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Patron Information* 
 
Name  ______________________________________________ Date _____________ 
 
Address ____________________________________________ Phone ____________ 
 
City ___________________________ State ____________________ Zip __________ 
 
Email _________________________________________________________________ 
 
Society Member?    ___________Yes   ___________ No 
 
I would like my response: _________Emailed ________Mailed ________I will pick it up 
 
Please check here if we have done research for you in the last 3 months ____________ 
 
* We will not respond without this information. It is needed for response & reporting purposes only. 

Research Information 
v Fee Schedule 
 
Membership Level Time Frame and Cost Time Frame and Cost 
Society Members 1-30 minutes are free 31+ minutes are $5.00 per 15 min. 
Non-Members $5.00 per 15 minutes  
Rush Orders $15.00 per 15 minutes  

 
o Research fees outlined above are for staff time and do not guarantee that relevant 

information will be found. You will be contacted concerning additional fees 
o Members receive 30 minutes free per year 
o Rush orders will be accepted at the discretion of the staff. Membership does not 

affect rush order prices. 
v Response Time Frame—from the date the request is received 

o Most inquiries will be answered within 10-15 business days. 
o Rush orders will be completed within 5-7 business days. 

v Other information 
o Photocopies (print or digital) are not included in the research cost. There is an 

additional charge for making copies. 
Time Frame Quote and Cost 
v To complete the research requested on page 2, the DMCHS estimates: 

 
Time frame ____________________ Cost $____________________ 

 
I have read the information above and agree to the listed charges. 
 
Patron Signature _______________________________________ Date ____________ 
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Research Topic 
 
 
 
 
 

v Approximate year or time period ___________________________________ 
 
v City or locality to search _________________________________________ 
 
v What specific information are you looking for_________________________ 
 
________________________________________________________________ 
 

For Staff Use Only 
 
Date Received _____________________ Researcher __________________________ 
 
Research Start Time _____________________  Stop Time ______________________ 
 
Source Searched 
 
Information Found 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
____________________________________________ 

Date patron was notified to pick up materials __________________________________ 

Date information emailed or mailed to patron __________________________________ 

Amount Paid $___________  Ck_______ Cash__________ CC__________ 

 Received by___________________                 Date_____________________ 
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Photo or Image Reproduction and Use Fees 
 

Like almost all museums, the Des Moines County Historical Society charges two kinds of fees for 
each reproduction of a photo or image from its collections: a “reproduction fee” and a “use fee.” 

The reproduction fee reflects the labor and materials cost of creating a copy of the photo or 
image. This one-time fee will vary according to the size and type of copy created and may also 
include extra charges for rush orders or additional staff research. 

The use fee is charged for permission to use the copy of the Museum’s original image one time, 
whether for personal or commercial purposes. Each subsequent use (for instance, a re-broadcast 
or new publication) will entail another use fee and agreement. 

For both kinds of fees, we distinguish between personal and non-profit use, such as display in 
your home or in a scholarly journal, and commercial use, such as display on commercial 
premises or publication as part of an article or advertisement. Determination of which fees apply 
in any given instance is at the discretion of Museum staff. 

All fees are in U.S. dollars and are charged per image, for a single use. Possession of a 
reproduced image from the Des Moines County Historical Society does not constitute 
permission to use it. Permission for use of images is governed by the DMCHS Photo Order and 
Use Agreement, which must be signed by the user as part of any photo or image order. 

Note: DMCHS does not supply digital reproductions of its images except directly to printers, 
publishers, or webmasters for commercial use. 

1. Non-profits: This includes the use of images for the purposes of research, exhibition, 
media presentation, Web sites or not-for-profit publication at the discretion of the Des 
Moines County Historical Society Executive Director. When used for exhibition, 
publication or media presentation, copyright notice shall appear within close proximity 
to read as follows: “Provided courtesy of the Des Moines County Historical Society, 
Burlington, IA.” One copy of any published work using images provided by DMCHS must 
be provided free of charge to the museum’s reference library. Note: If the format of the 
presentation (e.g. video) does not allow for the notice to be placed directly with the 
protected work, notice must be provided elsewhere in the presentation. 

2. Personal: All reproductions are based upon a one-time use only. Any subsequent 
reproduction and/or use are by permission only and subject to additional conditions and 
fees. 

3. Commercial: Any image(s) used in for-profit publications or on Web sites are subject to 
Copyright protection, and fees are based on agreed upon usage. Images or reproductions 
are not to be altered in any way. Rights granted for publication are not exclusive and the 
museum reserves the right to make image(s) available to others. One copy of any 
published work is to be provided free of charge to the museum’s reference library. 


