
Copy of item or part of a work
You must sign the copyright declaration overleaf. Please see the publishing and reuse section of the library website for charges.
Material(s) required
Shelfmark or reference: 	
Exact details of work requested 
Including author/title/page number(s) and eg front and back of photo (this counts as two items), captions, etc.
	
	
	
	
Your details
Name: 	
Email or telephone: 	
Member of University of Leeds? (delete as appropriate): Yes/No
Library card number (if applicable): 	
Permanent address or University of Leeds department name: 	
	
Leeds department account no. if applicable (for orders over £5): 	
Copy request
	Type of
copy


Price per image
	Web
72 dpi jpg


£3
	A6 
Small
300dpi

£14
	A5 
Small
300dpi

£15
	A4 
Medium
300 dpi

£20
	A3
Large
300 dpi

£30
	A2
Large
300 dpi

£40
	Audio digitisation


£24
	Photocopy/Microfilm


20p/40p

	Number of copies (if known)
	
	
	
	
	
	
	
	


Collection or delivery method (delete as appropriate):
Collect from Special Collections/Post/URL via email
Address or email for delivery if different to above: 	
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Copyright declaration (indicate with a ‘Y’ only ONE of the statements below)
I declare that:
__	The work is protected by copyright, but is required by me for the purposes of non-commercial research or private study
I declare that: 
(ALL WORKS – published and unpublished) I have not previously been supplied with a copy of the same material by this or any other library; and
(ALL WORKS – published and unpublished) I will use the copy for private study or non-commercial research purposes only and will not supply a copy of it to any other person or entity; and
(UNPUBLISHED WORKS ONLY) To the best of my knowledge the work has not been published before the document was deposited in your library and the copyright owner has not prohibited copying of the work; or
(PUBLISHED WORKS ONLY) Copies will only be made for lecture handouts or printed course packs for a specific module under the terms of the CLA Photocopying Licence; and
(PUBLISHED WORKS ONLY) To the best of my knowledge no other person with whom I work or study has made or intends to make, at or about the same time as this request, a request for substantially the same material for substantially the same purpose.
__	The work is protected by copyright and I require a copy for purposes other than outlined in 1, ie commercial publication or re-use
See the statement below regarding your responsibilities regarding consent and requirement to fill out and attach a publication/re-use form with this paperwork)
__	The work is out of copyright
You must sign the copyright declaration below
I understand that supply of this material by the Library does NOT confer the right to reproduce or publish it. I understand that if the declaration is false in a material particular, the copy supplied to me by you will be an infringing copy, and that I shall be liable for infringement of copyright as if I had made the copy myself.
Written consent for reproduction/publication/commercial use must be obtained from the Head of Special Collections, Brotherton Library (or delegate) in addition to the consent of the copyright owner (when applicable) prior to a copy being supplied to me. It is my responsibility to gain these consents and acknowledge the content and rights holders appropriately in addition to filling out forms required by Special Collections.
Acknowledgement must be made in any publication/re-use: "Reproduced with the permission of Special Collections, Leeds University Library" and include the full reference number/shelfmark of the item. Special Collections should be informed when publication has taken place and would be grateful to receive a copy of the publication. All publication rates are for one edition only, non-exclusive rights. Subsequent editions and reprints require an additional payment.

Signature of requester: 	 Date: 	

	Office use only (Order tracking - initial and date as actions complete)

	RT#

	Invoice#

	No. of photocopies/images

	DL# & Delivery date

	Sent to studio



Data Protection: We will use the information in this form to process your request for copies. The form and information contained in it will be kept for 6 years.  You may request for the information to be deleted before the 6 years elapse. Your information is kept securely and accessible only to limited University staff members.
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