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REPRODUCTION REQUEST FORM

Researchers may request reproductions of materials in Special Collections for use in personal research.
Special Collections will not reproduce materials if doing so would violate copyright law or donor restrictions, or if
reproducing puts the materials at risk for damage. Special Collections also reserves the right to set limits on the
amount of copying or scanning it will undertake. Fees are meant to offset the cost of staff time, materials, and
handling. Once this form 1s received, staff will evaluate your request and send you an mvoice. Acceptable forms of
payment include check and cash. Please make checks out to the College of Charleston.

Researchers wishing to publish (internet and social media included), broadcast, perform, or exhibit
materials held by Special Collections must request separate written permission.

Below you will find space to describe your request. Reproduction orders may take up to three-six weeks to
complete. Please submit this form to Manager of Research Services, Mary Jo Fairchild.

Email:  fairchildmj@cofc.edu
Post:  Addlestone Library Special Collections
Attn: Reproduction Requests
College of Charleston
66 George St.
Charleston, SC 29424

Please choose one: Low resolution scans: Photocopies: High Resolution scans:
Low resolution scans (72 dpi) First 10 pages free 11+ $0.50 per page*
Photocopies (includes handling) $0.50 per page

High resolution scans (please indicate size requirement) up to $5.00 each”

Title of item(s) to be reproduced:

**Call number(s):

(use additional sheet as necessary)

I hereby agree not to reproduce or publish any material from the manuscript collections of
the College of Charleston Special Collections without requesting permission.

SIGNED:

Contact Information:

Name Email Phone

Address City State Zip

*Depending on workflow, staff time, and material quality/quantity.
**Call numbers can be obtained from our catalog at http://libcat.cofc.edu/search/X. Be sure to limit your search in the “Collection” field
to “Special Collections.”

Researchers are responsible for observing provisions of the Copyright Act of 1976 and the laws of libel
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