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REPRODUCTION REQUEST FORM
Name:      

Institution or Company:       

Address:      









City:       





State:       

Zip:      


Phone:       





Email:       

PHOTOGRAPHIC PRINT REPRODUCTION:
AUDIO/VIDEO DUPLICATION:
Print Format

Cost



Format


Cost

5x7 BW or Color:
$ 17.00



Audio CD (MP3)
$ 20.00

8x10 BW or Color:
$ 25.00



DVD Transfer:

$ 25.00  
11x14 BW or Color:
$ 36.00



Film Transfer:

Pricing on Request

16x20 BW or Color:
$ 60.00



Audio Tape:

$ 15.00 first tape
$ 5.00 each additional tape

Additional sizes available upon request.


VHS Dub:

$ 25.00
Beta Master:

Pricing on Request
*Prints available in Matte or Glossy Finish, also
[If a DVD copy does not currently exist, this fee is in
available with or without borders.
addition to costs incurred for footage transfer.]
DIGITAL IMAGES:




SHIPPING CHARGES:

Format


Cost



Item
 

Cost
Book/Manuscript page:
$ 5.00

 

Prints (5x7-11x14)
$ 6.00
Photographic image:
$ 25.00



Prints (16x20 and up)
$ 15.00
Map plate

$ 25.00



Audio/Video

$ 6.00
*File types available in TIF, JPEG or PDF

Maps


$ 15.00

[Includes any digitization required and delivery 


*Shipping prices are for within the continental U.S.
on CD-R/DVD-R or electronic transfer.]
*Map reproductions and Film transfers are completed within 4-6 weeks.
MAP/BLUEPRINT REPRODUCTION:
Prices range from $77.00 to $135.00 (exact pricing on request). 

Submit this completed form with a check or money order made payable to “University of Pittsburgh” to the following address:

Archives Service Center



Email:
archives-ref@mail.pitt.edu
University of Pittsburgh



Phone: 
412-244-7090
7500 Thomas Boulevard, Room 221

Fax:
412-244-7077

Pittsburgh PA 15260 

ALL ORDERS MUST BE PAID IN FULL BEFORE THEY WILL BE COMPLETED.

It will then take 5-10 business days to complete the order once payment is received, unless otherwise noted.

	MATERIAL INFORMATION
	PHOTOGRAPHIC PRINT REPRODUCTION
	DIGITAL FILE
	MEDIA
	

	Collection Name
	Title of Item
	Identifier / Plate No.
	Year/Vol. No. (book/map only)
	Full Frame Borders/ No Borders
	Type: BW/

Color
	Finish: Matte/
Glossy
	Size
	File Type:

TIF, JPEG, PDF
	Check if CD/DVD is needed
	Price
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	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMCHECKBOX 

	 FORMDROPDOWN 
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	 FORMCHECKBOX 
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	 FORMDROPDOWN 

	 FORMDROPDOWN 
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	 FORMDROPDOWN 

	 FORMDROPDOWN 
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	 FORMDROPDOWN 


	
 
	Subtotal
	     

	
	$25.00

Rush Fee
	 FORMDROPDOWN 


	
	Shipping
	 FORMDROPDOWN 


	
	TOTAL
	     


	Date Requested
	     
	Date Invoice Sent
	     

	Date Needed
	     
	 Payment Received
	     

	Date Completed
	 FORMDROPDOWN 

	Method of Payment
	     


FOR OFFICE USE ONLY

	Date Mailed
	 FORMDROPDOWN 

	Check No.
	     


	Date Picked-up
	 FORMDROPDOWN 


	Invoice No.
	     


Order submitted by:         



Date:
     


Order #
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Items requested (use additional sheet if required): 





The creation of a reference copy does not include permission to publish or use for anything other than research/personal reference. 





Permission must be requested in writing for the use of material for publication, exhibition, or other purpose.  Should permission be granted, a Usage Agreement will be issued.  A fee will be charged for publication in addition to duplication costs. 





Anyone not meeting this requirement may be denied further use of the collections.





The copyright law of the U.S. (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 make a photocopy or reproduction. One of the 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. 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.








By signing this document, I agree to abide by the policies and use guidelines of the Archives Service Center, University of Pittsburgh.








Signature:








Name:








Date:








PLEASE INDICATE REQUESTED ITEMS ON REVERSE
Revised 3/2011

