
Sacramento Room 
Order for Digital Scans 

Date 
Sacramento Room
Sacramento Public Library
828 I Street Sacramento, CA 95814 

TEL: (916) 264-2793 
FAX: (916) 264-2884 

COPYRIGHT RESTRICTIONS:  The requested materials shall not be used for any purpose other than private study, 
scholarship or research.  No copyright licenses have been conferred herein by the Sacramento Public Library for any 
intellectual property owned by the Sacramento Public Library or other third parties. Use of the requested materials 
may be subject to U.S. and international copyright laws.  Users of the materials are responsible for obtaining 
permission from copyright owners in order to commercially exploit the materials. 

I agree to indemnify and hold harmless the Sacramento Public Library, its agents and employees from and against 
any and all claims, demands, proceedings, costs and expenses arising from my use of the materials. 

I have read and agree to abide by the terms and conditions specified on the front and back of this form. 

Signature Date 

Name:   Phone: 

Street:   Email: 

City/State: 

Catalog Number Description 
TIFF/JPEG 

Glossy/Matte 

#  scans 
300dpi 
($10) 

# prints 
8 ½ x 11” 

($15) Price 

Total image fee 

Rush (2x total image fee) 

CD ($5) 

Shipping ($3) 

Total 



ORDER SUBMISSION: 
Orders are placed by submitting a completed and signed order form to the address indicated on the front of the 
order form.  The form may be submitted in-person, by fax or via email.   
 
PAYMENT: 
Payment is due upon receipt of the order form and may be paid by cash or check.   Payment must be received 
before the order is processed.   
 
CITATION:  
Please attach the following citation to each image: From the Special Collections of the Sacramento Public Library. 
 
PUBLICATION/COMMERCIAL USE: 
The images provided for this order may be used only for private study, scholarship, or research. If you wish to use 
the images in a publication or for other commercial use, you must receive permission from the copyright owner; 
the Sacramento Room cannot grant this permission.  If the copyright status is known, the information is included 
with the order. 
 
SCANNING AND PRINTING SPECIFICATIONS: 
Some materials may be deemed too fragile or too large to scan. Digital scans are captured at original size and a 
resolution of 300dpi.  Prints are printed using an Epson 1400 Photo Printer on matte or glossy 8 ½ x 11” photo 
paper. 
 
TURNAROUND TIME AND DELIVERY: 
Orders should generally ship within two weeks of the order submission, and rush orders should ship within 2-3 
days.  Lengthy or complex orders may require more time to process.  All orders not picked up in-person will be 
shipped via standard U.S. Mail. 
 
RETURNS AND REFUNDS: 
The provided order should meet the scanning and printing specifications outlined above.  The Sacramento Public 
Library will not process returns of any ordered scans or prints, nor will the library issue refunds or credits. 
 


