Revised: 13 February 2012

Date: ___________________________

Job#: __________________________

REPRODUCTION ORDER FORM
NAME: _________________________________________________________________
ADDRESS: _____________________________________________________________
______________________________________________________________________
EMAIL:

________________________________________________________________

TELEPHONE: ___________________________________________________________
SHIPPING ACCOUNT NUMBER (if needed) ____________________________________
(FedEx, etc.)
1. Intended use: □ private study or research
□

publication (print, film, CD, DVD)

□

display or exhibit

□ blog

or online exhibit

2. Format Needed:
For digital reproductions, please note we do not provide retouching or resizing services.
File Type:
□ JPEG □ TIFF □ other: __________________________________________________________
Resolution (dpi)
□ 200

□ 300

□ 400

□ 600

□ other: __________________________________________________

3. Image delivery:
For digital reproductions, our usual practice is to post the image on the internet for a limited amount of
time, providing you with a URL for download. Will this delivery method be acceptable?
□ yes □ no □ other: __________________________________________________________
□ I will pick up my image(s) in McCain Library. □ Please mail /FedEx my images.

For USM affiliated persons:
For Student:
USM student empl ID __________________________
(Fees will be billed to your student account.)
For Faculty:
Dept. Budget String _____________________
Other USM affiliated persons, please submit copy of alumni card, Friends of the Library card, etc.
For Non-profits:
501c Tax ID _________________________________

Revised: 13 February 2012

If for display or exhibit, please fill out the following information.
Place of display/exhibit: ______________________________________________________________
Title of display/exhibit: _______________________________________________________________
Intended audience: _________________________________

Fee charged: _______________

Agency in charge of display/exhibit: ____________________________________________________
Projected display/exhibit dates: _______________________

If for publication, please fill out the following information and sign a “Notification of Intent to
Publish” agreement.
Author/Editor: ____________________________________

Number of copies: _________________

Title: ___________________________________________

Projected retail price: ______________

Publisher/Agency: ________________________________

Intended Audience: ________________

Projected publication or broadcast date: _______________

Distribution: ______________________

If for blog or online exhibit, please fill out the following information.
Blog URL: ______________________________________________________________
Title of blog/exhibit: _______________________________________________________________
Intended audience: _________________________________

Does your blog generate revenue through
the use of ads, subscriptions, or other
means? □ Yes □ No

Person(s) in charge of blog/exhibit: ____________________________________________________
Projected post/exhibit dates and title: _______________________

Revised: 13 February 2012

Please indicate the item you want digitized by describing it and providing any identifying
information, such as the collection name and number, the box and folder number, the call
number, the author, the edition number, the date, and/or the identifier, as it applies to the
particular item you want.
ITEM DESCRIPTION

Collection or Call #

Box #

Folder #

IDENTIFIER

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 photocopy or other reproduction. One of these
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 to accept a duplication order if, in its judgment, fulfillment of
the order would involve violation of copyright law.

SPECIAL COLLECTIONS PERSONNEL USE ONLY:
Patron type:
□ Internal
□ External

Unit:
□ de Grummond
□ Archives & Manuscripts
rd
□ 3 floor

Total Docs: ____

Total Scans: _____

Filesize:

____ New

____ New

MB

____ Existing

____ Existing

GB

Fees charged:
□ Invoice submitted on _______________

$25 research fee charged: □ yes □ no

$____________

□ Images delivered on _______________
via: □ Fed-Ex CD
□ mailed CD □ CD for pickup
□ e-mail
□ internet
□ Payment received on _______________

Pub. fee: $ ____ / image X ___ images

$____________

Repro. fee: $ ___ / image X ___ images

$____________

Other fees for ______________________

$____________

Total: $____________
Special instructions:

