Reproduction Request Form
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Researcher information:

Name:

Department:

Address:

Contact at:

(Telephone, fax, or e-mail)

Material to be reproduced:

Collection:

ltems:

(Please use the space provided on page 3 of this form if you need more room)

Purpose of reproductions:
(Examples: private research; class project; print publication; webpage; physical exhibition; etc.)

Method of reproduction:

o Photocopy

o Scan If known, provide desired resolution and file type:

(Default is 300 dpi jpeg)
Delivery:
Needed by (date)

Rush orders (less than two business days) may necessitate an extra fee.
o Pick up (8am-5pm Mon-Fri except holidays)

o Send via (circle one): US Mail Campus Mail Fax Email

A signature below indicates researcher agreement with Copyright and payment terms listed on Page 2.

Researcher Signature:

Internal Use Only: Filled by Delivered by on

(date)




NOTICE WARNING CONCERNING COPYRIGHT RESTRICTIONS

The copyright law of the United States (Title 17, United States Code) governs the making of
photocopies or other reproductions of copyrighted material.

Under certain conditions specified in the law, libraries and archives are authorized to furnish
a photocopy or other reproduction. One of the specific conditions is that the photocopy or
reproduction is not to be "used for any purpose other than private study, scholarship, or
research." If a user makes a request for, or later uses, a photocopy or reproduction for
purposes in excess of "fair use," that user may be liable for copyright infringement.

This institution reserves the right to refuse a copying order if, in its judgment, fulfilment of
the order would involve violation of copyright law.

FEES FOR REPRODUCTION

Photocopies: $0.10 per each 8.5"x11" or 8.5"x14" sheet of paper

$0.20 for each 11"x17" sheet of paper
Scans: $1 per scan, first five scans free for university-related uses
Materials: $3 per CD, $2 per print (up to 8.5x11), $4 per print (up to 11x17)
Shipping: $5 within the continental US, $10.00 international
Rush Fee: $10 may be charged if less than two working days
Other fees: $10 may be charged if more than 30 min. digital clean-up required

Checks should be made out to Jackson Library Photocopy Fund and sent to:

University Archives & Manuscripts
Jackson Library, UNCG

P.O. Box 26170

Greensboro, NC 27402-6170

Total cost: $ Payment method: o Cash o Check o Other

PREFERRED CITATION
Materials used from any of our collections should be fully credited with the source:

[Identification of item, Collection Title, Collection Number.] Martha Blakeney Hodges Special
Collections and University Archives, University of North Carolina at Greensboro.

OTHER INSTITUTIONAL POLICIES

We will only copy a maximum of 10% of any collection or volume.
We reserve the right to refuse any reproduction requests for items judged too fragile.
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