
COPYRIGHT INFORMATION
The copyright law of the United States (Title 17, 
UNITED STATES CODE) governs the making of 
photocopies or other reproductions of copyrighted 
materials. Under certain conditions qualified 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 other 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 other reproduction for 
purposes in excess of “fair use,” that user may be 
liable for copyright infringement. By signing this 
form, you acknowledge that your copy request 
falls within “fair use” as defined by copyright law. 
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DIGITAL REPRODUCTION ORDER FORM

Name:

Email:

For Staff Use Only Date Completed:
Completed By:
Date Transfered:
New Scan:         Existing:
Sent via       WeTransfer  
          Dropbox
          Google Drive

Front Desk Staff Steps
- Write patron’s email on credit card slip
- Complete “Date Paid” & payment 
method fields
- Place payment UA deposit envelope
- Place form in JW mailbox

Collection Name Box # Description / Folder Title / Scan #Folder #

Total 

Phone:

Signature Date

Date Received:
Total Images:
Order Charges:
Date Paid:
    Credit Card 
    Other               
(Specify: Cash, Check or Internal Transfer)

Page 1

Select File Format:
(choose one)

JPEG TIFF Other:

Price

Special Instructions

Total 
Add. page(s)

Total
Due

Files are delivered electronically. If you cannot accept a digital download, 
please contact UA staff for assistance.
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Special Instructions
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Page #            Use this sheet for additional items
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