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DUPLICATION REQUEST FORM

Please print carefully:
     Name: ____________________________________________________________________________________
     Address: _____________________________________________________ State: _______ ZIP: ____________
     Phone #: ____________________________ E-mail: _______________________________________________
ARCHIVAL COLLECTIONS
    Collection title: _________________________________________________ Collection #: _________________
    Box number(s): ______________________  Pictorial Collection item numbers: __________________________
    __________________________________________________________________________________________

BOOKS or PERIODICALS
     Title: _____________________________________________ Page #(s): _______________________________
· Please use paper flags to indicate materials to be copied.  Leave all materials in their respective folders and boxes.

· The CSWR reserves the right to decline to copy any materials that might be harmed in the copy process or where there are donor or copyright restrictions against providing copies.
· Duplication of materials is not an authorization to publish.  Users assume all responsibility for conforming with copyright laws and conventions, libel laws and individuals’ rights to privacy, and for the literary property rights that may be involved with the use of any CSWR materials.  

I will defend and hold harmless the Center for Southwest Research and the University of New Mexico, its board of regents, its officers, employees and agents against all claims, demands, costs, and expenses including attorneys’ fees incurred by copyright infringements or any other legal or regulatory cause of action arising from use of CSWR materials.

I have read the above and agree to abide by these restrictions:

Signature of Patron_________________________________________________ Date: _______________________
Approved by ARR Reference Staff : ___________________________________ Date: ______________________
If you intend to publish this material, please request the form
“Notification of Intent to Publish.”
Charges and Mailing Information

· Copies will generally be ready within one week; large or complex jobs may take additional time.

· Call 277-6451 to check the status of your request. 
· Prices shown are for each item.


TOTALS
PHOTOCOPIES









      
Manuscript/book pages  


# of pages  ______
x  25 cents each

      __________

Photographs (front and back)


# of photos ______
x  50 cents each

      __________

Color copies




# of pages   ______
x  $2 each

      __________
SCANNING
(Please note any special instructions below. Ask reference person about scanning slides or negatives.)
____ High resolution, 600 dpi, tif (unless otherwise specified). On CD only.
____ Low resolution, 90 dpi, jpeg.  (Select one):  via E-mail ____ or on CD ____



Scanning Totals:
# of images _____
x  $2 each

      __________

CD fee


    $5


      __________

SPECIAL INSTRUCTIONS (attach additional sheet if needed): _________________

______________________________________________________________________

______________________________________________________________________
MAILING OR PICK-UP INFORMATION:

______ Pick up at CSWR (phone # or E-mail for notification): _________________________
       ​​​

______ Mail:  ___ Library rate ($5.00) or  ___First class ($7.50).  Charge is per 100 pages.
    _________

UPS or FedEx (materials will be sent collect to established accounts only):

______ UPS    ______ FedEx 
  Account # ________________________________________









TOTAL CHARGES:   $ _________

UNM DEPARTMENT BILLING:

Department Name: ____________________________________ 
PO # _______________________________________________

Patron notified (date): __________________________________



Completed by: _____________  Date: ____________________
  4/08



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 these specified 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.





Paid (stamp and initial)








