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Application and Agreement for On-site Copying

By signing this form I understand and agree that:

1. I must make an appointment to copy the materials at least one day in advance.  (All materials must be retrieved and set aside on hold before an appointment will be made.  I also agree to pay for a photocopy record of this material to be made and filed with this form before my appointment to copy is granted.)

2. I agree to pay all charges that may occur with this request to do on-site copy work.  (A $25 per hour fee plus $1 per image is required.  Other fees may apply.)

3. The University of Washington Libraries retains all rights to the reproductions, including the right to grant others permission to reproduce the photographs.

4. Only slide film, videotape or motion picture film will be used and I will label all copied materials, “MSCUA, University of Washington Libraries.”

5. The copies I make are for reference use only and may not be sold or duplicated for sale. They will not be given to other institutions, businesses, or private entities that provide photographs for the public.

6. I will not allow others to re-copy or reproduce the materials that I copy in any form and by any means.

7. I will not publish, display, reproduce, or broadcast this material in any format without first obtaining written permission from the University of Washington Libraries.  An Application for Permission form must be filled out, signed and returned to MSCUA Photographs and Graphics Curator in order to obtain a Letter of Permission before this image/s can be published or broadcast in any medium.  I understand that permission for reproduction may be refused in cases of donor restriction and copyright law violation.

8. I agree to pay all usage fees incurred when permission has been granted to publish or broadcast this material.

9. I assume all responsibility for questions of copyright or literary rights that might arise.

I have read and agree to the above conditions.  I understand that failure to comply with these rules may result in the denial of future requests for reproductions.

____________________________________        _____________________________

Print Name/Phone Number                                                      Agency/Institution

___________________________________________         ___________________________________

Signature                                                                                 Date

4/4/01

Rules of Handling

· MSCUA staff may be present when materials are copied.  All instructions in the care and handling of materials must be followed.

· Gloves must be worn when handling photographs 

· Only approved supports may be allowed

· No pushpins or tape are allowed

· In cases where damage may occur to materials, on-site copying may not be allowed.

· Some rare materials may not be copied.

Description of project: (for example: publication title/publisher; television broadcast title/date; exhibit location/date; etc.) 

________________________________________________________________________

________________________________________________________________________


________________________________________________________________________

Name 





Company/institution


Address  




State/Province                         Zip/Postal 


Phone



Fax


Email

List of materials copied: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

For each photograph copied include all the elements that appear: negative number, complete file name, collection name/number, photographer’s name/number along with a brief description (dog team and sled, locomotive on bridge).  For each book/periodical copied list the call number, year or volume, and page number.)

For Staff Use only:                                                             Order Taken By ______________

Materials Retreived by:________________                      Returned to: _________________

Fee $_______                      Paid ________                       Form Reviewed By_____________
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