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Collection Scan/Photocopy Request 

Name (print):_________________________________________________________________  

Institution (if applicable): _______________________________________________________ 

 Address:____________________________________________________________________  

 Email:______________________________________________________________________  

 Phone:______________________________________________________________________ 

       I understand and have discussed with members of the staff that some of the materials I request 

cannot be scanned/photocopied on site and that I may be charged for any expense in 

scanning/photocopying these materials. 

        I am taking my own photographs of items and will abide by the rules set in the Use of Collections. 

Collection Title      Description of Items to be Scanned or Copied 

________________________  ___________________________________________________  

________________________  ___________________________________________________  

________________________  ___________________________________________________  

________________________  ____________________________________________________ 

________________________  ____________________________________________________ 

________________________  ____________________________________________________ 

________________________  ____________________________________________________ 

Please turn the form over, read the back and sign. 
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I have read and agree to abide by the Haviland-Heidgerd Historical Collection’s (HHHC) Use of Collections 

policy. I realize that I am responsible for conforming to copyright, right to privacy, libel, slander, and any other 

applicable statutes.  

I understand that permission to examine a record, manuscript, visual image, or other material, if granted, does not 

include permission to publish the contents if the copyright of those materials is owned by the collection. If the 

collection does own the copyright to the materials, separate permission must be requested.  

I understand further that the HHHC makes no representation that it is the owner of the copyright of any 

unpublished manuscript or record, unless otherwise stated, and that permission to publish must be obtained from 

the owner of the copyright (the author or her/his/their transferees, heirs, or literary executors). The copyright law 

of the United States (Title 17, US Code) governs the making of photocopies or 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 specific conditions is 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 a violation of copyright law.  

In consideration of my being granted permission to examine the records, manuscripts, or other material, I agree to 

indemnify and hold harmless the HHHC, its officers, employees and agents from any and all claims resulting 

from the use of materials in the HHHC, and all claims made by an person asserting they are an owner of the 

copyright. I understand that failure to comply with these rules may result in the denial of access to the collections.   

For further clarification regarding copyright and publishing permissions for this collection, please refer to our 

Publishing Permissions Policy. 

 

Signature_________________________________     Date_________________________________ 

 

Haviland-Heidgerd Historical Collection Staff will complete below line. 

Signature: ____________________________________________________ 

Date Received:_____________________________ Date Completed: ______________________________________ 

Date Sent to Patron: _____________________________          Sent via: Mail  Email 


