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Archives Reading Room 
*IMAGE REPRODUCTION ORDER FORM 

Tel: +65 63327909 Fax:+65 63323238 
* Image includes a photograph/ slide/ negative/ poster/ or any image. 

AGREEMENT BY REQUESTOR AND USER 
 

1. I having cognisance of the terms and conditions stated in http://www.a2o.com.sg/picas/public/internetSearch/Ordering.jsp  wish to  
 
obtain copies of the images described in Annex 1 for the purpose of :  
 
 

   

 and the context in which the  images or records will be used is: 
  

 

 
 
 
 
 

 
 
Date of Event/ Production/ Release/ Broadcast : 
 

If I am not the end user, I declare that I have the expressed agreement of the end user to accept on his/her behalf, the terms and 
conditions governing this order as stipulated by the National Archives of Singapore (NAS). I will submit proof of appointment by the 
end user to NAS with this order form. I and the end user hereby agree to comply with this agreement. 

   

3. I undertake to deposit 2 copies of the media in which the images have been reproduced 2 weeks from the date of production.                
I agree that the deposited copies may be made available for public reference at the Archives Reading Room.  

  

4. I hereby undertake to use the images in a respectful manner and assume all responsibility for their use. I agree that the user of the 
images and I will be responsible for dealing with any public or other enquiry or feedback on the use of the images and the said 
user and I will inform the public promptly should the situation arise. 

.  

5. 
 
 
 
6. 

I am fully aware that my order is processed only after written permission for use and reproduction has been obtained by me or on 
behalf of the user from all concerned. In my application for clearance I will state that the user and I agree that NAS will not be 
responsible for dealing with any public or other enquiry or feedback on the use of the images.  
 
I will not distribute or reuse the images except with written permission from the NAS. I agree that the copies of images provided to 
me  will only be used for the specific purpose stated in the order form and that I will ensure the copies will not be retained or stored 
in any media and will be destroyed/deleted after the stated purpose has been served. 

7. Orders will be processed only when full payment has been made. Orders must be collected within 3 months from the date of 
 order and uncollected reproductions will be destroyed without any refund or notice. An order automatically expires if payment is not 

received within 21 days of the date stated below. 
  

9. Payment may be made in cash, NETs (both at the Archives Reading Room), or cheque made payable to NATIONAL HERITAGE 
BOARD, addressed to National Archives of Singapore, 1 Canning Rise, Singapore 179868, Attention: Archives Reading Room 
Manager. Please see overleaf for the reproduction cost. 

  

10. 
 
11.  

I will check the copies provided upon collection and agree that no changes will be allowed after collection.  
 
I will acknowledge NAS and the relevant private individual(s) or organisation(s), by depicting credit lines as given by NAS,  
next to the images. 

  
 

Name : 
  Contact No. (H) :  (O):  

From 
Organisation 

: 
  Email Address : 

 

Address :   Signature : 
 

  
  Date  :  

 
Acting For 

 
: 

 

This Form and Annex 1 is to be faxed to +65 6332 3238 or emailed to nhb_nasreg@nhb.gov.sg 
 

FOR OFFICIAL USE 

Completed form is received by :        on (Date) 

Handed over to :    on (Date) 

Checked & Processed by :  

Finalised Order :  

 

Order No. 

(Please indicate chapter, etc and illustrate how images are used within the chapter, etc) 

2. 

(state details e.g. title of project clearly) 

http://www.a2o.com.sg/picas/public/internetSearch/Ordering.jsp
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Archival and Administrative Fees will be levied in addition to Reproduction Cost; the fees levied depending on how the 
reproductions are used. For usage not covered in the descriptions of Type 1 or 2 below, NAS will advise upon receipt of your 
order form and such usage will be charged at either the Type 1 or 2 rate.  

 
Archival and Administrative Fees: 
 
Type 1:  Administrative fee at S$50.00 (exclusive of GST) per photograph/image/record, per usage applies to the use 
of archival materials for educational or cultural activities, whether for informational or illustrative purposes in 
publications, newsletters, television programmes and for display. 
 
Type 2:  Archival and Administrative fee at S$500.00 (exclusive of GST) per photograph/image/record, per usage 
applies to the use of archival materials for product development or commercial use, including in all forms of 
merchandising, broadcast programme that is not public service type, display in businesses and advertisements.    
 

 

Reproduction Cost 
 

Size Price Per Copy 
(Exclusive of GST) 

4R S$1.30 

5R S$3.30 

6R S$4.50 

8R  S$10.00 

10” x 12” S$15.00 

10” x 15” S$15.00 

11” x 14” / 12” x 18” / 15” x 12” / A3 S$25.00 

16” x 20” S$31.00 

20” x 24” / 16” x 24” / A2 S$40.00 

20” x 30” S$55.00 

30” x 40” / A1 S$112.00 

40” x 50” / A0 S$190.00 

40” x 60” S$218.50 

 

     
 
 

What You Should Know Before You Place Your Order 
 

1. Photographic negatives in the National Archives of Singapore (NAS) come from many sources and vary 
considerably in technical quality. The fee for regular service provides the purchaser with a photographic print of 
custom (not exhibition) quality. It does not provide for special paper or special effects, nor does it guarantee a 
print identical to the file print. 

 
2. NAS will print the entire negative surface of an image reproduction order. Hence, images reproduced may differ 

from the reference copy.  
 
3. 4 working days are required for the reproduction of images no larger than 8R size and not more than 8 copies 

per order. Bulk orders of more than 8 images might take longer, depending on the number of copies ordered. 
 
4. We seek your kind understanding of any slow-down in meeting orders for images should the Archives Reading 

Room experience a high volume of reproduction orders. 
 
 

 

Archives Reading Room 
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IMAGES REQUESTED         Annex 1  
 
This Annex is part of the Image Reproduction Order Form and must be submitted with the Form. 
 
Please refer to http://www.a2o.com.sg/picas/public/internetSearch/Ordering.jsp and read the section on “Copyright 
and Access Conditions” before you complete this Annex. Images required are to be stated in the tables below. Please 
insert rows to the table if the number of rows is insufficient. One row is to be used for one image. If the Media and 
Image numbers are not available, please indicate the accession or negative numbers of the image.  
 
 

1. Please state in table below, the images indicated with access condition: VIEWING PERMITTED. USE AND 
REPRODUCTION ONLY WITH PERMISSION.   
 

Media and Image/Accession/Negative 
Number 

Source  Size  No. of 
Copies 

    

    

    

    

    

 
 

2. Please state in table below, the images indicated with access condition: VIEWING PERMITTED. USE AND 
REPRODUCTION REQUIRE WRITTEN PERMISSION FROM DEPOSITOR/DONOR.  
 

Media and Image/Accession/Negative 
Number 

Source  Size  No. of 
Copies 

    

    

    

    

For items in this table, please refer to http://www.a2o.com.sg/picas/public/internetSearch/Ordering.jsp and 
read section on “Some Points Regarding Usage” before you submit your application. To seek permission  
from depositor / donor, please refer to “Template For Application To Copyright Owner/Source For Permission”. 

 
 
 

3. Please state in table below, the images indicated with access condition: VIEWING PERMITTED. 
COMMERCIAL USE AND REPRODUCTION REQUIRE WRITTEN PERMISSION FROM 
DEPOSITOR/DONOR.  

 

Media and Image/Accession/Negative 
Number 

Source  Size  No. of 
Copies 

    

    

    

    

For items in this table, please refer to http://www.a2o.com.sg/picas/public/internetSearch/Ordering.jsp and 
read section on “Some Points Regarding Usage” before you submit your application.  

 
 
 

4. For images indicated with access condition: APPLICATION FOR USE (AND REQUEST FOR COPIES) HAS 
TO BE MADE DIRECTLY WITH SOURCE/TRANSFERRING AGENCY, you will need to directly contact the 
source or copyright owner to obtain copies of the images.  

 
Please refer to http://www.a2o.com.sg/picas/public/internetSearch/Ordering.jsp and read section on “List of 
Copyright Owners/Sources” for the list of copyright owners or sources.  

 

http://www.a2o.com.sg/picas/public/internetSearch/Ordering.jsp
http://www.a2o.com.sg/picas/public/internetSearch/Ordering.jsp
http://www.a2o.com.sg/picas/public/internetSearch/Ordering.jsp#template
http://www.a2o.com.sg/picas/public/internetSearch/Ordering.jsp
http://www.a2o.com.sg/picas/public/internetSearch/Ordering.jsp

