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  PATRON – Information Required 

 
Name 

 

 
Mailing address 

or 
Campus Mail 

  

 

 

 
Bill to UW budget Acct #. __________________________ 
 
 
UW Budget Acct name ____________________________ 
 

 
City, State    

 Postal Code 

 
Phone number 

 Email 

 

WARNING CONCERNING COPYRIGHT RESTRICTIONS: 
The copyright law of the United States (Title 17, United States Code) governs the making of photocopies or other reproductions of copyrighted material. Under certain conditions specified 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 reproduction is not to be “used for any purpose other than private study, 
scholarship, or research.” If a use makes a request for, or later uses, a photocopy or reproduction 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. 
 
I have read the conditions under which the material to be copied is made available to me by the University of Washington Libraries’ Special Collections Division. I agree to abide by them and pay for the 
production and handling of the photocopies. Further, I agree to publish or digitize no portion of these materials without the permission of the author or his/her legal representative and the head of the Division. 
 

Patron Signature ______________________________________________________________ Date ______/_____/______  
 

 
STAFF 
 

 

 
Order completed by: _________ 

Order Taken By _________ 
 
 
______ Curator approval needed for AUTHORS, BINDING, 
BOOK ARTS, RARE, READING ROOM prior to beginning 
order. 
 
Condition problems:  ___ fragile     ___ tight margin   
     
                                   ___ too thick ___ too glossy 
 

Date ordered ____________   Date needed _____________ 

 
 

Total pages copied ________ X Rate  per exposure _______= $________  + 

Processing Fee (if over 50 pages) = $________+ Postage & Handling _________= 

subtotal _______________ + Sales Tax $___________ =   

TOTAL   $ _________________________ 

* Rates vary depending upon the original document type, etc per price breakdown. 

Date paid stamp 
 
 
 
 
 
 
 
 

PHOTOCOPY 
Request Form 

 

Order Number __________ 
                   

MAIL  or  Pick-Up          RUSH   



Both sides must be filled out    page 2 of 2 
Some items cannot be copied.  All orders must be approved by staff.  

 

Call # 
Accession # 
Collection # 

 

Box # 
 

 

Collection Name 
or 

Book Title 

 

*SPECIAL INSTRUCTIONS: 
(please give detailed descriptions when flagging materials is not 

enough information to complete your order) 

 
SC Staff initials 

 
 

Book Example 
F899 s4 g7 1891 
 
Manuscript 
Example 
Acc: 4791-001 
 
Photograph 
Example 
#052 

 
n/a 
 
 
 
25 
 
 
 
1 

 
History of Seattle Washington 
 
 
 
American Friends Service Committee Records 
 
 
 
Rainier National Park Mountain-Glacier Wonderland Album 

  
Title page and others as flagged  OR page range [e.g. p 42-47, 102-105] 
[‘as flagged’ refers to an in-person interaction only] 
 
 
All of folder 1 & “Advance release” Nov 13, 1943 folder 9 
 
 
 
Please darken photographs 

 
 (this initialing 
process happens 
only onsite) 
 
 
 
 

 
 
 
 

   
 

 

 
 
 
 

   
 
 

 

 
 
 
 

    

 
 
 
 

    

 
 
 
 

    

 
 
 
 

    

 
 
 
 

  
 
 

  

 
 
 
 

    

     

     




