
Request for Reproduction Permission          
Please read the guidance notes before completing the form.

	Your details

	Name      
	Organisation      

	Address      

	     

	     

	Our Ref      
	Your Ref      

	Telephone      
	Email      


	Method of reproduction (the use)*

	Please tick one or more box – Publication   FORMCHECKBOX 
 / Report   FORMCHECKBOX 
 / Exhibition  FORMCHECKBOX 
  / TV / DVD / Film   FORMCHECKBOX 
 / Newspaper  FORMCHECKBOX 
  / Magazine   FORMCHECKBOX 
 / Internet  FORMCHECKBOX 
  / Other  FORMCHECKBOX 
  (please specify)      
Is the image to be used in a product designed for advertising purposes or on merchandise?  FORMCHECKBOX 
 (tick if Yes)

	Title      

	Author      
	Edition (e.g. 1stprint, 1st ebook)      
	Hardback/Paperback      

	Print run/Quantity      
	Retail price      
	Publication date      

	Publishers/Organisers      

	Rights required (see over)                               
	Duration of permission      

	Image size and position if printed reproduction (e.g. ½ page inside or front cover)      


*Please note we cannot issue permission unless we have full details of your intended use
Details of the information to be reproduced

	Images

	Reference number & subject
	Date taken

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


	Other information (e.g. plans, drawings, figures)

	Reference number, title of the plan or drawing, or other information to identify it and date (if known)

	     

	     

	

	     

	     

	     

	     


Request for Reproduction Permission

Guidance notes

Please read these notes carefully before completing the form – If you have any queries, please contact Archive Services for advice.
Your Details

Please give full details. The form should be completed by the person responsible for arranging reproduction and ensuring that the conditions of any permission are met.
Method of Reproduction

Please complete the details of use as appropriate. Edition should indicate 1st, 2nd, e-book etc. and hardback (hbk) or paperback (pbk) for books. Publication date should include the broadcast date for television programmes.  Please read the list of options below carefully before completing Rights Required. If the rights you require are not covered by those listed, please contact us for advice. 
	Rights (Territory)

	Book/Report (One Country, Single Language) 
	Magazine/Journal (World)

	Book/Report (World, Single Language)
	Television (UK Regional)

	Book/Report (World, All Languages)
	Television (One Country)

	Newspaper (National )
	Television (World)

	Newspaper (Regional )
	DVD (One Country)

	Magazine/Journal (One Country)
	DVD (World)


Details of the information to be reproduced

To process an application we have to check ownership of the image(s).To do this we need to identify the specific image(s) for which permission is sought. For photographic images, please give a print/negative reference, plus a description of the subject of the image. For buildings this should include the building name and location. Please include the date of the photograph. If you do not have a print/negative number, but have a copy of the image, please send it in with any details you have. If you wish to reproduce a plan or drawing, please include the title and date. If you’ve seen it in another publication this may help with identification. Lack of specific information may delay the processing of your request.

Please note: If you require a copy (e.g. a scan) of the image(s) to be reproduced, you will need to make a separate photographic order.  Contact Archive Services for details.

What happens next?

If we have all the details we require, we will check copyright and issue a formal permission. If we cannot issue permission for any reason we will contact you. The licence will be issued to the person named on this form. We will send it to you and ask you to check the details and, if they are correct, sign a copy and return it to us. If subsequent to submitting this form any details have changed, please contact us immediately. Permissions should not be altered in any way as this negates their validity. Permissions are issued subject to conditions.  Please read the conditions before signing the licence. Permissions should be signed and returned promptly prior to reproduction of the material.

Reproduction Fees

Historic England reserves the right to charge reproduction fees.  Any quote is based on the information given on the request form. Should any changes be made subsequently, the quote is no longer valid. If fees are applicable, an invoice will be forwarded by our Finance Department on issue of the permission. Payment should be made promptly. Should any image be reproduced prior to return of a signed licence, fees will be charged at a higher rate due to the need to expedite the application.

The reproduction fee does not include provision of a copy (e.g. a scan) of the item to be reproduced.
For further details please contact: Archive Services, Historic England, The Engine House, Fire Fly Avenue, Swindon, SN2 2EH, Telephone: 01793 414600, Email: archive@HistoricEngland.org.uk
