
MORTIMER RARE BOOK ROOM  • Neilson Library  •  Smith College  •  Northampton, MA 01063   
 

Telephone: (413) 585-2906  •  Fax: (413) 585-4486  •  bblument@email.smith.edu 
 

 

REQUEST FOR MEDIA DUPLICATION 
 
Name (please print): Date: 
 Telephone:  (         ) 
Address:                fax:  (         ) 
          email: 
 
 Method of Delivery: 
                                   [  ] Mail   [  ] Pick-up  
      [  ] Send via email (if possible)  
 
Signature:                                                                                               Schedule of fees on reverse. 
 
I hereby request duplications of the material listed below. They are to be used solely for scholarly research in keeping with 
donor instructions and current copyright law. I understand that I am liable to the creator, any heirs, owner or copyright holder, 
for any violation of the rights or misuse of the reproductions. I understand also that the staff of the Mortimer Rare Book Room 
do not sell these copies for profit and that the duplication is permitted to fulfill my request. If items are to be published or 
exhibited, the patron must complete a Mortimer Rare Book Room publication contract and is also 
responsible for obtaining permission from any copyright holder. 

 
DESCRIPTION: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SPECS:  �  digital print (8x10”)    �  cd 

 �  scan: � tif     � jpeg     � other:   �  dvd 

  � pc     � mac   �  audio cassette 

  � color     � b/w   �  videotape (VHS) 

  resolution:              dpi @           %  �  other item: 
 
 

Staff Use Only 
    _____ items @ _____   $ ________ order completed? ______ 
  (date & initials) 
 _____ items @ _____   $ ________  
  invoice #  ___________ 
 other charges   _________     
  paid? ______________ 
 + mailing  ________  (date & method) 
   
PAY BY CREDIT CARD ON REVERSE.          TOTAL $  ________  
  
 

The copyright law of the United States (Title 17, United States Code) governs the making of photocopies or other reproductions of 
copyright materials. Under certain conditions specified in the law, libraries and archives are authorized to furnish a photocopy or other 
reproduction. One of these specified conditions if that the photocopy or 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 reproduction for purposes in excess of “fair 
use,” that user may be liable for copyright infringement. This institution reserves the right to refuse to accept a copying order if, in its 
judgment, fulfillment of the order would involve violation of copyright law.      revised 12/2006 
 



 
 
 
 

MORTIMER RARE BOOK ROOM SCHEDULE OF FEES (including cost of staff handling) 
 
 Photocopies (black & white) 25 cents per page 
 
 Digital scan $15 each, for existing scan; $20 each, for a new scan 
 
 Digital print $20 each (8 x 10” mat or glossy) 
 
 Duplication of videotape, $15 each ($25 each if there is a change  
    audio cassette tape, dvd, or cd     from the original format) 
 
  
MAILING CHARGES: A fee of $3.00 is charged for all orders which must be mailed (1st class) 
or billed. FedEx charge is a minimum of $10.00 (or you may provide us with your FedEx 
account number). Orders which are picked up and paid for are not subject to this fee. 
 
PUBLICATION FEES:  
Regular: $100.00 per image, per use; multiple formats: $200.00 per image 
Non-profit (with tax-exempt number): $20.00 per image, per use; 

multiple formats: $40.00 per image 
 
We require a completed and signed PUBLICATION CONTRACT. You also must obtain permission 
from the copyright holder. 
 
PAYMENT: 
We accept cash, personal checks, and credit cards (Visa or Mastercard only). 
 
 
 
 
 
 

 
PAYMENT BY CREDIT CARD 

 
               Please complete this form and return it by mail or fax. 

 
Type of credit card (please circle):       VISA          MASTERCARD 

 
Name on card:     ___________________________________ 

 
Billing Address:  ___________________________________ 

 
                                              ___________________________________ 
 

Card #: _______________________________________ 
 
Expiration date:  ____________ 

 
Total Amount: $ ____________ 

 
               Signature of card holder:  ____________________________ 
 
 

 
 


