
 Library and Archives 
 

 
 

Request for Photocopies or Digital Surrogates  
See also: “Notification of Intent to Quote from or Publish Manuscripts”  
 
Please print or type 
 
1.  Name: 
 
 
2.  Institution: 
 
 
3.  Address: 
 
 
4.  Phone: 
 
 
5.  Delivery instructions:  
 
� Delivered electronically (e-mail or file transfer)  
 
� to be picked up � to be mailed* (air/surface)

 
FedEx/UPS account#  
 

*Please note that a $10.00 handling fee and postage fee (or additional 
express charges) will added to all mail orders. 

 
 
Order #  Sheet    of   
 

NOTICE: 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 materials. 

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. 

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. 

 
The Library and Archives at the Center for Curatorial Studies at Bard 
reserves the right to determine whether materials in the collections 
can be photocopied or digitally scanned. No copying will be allowed 
which will damage or alter an item in any way. Copies provided 
remain the property of CCS Bard and cannot be published without 
permission of the copyright holder and CCS Bard.  Please contact the 
CCS Director of Library and Archives to discuss permissions and use 
fees for publication. 
 
I agree to abide by the statements of policy outlined above and to 
pay all fees assessed.   
 
Signature:    Date:

 
 
Approved:  

 
 
 
 

Call number/book title or 
collection title/MSS number 

Archival series, box, and folder 
numbers 

Page numbers/items to be 
reproduced 

Special instructions 
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