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Archives Reproduction Request Form

Request:

Date of Request:

Received by (name of staff member):

Method of Request (phone/email/in-person):

Patron Name:

Patron Email:

Patron Phone:

Reproduction Purpose:

Book or article publication Web/Online
Exhibition Personal, educational, research
Film, television or video Other

Reproduction Type:

Photocopy: b&w color

Scan: Specifications:

Cell phone image taken by patron

Other

Item(s) Identification & Description:
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Archives
Regulations Regarding Reproductions

o A completed Reproduction Request Form is required for all reproductions of PTPL archival
materials.

e Some archival materials may not be able to be copied because of their fragile condition.

e PTPL's reproduction of materials does not constitute or include: the rights to publish, reproduce,
transfer, create derivative works, distribute, perform, publicly display, exhibit, or offer for sale any
material, or a portion thereof, subject to copyright in excess of fair use, as defined by copyright
law, without the express permission of the copyright holder. The requestor is solely responsible
for determining the copyright status. PTPL is not liable for a requestor’s use of materials in excess
of copyright law.

e PTPL's provision of a reproduction does not constitute permission of the copyright holder and is
not a substitute for the requestor’s diligent compliance with all applicable copyright
requirements. To obtain permission for the one-time use of a copied item, please complete a
PTPL Archives Single Use License Agreement.

e Personal cameras with no flash may be used with no fee by researchers for personal or research
purposes, in compliance with fair use.

¢ All photocopying, scanning, and digitization may only be done by PTPL Archives staff. Rush
orders are not accepted.

e Each requestor must pay all relevant reproduction fees at the time of the request.

e All reproduced materials must be cited and attributed to the PTPL Archives. Please caption/cite
the item(s) as follows: Peters Township Public Library Archives, [Collection Number] [Collection
Name]. For example: Peters Township Public Library Archives, MS 2024.003 Rankin family papers

| have read the above Regulations Regarding Reproductions. | understand the regulations and
agree to comply with them. | further understand that failure to comply with any of the terms and
conditions may result in the revocation of my research privileges.

Signature Date
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PTPL Archives Reproduction Fees

Photocopies:

e Black & white copies: $0.10 per page
e Color copies: $0.50 per page

Up to 10 copies will be provided while you wait. 11 or more copies will be available in 5-10
business days. All photocopies must be picked up in person.*or mailing fee?

Digital Scans:

Color scans up to 9" x 12"
e $5.00 set-up fee per order
e $2.00 per scan

Fee includes email transmission of the scan. Scans can be provided on a patron-
provided USB drive at no extra cost or on a PTPL USB drive for a $5.00 fee.

Existing Digital Files:

o $1.00 per file
Fee includes email transmission of the scan. Scans can be provided on a patron-

provided USB drive at no extra cost or on a PTPL USB drive for a $5.00 fee.
Audiovisual Materials:

PTPL Archives currently has no way to convert audio or video originals of its holdings to
a digital format.
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