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Duke University Libraries 
DURHAM, NORTH CAROLINA 27708 

 
THE UNIVERSITY ARCHIVES                                                                                             VOICE : 919-660-5822   FAX: 919-660-5934 
BOX 90185                                                                                                                                E-MAIL: uarchives@notes.duke.edu 
103 PERKINS LIBRARY                                                                                                         URL: http://library.duke.edu/uarchives/ 

 
Copy Order 

 
Name:  _____________________________________________________________________ 

Address: _____________________________________________________________________ 

______________________________________________________________________________ 

Contact _______________________________________________________________________ 
   (Telephone, fax, or e-mail) 
 

Terms of agreement governing personal use* 
 

1. Duke University will provide copies only for official University use or for use in the research or 
private study of the applicant.  The copies may not be made for or donated to other repositories. 

2. The material being copied is the sole and exclusive property of Duke University and may not be 
reproduced in any fashion or used for any purpose other than University use or private scholarship 
without the express written consent of Duke University.  

3. The applicant agrees to give proper acknowledgement to “Duke University Archives” and agrees to 
secure permission in advance to publish, broadcast, or disseminate any item, in whole or in part, from 
its collections beyond the fair and educational use provisions allowed under U.S. Copyright Law.  

4. Duke University assumes no responsibility for infringement of property rights or copyright. 
5. Copies are provided on an "as is" basis. Every effort is made to ensure accurate reproduction of the 

original, but there is no guarantee that the material as reproduced will be suitable for your purpose. We 
do not correct imperfections in the original. Reproductions include a credit line. 

 
Please make copies of the material described herein. I understand and agree that in accepting this service 
I am bound by the terms of agreement above.  
 
 

___________________________________________________     ________________________  
       signature             date 
 

FAIR USE NOTICE 
WARNING CONCERNING COPYRIGHT RESTRICTIONS 

 
The copyright law of the United States (Title 17, U.S.C.) 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.  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. 

 
* The Duke University Archives will make selected archival material available for publication on a non-
exclusive basis. A different form is used to order material for publication.  “Publication” is understood to 
encompass film, television, or radio broadcast, internet posting, and distribution in paper, audio, video, 
and/or electronic form.



 

Material to be reproduced 

Number:   ___ still image  ___ film  ___ audio  ___ text document  ___ graphic 

Description: _________________________________________________________________________ 

____________________________________________________________________________________ 

_____________________________________________________________________________________

___________________________________________________________________________________ 

 
Service requested 

 Scan  Desired image size ______________________________or ________% of original   

Resolution:  __ 300dpi __ other (1200 max): _____________________________ 

File type:     __ jpg     __ tiff   __other _________________________________ 

 When practical, we reproduce adjacent captions unless you specify otherwise. 
 We scan all images as RGB color unless you specify otherwise.  

 

 Photocopy __ all __ only pages _____________________________________________ 

 Audio, video, or film duplication  
__ VHS  __ Beta SP  __ DVD __ Audiocassette __ CD  

   __ other: ______________________________________________ 
 

Delivery  Need by _____________________________ (date)     __ Will pick up    

Deliver by __ e-mail (5 images max)   __ by Internet ftp (we will provide instructions) 

 __ US Mail __ fax  __ campus mail  __ Courier service & account #  

__________________________________________________________________________ 

Deliver on  __ a CD/R   __ DVD    ___ other _______________________________________________ 

 
Payment __ cash  __ check   __  credit card (form)   __ Duke fund code:  _______________________     

   cost:  $______________________ +  postage/handling _________  =  ______________ 

 
For staff use  
Done by  __ Staff    __ Duke Copy Center  __ Duke Photography (684-4391)   

__ Duke Recording Studio (660-1740)   __ AV Geeks avgeeks@gmail.com 

__ Clairaudia (402-9678) __ Other: ___________________________________________ 

 

Invoice# _________________      Date completed ____________________ by ____________________ 

Notes:  
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