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ARCHIVES USER POLICY

The Kenosha County Historical Society collects, preserves and exhibits materials that document Kenosha County history between 1830 and the present. The KCHS manuscript and iconographic collections, housed in the Kenosha History Center archives, may be of interest to general researchers, to those engaged in family history searches, and to others with an interest in the history of specific local businesses and institutions.

Research Services

Members of the Kenosha County Historical Society will receive a 10% discount on these research services and photographic reproduction fees. Memberships at any level over $250.00 will receive a 25% discount on research services and photographic reproduction fees.

Members of the public are welcome to visit the archives to conduct their own research. Please call for open hours (archives open hours are more limited than the museum open hours). Appointments may be made with the Curator of Collections to accommodate patron’s scheduling needs. Research to be done by staff (defined as going into the collections themselves to provide information or copies) generally requires payment of a service fee in advance. The staff is unable to undertake research requests free of charge. A research fee of $25.00 per hour will be assessed for research requests (fee includes shipping & handling and 5 photocopies).

Researchers must send a letter stating precisely what they wish us to investigate, including the address to which a reply should be sent and a $25.00 check payable to “Kenosha County Historical Society”. Note that payment of the $25.00 research fee only ensures that we will undertake the research: we cannot guarantee that the information you request will actually be found in our collections.

We are usually able to perform research request and mail a reply with 4-6 weeks, depending upon fluctuations in the volume of requests and availability of staff. If you have not heard from us in more than 8 weeks, call 262-654-5770 x107.

At this time, the History Center is unable to accept or respond for help via email.

To send a request for research assistance, address your letter to:

Kenosha History Center

220-51st Place (Research request)

Kenosha, WI 53140 

A limited amount of reference help can be given over the telephone. If you have a simple question such as finding an address or defining a term, or if you would like general advice about where to turn for research, you can call staff during archives hours (Wed-Fri 2-4:30pm) at 262-654-5770 x107.

Permission Fees

Use of Kenosha History Center images in any medium requires written permission from the KHC. A fee will be charged for each image used. These fees are separate from and in addition to, photo duplication charges. Use fees for orders using multiple images may be negotiable.

**A Permission Request Form must be completed and Letter of Permission obtained from KHC prior to use of materials. **

All fees represent current costs and are subject to change. Please contact KHC staff for questions regarding uses fees.

Use fees listed are for one time use only unless otherwise noted.

Print Media






In-County
Out-of-County
Commercial Print Media/Editorial

Circulation

2,999 or less






   $15.00

$25.00

3,000 to 7,499






   $20.00

$40.00

7,500 to 29,999





   $60.00
          $100.00

30,000 to 49,999





   $90.00
          $125.00

50,000 to 99,999




             $100.00
          $200.00

100,000 to 150,000





 $125.00
          $250.00

Circulation greater than 150,00 copies requires negotiation

Cover jacket surcharge




   $75.00
          $200.00

Color surcharge





   $25.00

$50.00
Non-profit Media

2,999 or less






   $10.00
           $15.00

3,000 to 7,499






   $15.00                     $25.00

7,500 to 29,999





   $50.00                     $75.00 

Other Commercial Use

Advertising use requires negotiation



  

Display






   $30.00

$50.00

Television

Local markets, one time use




  $40.00

$60.00

Local markets, with repeats




  $80.00
          $120.00


Network/syndication/pay/cable, one time use 

  N/A                         $100.00

Network/syndication/pay/cable, with repeats 

  N/A

          $200.00

Video/Film/DVD


Sales/rental (regardless of format)



$50.00

          $100.00

Computer software/CD-ROM

CD-ROM only





Same fees as print media

CD-ROM multiple formats




Same fees as print media

World Wide Web

Commercial





           $100.00
         $200.00

Non-profit





             $10.00
           $20.00


Other Uses

Non-profit use






 $10.00                       $20.00

News Media






  no fee                       $10.00

Photographic Duplication Fee List

Use fees listed are for one time use only unless otherwise noted. The following apply to personal noncommercial usage. Special permission & restrictions apply to commercial usage.

A photographic KHC Reproduction Order Form must be completed when ordering reproduction. Unless otherwise specified, 8”x10” prints will be provided. All sales are final. Some material may not be available for public use. The user must assume all responsibility for questions of copyright that may arise in copying and in the use of copies. A signed Permission Request form must be completed for all public use. A Letter of Permission will be issued by the Kenosha History Center.

*Glass Plate Negative Collection may be accessed an additional handling fee.

Black and White or Color Photographic Prints

Study, Research, and Personal Use


Commercial Use_______________

5” x 7”
$24.00


5” x 7”
$57.00


8” x 10”
$28.00


8” x 10”
$61.00


11” x 14”
$38.00


11” x14”
$72.00


16” x 20”
$48.00


16” x 20”
$90.00


20” x 24”
$90.00 

20” x24”       $120.00
Other Media____________________________________________________________



35 mm color slide (minimum of 3 per order)
contact staff


Photocopies of images



$0.50


Scan to CD (CD included in price)


$22.50 per scan 

Additional Charges



____________________________________



Postage and handling



$5.00 by mail
Normal delivery time for reproduction services is 4 weeks. Large orders may require more than the standard 4-week delivery time. Consult with staff for delivery time before placing large orders. 

Additional fees will be accessed for rushed services

How to Order Photographic Reproductions

Follow the following steps below to order reproductions of images from the Kenosha History Center Web site, Collections, or sources or publications that credit the Kenosha History Center.

Step 1: Research

a. If you do know those exact images to order visit the KHC archives located at the KHC site or contact our staff for research assistance.

b. Identify the KHC image you wish to order.

Step 2: Order

a. Fill out Section A of KHC Reproduction Order Form. PHOTOCOPY extra copies if ordering more than two images. 

b. Please provide Id or negative number if available and description of image. 

c. Please provide a photocopy of the image. 

d. Review the Photograph Price List and record the “cost of the item” you wish to purchase on the order form.

e. Complete Section B of the form, including customer information.

f. Complete Section A “Cost of Order” section. 

Section A Order Subtotal(s): ___________________________________

Sum of “Cost of Item”, Rush fee, Postage & Handling, 

Include Permission Request Form and required fee(s)per item: ____________________________________________________________

g. Total Due: _____________________________________________________ If paying with a personal check or money order, make payable to Kenosha County Historical Society.

h. Sign and date the order, orders will not be processed without a signature authorizing the work and agreeing to terms.

i. Send your completed Forms to:

Kenosha History Center

Archives

220-51st Place

Kenosha, WI 53140


Please contact us for price and order information if you require larger or non-standard sizes not indicated on the Photograph Duplication Fee List. If you do not indicate print size on order form, 8” x 10” print will be provided.

Step 3: Delivery

Normal delivery time for reproduction services is four weeks from the date we receive your completed Reproduction Order Form. Contact staff for delivery time information before placing large orders.

Step 4: Using KHC images in publications, exhibits, advertising or other public use.


A standard Permission Request Form 

Ordering Image Reproductions

To order an image from the Kenosha History Center, complete KHS Reproduction Order Form. The following apply to personal noncommercial usage.

1. The Kenosha History Center retains all rights to reproduction(s), including the right to grant others permission to reproduce the photograph(s).

2. The images supplied by the Kenosha History Center are for personal use only.

3. I will not copy the requested photograph(s) in any form or means, nor will I allow others to do so.

4. I will not publish, reproduce, publicly display, or broadcast this material in any format without first obtaining permission from the Kenosha History Center.

5. I must submit a Permission Request Form to obtain permission for publication, broadcast or other public use of an image provided by the Kenosha History Center. I assume all responsibility for copyright or literary rights that may arise.

To order an image from the Kenosha History Center complete the KHC Reproduction order form section A & B, in addition to the Reproduction Agreement. If ordering more than two images, photocopy this blank before beginning to fill it in.

Both Sections A & B and the Reproduction Agreement and prepayment are required before an order will be accepted for processing.

Section A

Step 1: Image Desired______________________________________________________


Image ID or Negative (if known): ______________________________________


Provide title or brief description of the image: ____________________________


Collection Name or Photograph location (if known): _______________________

Step 2: How many copies of this image would you like us to make? _________________

Step 3: Product desired (circle only one): B/W Print
  Color Print
Slide 
Scan to CD  

Step 4: Print Size Desired (circle only one):
5x7
8x10
11x14
16x20
20x24  

Step 5: Print surface Desired (circle only one):
Matte

Glossy

Cost of Item 

Image(s) cost: ______________________________

                                    Rush cost: _________________________________




Postage & Handling Cost: ____________________

Subtotal: ____________________________________________________


  

Use reproduction price list to determine item cost

Step 1: Image Desired______________________________________________________


Image ID or Negative (if known): ______________________________________


Provide title or brief description of the image: ____________________________


Collection Name or Photograph location (if known): _______________________

Step 2: How many copies of this image would you like us to make? _________________

Step 3: Product desired (circle only one): B/W Print
  Color Print
Slide 
Scan to CD  

Step 4: Print Size Desired (circle only one):
5x7
8x10
11x14
16x20
20x24  

Step 5: Print surface Desired (circle only one):
Matte

Glossy

Cost of Item 

Image(s) cost: ______________________________

                                    Rush cost: _________________________________




Postage & Handling Cost: ____________________

Subtotal: ____________________________________________________

Section B
Use reproduction price list to determine item cost 

Person Requesting Reproduction Order

Name: __________________________________________________________________

Affiliation: ______________________________________________________________

Address: ________________________________________________________________

City: __________________________________ State: ______________ Zip: _________

County (WI resident only): ________________ E-mail: __________________________

Phone: (____) ____________________ Fax: (_____)_____________________________ 

Purpose or Use of Reproduction: _____________________________________________

Permission Request Form

In consideration of the Kenosha County History Society making such material available to me, it is understood and agreed that:

1. The materials and/or copies are furnished without representation or warranty as to any rights therein and the use thereof shall be entirely at my own risk.

2. I agree to pay the standard charges for any services that you may furnish me (including fee).

3. I hereby agree to defend and indemnify and save and hold, the Kenosha County Historical Society, their officers, and/or their employees or designates, harmless from and against all liability, including costs and expenses based on the violation of rights of ownership, infringement of copyright, or invasion of the rights of privacy, or laws of libel resulting from my use of such materials or copies furnished pursuant of hereto.

4. I will not use or authorize others to use the material or copies furnished me for any purpose whatsoever, including all forms of publication, except as specifically provided in this agreement, without obtaining the written consent of the Kenosha County Historical Society.

5. I agree to use any image provided without significantly altering it through conventional or electronic means. Altering the image beyond standard copying and resizing requires further discussion with the archive staff.

6. I will supply the following credit line when reproducing materials: Kenosha County Historical Society.  

7. I am authorized to enter into this agreement on behalf of the organization named below and enter into the agreement on behalf of that organization and of myself.

Name: ________________________________  Title: ___________________________

Company: ______________________________________________________________

Address: _______________________________________________________________

City: ___________________________________ State: ______________  Zip: _______

County: _________________________________ E-mail: ________________________

Phone: __________________________________ Fax: __________________________

Signature: _______________________________ Date: __________________________

Project Information:
Name/title of project: ______________________________________________________

Author/editor/director: _____________________________________________________

Estimated date of publication: _______________________________________________

Nonprofit / Tax Exempt number: _____________________________________________

Format (please check all that apply to your project):

(  ) Book/article
(  ) TV Broadcast
(  ) Video/Film/DVD
(  ) CD-ROM/Computer prog.

(  ) Website

(  ) Advertising
(  ) Exhibit
(  ) Other: _______________

Publisher/Production Company Information:

Company: _______________________________________________________________

Address: ________________________________________________________________

City: _________________________________ State: ________________ Zip: _________

Country: ______________________________ E-mail: ____________________________

Phone: ________________________________ Fax: ______________________________

Distribution Information (please check all that apply to your project):

Print Media:




Video/Film/DVD:

(  ) Cover
(  ) Local Market
  
(  ) Network/syndicate/cable

(  ) Color
(  ) North America

(  ) Any of the above, with repeats

(  ) Full page
(  ) World Wide

(  ) Less than full page

(  ) Reprint/reuse

Print run for first edition: _______________________________

* Please attach photocopies of all images used in the project*
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