Request for Reproduced Images
Special Collections and University Archives, Iowa State University Library

Date:
FOR OFFICE USE ONLY
Name:
Received By:
Address: Date payment received:
Processed By:
Date Completed/Sent Out:
Phone:
Total Number of Images Provided:
E-mail:

Identification: Faculty: [ ] Staff: [ ] Graduate Student: [ ] Undergraduate Student: [ ]

Public: [ ] Institutional Affiliation:

Intended use: Coursework: [ ] Teaching: [ ]

URL:

Webpage: [ ] Watermark: [ ] Publication: [ ]

Permission form completed? Yes: [ ] No: [ ]

Other (Please specify):

Collection/Title:

DIGITAL REPRODUCTIONS

Brief description of image(s).

Scanning resolution: 75dpi [ ] 150dpi [ ] 300dpi[ ] Other:
File format: JPEG[ ] TIFF[ ] Other:
Delivery method: E-mail: (no charge) CD: ($1.50) Ftp: (no charge)

ORDER INFORMATION: (see fee structure on next page)

Digital Reproduction: CD: Shipping & Handling (min. $5.00):
Oversized/Special Handling (min. $45.00):

Processing: Rush order:

Use (Consultation required for commercial use fees):
TOTAL AMOUNT DUE:

Make checks payable to: Iowa State University Library

Check #: Intramural Account #:

Please note: Credit card information can only be delivered via postal mail, in person, or over the telephone (do not leave
information in a voicemail message). Contact us at 515-294-6672 or 403 Parks Library, 701 Morrill Road, Ames, Iowa 50011-

2102.

Credit Card: MC VISA DISCOVER Number: Exp. Date: /

Name on Credit Card:
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Iowa State University Library
Special Collections Department and University Archives
Policies for reproduced scanned images

The Special Collections and University Archives Department will provide images for scanning from its
holdings when possible. All requests for over 5 images will require approval from the Special
Collections and University Archives Department. Under certain circumstances related to
University business, and on a case by case basis, the Department will develop a varying fee structure
for documentary and extremely large orders.

e.g.

Departmental staff will do scanning for student coursework and projects or faculty curriculum
development. Patrons will need to provide their own storage medium (flash drive or CDs) or the
Department will transfer the images to CD for a fee. Patrons will not be allowed to bring scanners
into the reading room or use the Departmental equipment. Under no circumstances will Department
photographs be loaned out to patrons.

Patrons will complete the "Request for Reproduced Images" form and the "Request to Publish" form
and submit with requested images. Special Collections and University Archives must be cited as the
source for the scanned images, and a digital watermark will be placed on the image to indicate its
copyright status. Patrons must have permission from the Special Collections and University Archives
Department before mounting any image on a website. Patrons will provide the URL information to
the Department as well as provide a link from the Department’s citation to the Department webpage.

After submission of the appropriate paperwork and payment, the Department will provide the images
within 2 weeks, depending on the Department’s schedule. For rush orders, an additional fee will
be assessed. Additional fees may be assessed for large orders. Following is the fee schedule
for digital reproduction of images from the ISU Library Special Collections and University Archives
Department:

Affiliation

*Reproduction
Fees

Oversized materials
(larger than 17" x 12")

Use and Publishing Fee

$45.00 set up fee for 1-3
items. After 3 items set-up
fee is $15.00 per item.

Iowa State (faculty,
staff, student,
alumni), state of Iowa
media, non-Iowa
State academic, non-
profit, family history

Waived up to 5
images, then
$5.00 per image

Waived

This fee is in addition to the
applicable *Reproduction

fees.

Additional charges may be
assessed for materials
requiring special handling.
Oversized materials may
require additional processing
time.

Minimum of $50 per image.
Consultation required.

All other affiliations

(commercial, etc.) $30.00 per image

NOTICE: Warning Concerning Copyright Restrictions

The copyright law of the United States (Title 17, United States Code) governs the making of copies 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 user makes a 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, fulfilment of the order would involve
violation of copyright law.30
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photo of family
standing in front of
residence, 1946

Residence Buildings
Records, RS 7/4/3

Item description Collection Box Folder | Identification number
(scanned images)
e.g., Black & white Department of 3 3 n/a
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