PACA Legal Guide 12/06 Overview of Legacy Analog forms


These remaining forms are legacy form from the time before digital files, the internet and when all images we delivered to the stock library in the form of original transparencies or film, and the film was leased directly to the client, or used to make duplicate slides. If you still accept original film (irreplaceable material) you should use these forms as a guide to avoid liability for any loss, damage or inability to return original material. 

CONTRIBUTOR’S MAILING REQUEST AND INSTRUCTION FORM 

This form should be sent at the time any contributor submits material to you for editing whether a contract contributor or not. A file for each Contributor should be created. A duplicate of any document sent (both front and back) should be retained by you for your files. The terms on the reverse side limits your liability with respect to such submissions.

This form is primarily for the receipt of physical material. If you accept digital submissions of material, make sure you have “image submission guidelines” that the Contributor agrees to follow. While you do not have liability for loss or damage to original artwork, it remains important to keep track of images submitted and accepted by each contributor.

DE
CONTRIBUTOR’S MAILING REQUEST AND INSTRUCTION FORM

	To:
	     

	
	     

	
	     

	
	     

	Date:
	     

	
	


Because of the volume of images being submitted to us for editing by contributors from the U.S.A. and other countries of the world, our insurance carriers insist that we return all images by a reliable courier with a receipted method, insured for the amount permitted and obtainable, except where another form of return is requested by you, in writing, and payment made to us in advance of shipping.

	 FORMCHECKBOX 


	First Class Priority

	 FORMCHECKBOX 


	Air Mail

	 FORMCHECKBOX 


	U.P.S.

	 FORMCHECKBOX 


	First Class Priority

	 FORMCHECKBOX 


	Registered

	 FORMCHECKBOX 


	Certified

	 FORMCHECKBOX 


	Federal Express

	 FORMCHECKBOX 


	Parcel Post

	 FORMCHECKBOX 


	Insured for $

	 FORMCHECKBOX 


	Other (explain) 

	
	     

	     
	Notification Number

	
	


Note:

[     ] courier-pack is about $ [     ] for less than three pounds.

It is important that you state how much insurance is needed on your images.

Your images cannot be returned to you until we receive this completed and signed mailing instruction form along with your check, money order or stamps. No cash please. Thank you.

	Date of Request:
	     

	Amount Enclosed:
	     

	Owner’s Signature:
	     

	
	


The terms and conditions set forth on the reverse side are deemed incorporated herein and made a part hereof.
SU




SUBJECT TO TERMS BELOW

1. 
[Company, Inc.], known hereafter as [“Company”] its employees, agents, assigns or independent contractors employed by it, accepts no liability with respect to loss or damage of any original color transparencies, negatives, positive prints, contacts, printed samples, digital media, video, motion picture or any other materials delivered or submitted by you or your messenger, carrier, or assigns, or through the U.S. Mail, except where caused by [Company], or its employees, sole gross and willful negligence. In any event, the limit of [Company] liability shall be One Hundred ($l00.00) Dollars, for any such loss or damage.

2. 
If a detailed inventory listing and count of all items delivered or submitted is not provided, in duplicate, at the time of delivery or submission, then any discrepancy on returns is waived by you, and [Company], its employees, agents, assigns, or independent contractors employed by it, accepts no responsibility or liability therein.

3.
Any and all claims must be made within thirty (30) Days from the date of accrual.

4. 
It is agreed and understood that the delivery and submission of all materials herein is totally unsolicited by [Company].

5. 
Any and all controversies, claims, or disputes are to be litigated solely in the State of [     ], City of 

[     ], U.S.A.

6. 
No amendments, changes, or modification of terms are to be had unless in writing and signed by the parties to be charged.

7. 
Any and all edited and/or rejected original color transparencies, negatives, positive prints, contacts, printed samples, digital media, video, motion picture or other materials, where necessary, will be returned to you by a reliable courier with a receipted method and insured for the amount permitted and available, except where another form of return is requested by you in writing and payment made, in advance, to [Company].

8. 
For [Company's] contract Contributors, the above terms shall not detract from or supersede the provisions of the Contributor Agreement digital media, video, motion picture which shall remain in force and effect.
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