
Reproduction Request  
North Carolina State University Libraries  

Special Collections Research Center  
Campus Box 7111, Raleigh, NC 27695-7111  

Phone: (919) 515-2273 Fax: (919) 513-1787 Email: special_collections@ncsu.edu  
 

APPLICANT INFORMATION    (PLEASE TYPE OR PRINT)  
 
  
Name___________________________________ Affiliation:__________________________ 
  
Address______________________________________________________________________ 
 
City______________________ State/Country_________________ Zip/Postal______________ 
 
Phone__________________ Fax_________________ Email____________________________ 
  

 
NCSU Libraries provides reproduction services for private study, scholarship or research. 
The Libraries reserves the right to refuse a reproduction request. Requests might be 
declined if reproduction would violate federal and state copyright or privacy laws and 
statues, would damage the item in question, or otherwise impact the Libraries adversely.  

 
USE INFORMATION 
 
PERSONAL, RESEARCH and or NCSU classroom: 
 
Format:     Photocopy     Digital Scan     Photograph     Other _______________  
 
OTHER USES INCLUDING PRINT AND WEB PUBLICATION: 
requires completion of Permissions section and pre-approval by NCSU before copies are made 
 
Format:     Digital Scan (300 dpi TIFF)     Photograph     Other _______________  
 
Special Instructions: 
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________ 
 
office use only: 

 
 

Order date Completion date Invoice number 
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1      
2      
3      
4      
5      
6      
7      
8      
9      
10      
11      
12      
13      
14      
15      
16      
17      
18      
19      
20      
21      
22      
23      
24      
25      
26      
27      
28      
29      
30       

 

NCSU Libraries, Special Collections Research Center Reproduction Form Page 2of 4 



 
PERMISSION  
 
Use fees are $25.00 for academic non-profit use and $100.00 for commercial use. NCSU Libraries 
reserves the right to charge more for unique items from our holdings that have been previously used in 
NCSU Libraries publications. 
 
Description of Use:  
Title: __________________________________________________________________  
Author/Director: _________________________  
Estimated Publication/release Date: __________  
Publisher/Production Company: _____________________________________________  
 
 
Format Distribution Information (please check all that apply)  
Permissions include the use in promotional materials related to the described project  
 
Print Media (book, article, newspaper, etc.)  

 Book/magazine/journal: Edition run (how many copies?) _______  
 Catalog/brochure/flyer ________  
 Newspaper article: Circulation size ___________  
 Cover  
 Personal publishing (1000 or fewer copies)  
 Thesis/Dissertation  

 
Film Production  

 Theatrical    Non-theatrical distribution   Other _____________________  
 
Television Production  

 Local     National  
 
Non-Broadcast Video Production  

 Home video sales/rental   Instructional   Other _____________________  

Digital  
 CD-ROM     Thesis/Dissertation     E-Books/Journals  
 DVD     World Wide Web URL: ______________________________  

Other Uses  
 Advertising only    Presentation (In-House Corporate/Educational)  
 Exhibits     Presentation (Commercial)  
 Commercial Display   Commercial Product  
 Theater/Live Event    Classroom Project  
 Other ___________________________________  
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Terms and Conditions  
 
• NCSU Libraries will provide a copy of the requested materials. I assume all responsibility for my use 

of the material, and hold NCSU Libraries harmless from any liability for copyright infringement, 
defamation, invasion of privacy, or other violations of state or federal law. I have read and understand 
the NCSU Libraries disclaimer and the Special Collections Research Center copyright notice.  

 
• I agree to use the following credit line: [Name of Collection], [Collection Number and Item Number 

if Available], Special Collections Research Center, North Carolina State University Libraries. The 
credit information for digital files must be integral with the image as it is displayed, so that 
downloading of the image includes the credit line. Television and film projects may use the credit 
without the item number for broadcast. When the name of a photographer is supplied, it is suggested 
that this also be included.  

 
• I understand that there may be fees involved for reproducing and using this material and I agree to 

pay any charges required by this request. 
 
• I agree to use the materials only once in the specified use described above. I understand that later or 

different use constitutes reuse and is prohibited. I understand that subsequent requests for permission 
to reuse images must be made in writing and that additional fees may apply.  

 
• If applicable, we encourage applicants to donate one copy of the work in which the material appears 

to the Special Collections Research Center. Applicants are encouraged to provide the Special 
Collections Research Center with the URL address of all website uses.  

 
• Prints or copies in any format ordered from these collections may not be copied, deposited, or placed 

in any other repository without written permission from NCSU Libraries.  
 
• The copyright law of the United States (Title 17, U.S. Code) governs the making of photocopies or 

other reproductions of copyright 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 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 the copyright law.  

 
I have read and agree to the above Terms and Conditions, and I understand that failure to comply with these 
guidelines may result in the denial of future requests. If applicable, I am authorized to enter into this agreement on 
behalf of the organization named above, and I enter into this agreement on its behalf.  
 
 
Signature _________________________________________ Date _____________________________  
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