
Repository(R)__)_____________________________      Collection (R/A) ______________________________________





Location/Call. No.(R/A) __________________________  CLIO No. (R/A) ______________________________________





Name (Creator/Au) (R/A) ____________________________________________________________________________





Title Description of Recording(s) (Attach extra sheet if necessary) _______________________________________________





_________________________________________________________________________________________________





_________________________________________________________________________________________________





_________________________________________________________________________________________________





For Oral History interviews please specify : ( Biographical  or (  Project (specify): ___________________________





Work Title (R/A) ___________________________________________________________________________________





Format: (R) ______________________   Date(R/A) _________________________________________ 





*For assistance in filling out the fields above, please refer to Guide to Metadata Elements: � HYPERLINK "http://library.columbia.edu/services/preservation/reproductions/forms.html" ��http://library.columbia.edu/services/preservation/reproductions/forms.html�























MP3 files are the default format; contact PRD if another format required





IF AUDIO MEDIA ARE IN POOR PHYSICAL CONDITION IT MAY BE IMPOSSIBLE TO DIGITIZE THE CONTENT





BECAUSE WE CANNOT LISTEN TO/VIEW THE ITEMS UNTIL THEY HAVE BEEN DIGITIZED, WE CANNOT GUARANTEE THAT THE CONTENT IS IN FACT WHAT IS WRITTEN ON THE HOUSING, NOR CAN WE GUARANTEE SOUND QUALITY.





 





 





*Other audio formats and items in poor physical condition may be more expensive to reformat and may be subject to a surcharge





**FTP is the Default Delivery method; $5.00 charge for DVDs plus additional charge of $5.00 for domestic shipping and $7.00 for foreign














                                                                               Quantity              CU Student           CU ID            Non-CU               Total�
�
Reel to reel audiotapes, cassettes, LPs, 78s, Minidisks�



1-5 items �
$60.00�
$70.00�
$75.00�
�
�
�
6-10 items�
$100.00�
$125.00�
$150.00�
�
�
�
11+�
$200.00�
$225.00�
$250.00�
�
�
Copy of existing digital audio file�
Per file�
$10.00�
$12.00�
$15.00�
�
�
Surcharge*�
�
�
DVD charge**�
�
�
Mailing ($5 minimum)**�
�
�
Total�
�
�












Order approved by:





	


 (Curator/Librarian)





	


 (Date)





Rare Book and Manuscript Library 


Columbia University 


535 West 114th Street 


New York, New York, 10027 


Phone: 212-854-5590


Fax: 212-854-1365


email: � HYPERLINK "mailto:rbml@libraries.cul.columbia.edu" �rbml@libraries.cul.columbia.edu�


� HYPERLINK "http://library.columbia.edu/locations/rbml.html" �http://library.columbia.edu/locations/rbml.html�











Today's Date:	





Name:	


Address	


	


City:	 


State/zip code:	


Country:	


Telephone Number:	


Fax Number:	


Email Address:	


rEAD "general conditions of service" form and Acknowledge here : 








Digital reformatting may be requested for items recorded by Columbia University Libraries. Columbia University Libraries reserves the right to refuse to accept a copying order if, in its judgment, fulfillment of the order would involve violation of copyright law. Customers must review and sign the Conditions of Services form and submit with order.





PAYMENT TYPE:  ( CASH  ( CHECK   ( VISA/MC





DELIVERY METHOD: ( CALL FOR PICK-UP  ( US MAIL 


( UPS ( FEDERAL EXPRESS  


(acct.NO: 	)





audio reformatting form





ORDER NO:





RECEIVED IN PRD:
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