  Black & White 
 Promotional/advertising use Print run or production run  
 Research / private study Publication or product type  
 Other (please specify below) Start date of licence  

 Size/format of copy  
 Fee charged for access  

 Total reproduction fees £ 
 

E FEES 
Item fees (B) £ Publication fees (D) £ VAT £ Total fees £ 

 
F DECLARATION      
I declare that I have read and accept the terms overleaf. 

Signed2  
2 This must be the signature of the person making the request. A 
stamped or typewritten signature of an agent is NOT acceptable 

Print name  Date  
Permission is granted for use in accordance with the terms and conditions (overleaf) 

Signed on behalf of SCC  Date  

Print name  Designation  
 

 



 

TERMS AND CONDITIONS 

 

FORM 12 

  

Suffolk Record Office (“the Licensor”) agrees to grant a 
non-exclusive, one time use licence for the territory 
specified to the person or company named overleaf 
(“the Licensee”) to do the following:  

1. to record and store the photographic images 
described overleaf (“the Licensed Images”) in 
digital electronic form: and  

2. where the appropriate fee is paid, to reproduce 
the Licensed Images on the electronic product 
described overleaf until the expiry of the two 
year term specified overleaf: 

 
The Licence is subject to the following conditions: 
 

3. Any unauthorised reproduction, broadcast, 
dissemination, performance, rental, hire, lease, 
lending or making available to the public (other 
than for uses permitted under this licence) of 
the Licensor’s copyright images constitutes an 
infringement of rights, rendering those 
responsible liable for the payment of additional 
fees, in addition to statutory damages if 
appropriate 

 
4. Before permission can be granted by the 

Licensor for the material described overleaf to 
be used, the copyright situation and any 
restrictions levied by the owners of the material 
will need to be clarified 

 
5. The Licensee will be responsible for obtaining 

any necessary consent to use the Licensed 
Image from the owners of any copyright, rights 
in the nature of copyright or other intellectual 
property rights in the materials depicted in the 
Licensed Images other than those that the 
Licensor owns itself or can secure on behalf of 
the Licensee. The Licensor is under no 
commitment to secure rights on behalf of the 
Licensee.  

 
6. The Licensor  will take reasonable endeavours 

to provide the contact details or forward 
requests for permission on to rights holders 
and other parties with whom permission must 
be cleared. The Licensor is under no 
commitment to provide any of this information 

 
7. The Licensee will indemnify the Licensor 

against any claim, loss or damages made 
against it should the Licensees fail to obtain 
such consent or abide by the terms of such 
consent. 

 

8. The Licensee must credit all the Licensed 
Images with the following credit line 
together with the name of the author and  
any publication information, as follows: 

 
Reproduced by kind permission of Suffolk Record 
Office, [insert branch location here] branch 

[Full reference of image to go here] 

9. The Licencee will take all reasonable steps 
to prevent unauthorised access, extraction 
or storage of the Licensed Images. 

10. The cropping, reversing or manipulation of 
images is not allowed without the prior 
express written permission of the Licensor, 
and any such alterations to the presentation 
of an image must be acknowledged 
alongside the image, as agreed in writing 
by the Licensor. 

11. Failure to credit or reproduce the images 
correctly will render the Licensor liable to 
payment of additional fees. 

12. The Licensee indemnifies the Licensor 
against damages as a result of 
unauthorised or defamatory use of the 
pictures. 

13. All copyright, rights in the nature of 
copyright, Publication Right and all other 
intellectual property rights worldwide in the 
Licensed Images as photographed by the 
Licensor are reserved to Suffolk Record 
Office.  

14. On publication of the Licensed Product, all 
digital copies of the Licensed Images, other 
than those on master disk, are to be 
destroyed. 

15. This licence is non-transferable and 
Licensees are responsible for ensuring that 
any manufacturer, distributor or provider of 
the Licensed Product will be bound by 
these terms and conditions 

16. Licences shall be governed by and 
interpreted in all aspects under the laws of 
England and Wales and shall be subject to 
the jurisdiction of the courts of England and 
Wales 

 
In consideration of this licence: 

 
17. The Licensee agrees to pay the Licensor 
the appropriate charges. 
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