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Duplication Request Form 
 
 

 
Notice 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 this “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 the copyright law. 
 
In compliance with the copyright law, Special Collections of Albion College limits the number of copies of each item to 
one. Furthermore, we cannot copy all or substantially all of a work for you, unless an unused copy of the work cannot be 
found at a fair price. 
 
In addition, we reserve the right to restrict the use or reproduction of rare, valuable, or fragile items; to ensure that the use 
of the reproductions is in good taste; to make special quotations on items involving unusual difficult in copying; to charge 
a use fee for staff time to fulfill this reproduction request; and to request destruction of the copy after use of it is complete. 
 
We may deny duplication requests if, in the judgment of staff, such copying will harm the original item(s) or is prohibited 
by donor arrangement or U.S. copyright law. 
 
In making copies available, Special Collections does not thereby grant permission to reproduce those copies or to quote 
extensively from them for publication, but in authorizing publication of its material, Special Collections does not 
surrender its own right to publish or grant others permission to do so in the future. 
 
Special Collections processes orders as quickly as possible, but requests from on-site researchers take precedence. 
Research requests received through the mail, by phone or electronically will be handled as time and staffing allow.  
 
Special Collections reserves the right to change these policies without prior notice. 
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Photoduplication Request 
 

 
I request reproduction of the materials listed. The following is each item’s identifying number, collection 
title, and/or brief description: 
 
___________________________________________________________________________________ 
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________ 
 
Purpose(s) for which the copied material is to be used: 
 
___________________________________________________________________________________ 
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________ 
 
I agree to use the copied materials only for my private study, scholarship, or research. I accept responsibility 
regarding questions of copyright and/or invasion of privacy that may arise in the use of this material. I understand that it 
is my responsibility to abide by copyright laws, including obtaining permission from the copyright owner (i.e., the author, 
the author’s heirs or assigns) for any other use of the copied materials. I will use the copied materials only for the purpose 
stated on this form – I will not duplicate the copied material without securing permission of the copyright owner and the 
owner of the original physical material, and I will not authorize others to use the copied material for any reason. I agree to 
pay all costs incurred in making requested copies according to the established fee schedule, including expenses in 
preparing negatives, which will be retained by Special Collections. Furthermore, I agree to credit Special Collections and 
the collection itself in any work drawn from my use of these historical materials and to provide Special Collections with a 
complimentary copy of any publication or production substantially based on Special Collections’ materials. 
 
Special instructions for reproduction or use: 
 
___________________________________________________________________________________ 
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________ 
 
 
 
 
Signature of User __________________________________________ Date _______________ 
 
Signature of Special Collections Staff ___________________________   Date _______________ 
 


