
Columbia University Libraries reserves the right to refuse to accept a reproduction 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.





* Negotiated surcharge for oversize, three-dimensional and fragile items


**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








PAYMENT TYPE:  ( CASH  ( CHECK   ( VISA/MC





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


( UPS ( FEDERAL EXPRESS  


(acct.NO: 	)














Repository(R)________________________________      Collection (R/A) ______________________________________





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





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





Title Description of Image(s) (Attach spreadsheet if necessary) _______________________________________________





_________________________________________________________________________________________________





_________________________________________________________________________________________________





_________________________________________________________________________________________________





_________________________________________________________________________________________________





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�





DIGITAL SERVICES                                              Quantity              CU Student           CU ID            Non-CU               Total�
�
Digitization set up fee�
One fee per collection �
$25�
$30�
$35�
�
�
Flat item up to and including 16”x20”�
Per image�
$1.00�
$1.00�
$1.00�
�
�
Flat item up to and including 18”x23”�
Per image�
$2.00�
$2.00�
$2.00�
�
�
Copy of existing image  (per image)�
Per image�
$10.00�
$12.00�
$15.00�
�
�
Surcharge*�
�
�
DVD charge**�
�
�
Mailing ($5 minimum)**�
�
�
Total�
�
�












Today's Date:	





Name:	


Address	


	


City, State, zip:	


Country:	


Telephone Number:	


Fax Number:	


Email Address:	


( CU Student (  CU Faculty/Staff/Alumni  (  Non-CU





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











Preservation Reformatting Dept


Columbia University 


535 West 114th Street 


New York, New York, 10027 


Phone: 212-854-1332


Fax: 212-854-9825


PRD-ORDERS@libraries.cul.columbia.edu 


http://www.columbia.edu/cu/lweb/services/


  preservation/reproductions.html








05 December 2011





Order approved by:





	


 (Curator/Librarian)


	


 (Date)





ORDER NO:





RECEIVED IN PRD:





Digital Reproduction Order Form








