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REPRODUCTION ORDER FORM 
INSTRUCTIONS

Please consult with library staff if you have any questions
Reproduction orders are processed in the order which they are received - usually within three to four weeks. Orders may be 
submitted in-person or remotely. All reproduction orders must be prepaid; we accept cash, checks, Visa and MasterCard only 
for credit/debit cards. The library reserves the right to decline or limit the number of reproductions due to the fragile nature of 
material, restrictions, or if we determine that copying materials violates U.S. copyright law. 

On-Site users: PDF Scans (delivered via WeTransfer or Dropbox) or Paper Photocopies (pick up or mailed)
• All formats: 0.25 cents per page
• Postage will be calculated at the time of payment if requesting hardcopies

Master’s Essays or Dissertations: PDF Scans (delivered via Dropbox) or Paper Photocopies (mailed)
• $30 flat rate for up to 650 pages
• Postage will be calculated at the time of payment if requesting hardcopies 

Remote users: PDF Scans (delivered via WeTransfer or Dropbox) or Paper Photocopies (mailed)
• Minimum fee of $30 for the first 75 pages
• $12 for each additional increment of 25 pages (up to 250 pages)
• Includes domestic postage if requesting hardcopies 

International Postage for both on-site and remote users is calculated on an individual basis. PDF Scans for international users 
are highly recommended.

Please print clearly and provide as much information as possible
• Be sure to read, sign, and date the copyright statement
• Specify the name of the collection, box number, and folder number on the order form for each item you wish 

to have reproduced
• Provide a detailed description of each document or folder title
• Please enter the total number of pages to be reproduced

Item No. Collection Name Box # Description or Folder Title
Number
of PagesFolder #

1

2

Central Files, 1890-
1984

Edward Said
Papers

210 12 Smith, Adam 3

28 12 Correspondence: Asmal, Kader (all) 15

Flagging materials in boxes that stand upright
Print your last name, the page number of your order form, and the item number 
found in the left hand margin of the form on each of the green flags. The flag 
should be placed so that it protrudes from the top of the folder when placed in the 
box. Please return materials to the box in the order in which they were found.
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