Smith College Special Collections
MEDIA DUPLICATION ORDER FORM

Date: Name:
Address:
Email: Phone:

Affiliation: [ ]Smith [ ] Five College [ ] Student [ ] Faculty [ ]Staff [ ] Other:

Use: [ ] Personal [ ] Smith Campus Event [ ] Exhibit [ ] Publication/film/website [ ] Other:

Special Collections Staff Only Inmagic Order Number: Taken by:
[ JCA [ ]SSC [ ] MRBR [ ]In-house [ ] Distance Request-Type:
Billing information for Interdepartmental Orders: Org/Fund # Acct. #

Notice: WARNING CONCERNING COPYRIGHT RESTRICTIONS

The copyright law of the United States (Title 17, U.S. code governs the making of reproductions of copyrighted
material. Under certain conditions specified in the law, libraries and archives are authorized to furnish a
reproduction. One of these specified conditions is that the 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 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 copying order if, in its judgment, fulfillment of the order would involve violation of
copyright law.

Smith College Special Collections makes this reproduction available for one time use. Copies may not be sold or
placed in other institutions. Smith College Special Collections reserves the right to request the return of copies
when the patron is finished with them. Copies may not be further duplicated. If media is to be published or
exhibited, the patron must clear permissions with all copyright holders.

I have read the above NOTICE and I hereby request duplication of each of the items described on
the back of this form. These materials are for my exclusive use, for the sole purpose of research or
study convenience. I understand that copyright is not conveyed with this copy and that I am
responsible for complying with the laws governing copyright and literary property rights.

Signature Date
Fees:
On site reproduction: $25
Off-site reproduction: At vendor cost
Existing Digital File: $15
Hardware (CD/DVD/Drive) At vendor cost
Rush fee (additional) Double original order costs
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Additional charges and delivery time apply for formats that must be outsourced for reproduction. This will be reflected on the invoice.

FLAG ITEMS TO BE COPIED AND LIST THEM HERE. PLEASE DO NOT PULL ITEMS FROM THE BOX. Staff use only

Item Collection Box Title/Description Copyright DB no. | No. of | Original Cost
(Accession #) items format

10

11

SELECT A DELIVERY METHOD: [ ] Web file sharing service ( no charge) [ ] File copied onto CD/DVD/Jump Drive

AN INVOICE WILL BE SENT AFTER THE TOTALS FOR THIS ORDER HAVE BEEN DETERMINED
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