 Scan Request

   Please complete all but shaded areas; incomplete requests may be returned unfilled
	Name ________________________________________
                                    (print)
UNI _____     email  _________________________
         (required)                          (only if different from UNI)

	Request 

R ________
Date __________

           mo/day


                                                Provide ALL requested information

	Number of Sheets 
 (maximum 3 sheets)   
	Fixative must be applied
to ALL drawings except commercially printed materials

(products such as ‘Spray Fix’)

Fixative applied?

YES
NO



	   File Type ______           Resolution ______

(TIF, JPG, etc.; choose only 1)               ex. 300 dpi
Note: type JPG has a file size limit, if maximum size is reached the

         image will be scanned as a TIF

    Circle one :  RGB      Greyscale        Black & White

	

	Description    (give a brief description)
Disclaimer

Scanning is a mechanical process. Libraries are not responsible for any damage or loss or materials that might occur during the scanning process or during the time items are held by the Libraries.
There is no guarantee on turnaround time though we try to respond within 3 working days. 
You will be notified by email when your scans are ready.  

Prompt pick of scans and materials is expected.

Signature  _____________________________




General Policy for Scanning

A person can have only 3 documents being held by the Libraries at one time.

There are no guarantees on turnaround time though we try for 3 days (Mon.-Fri.).

Only materials that are either student work or owned by the Libraries should be accepted.

Prompt pickup of materials is expected (within five days of being notified scans are ready).
Key Technical Issues to be Aware Of

Only single sheets with a maximum width of 54” and larger than 12”x18”

Tissue paper is too thin so must be mounted on poster board.

Rigid foam board, cardboard, plastic and laminated material can be scanned.

Maximum thickness is 12mm.

Loose edges, including attached pieces, must be tapped down.

Sheets cannot be brittle, crumpled, or shedding residue.
Persons requesting a scan must provide any materials and do any work necessary to prepare the document for scanning.
Note: Small scale scanners are available at these locations:

· Digital Social Science Center (DSSC), Lehman Library 

· 4 flat-bed scanners for 8.5" x 11" material

· 1 flat-bed scanner for up to 12" x 18" material [in EDS]
· 1 flat-bed at the CUIT consultants station in the lab, 323 Lehman

· Digital Humanities Center, 305 Butler Library (book, photo, & oversized text scanners)
· Digital Science Center, Science and Engineering Library, Northwest Corner Building 

· Avery Library, room 223 (oversized photo scanners)
· Lehman Computer Lab (Barnard) 
· Burke Library, Union Theological Seminary

· CUIT computer lab, 251 Engineering Terrace 

	 --------------------- Staff use ---------------------

	# files 

Uploaded
	Date 

Scanned
	Stored in 

Directory
	Patron

Emailed

	
	
	
	





  When scanning, staff evaluate the  


  condition of the material and only  


  sheets that meet all requirements 


  will be scanned.





SEE REVERSE FOR DETAILS

















