
 

Reproduction Request Form 
Special Collections & University Archives Department  University of Central Florida Libraries 
PO Box 162666  Orlando, Florida   32816-2666  (407) 823-2576  speccoll@mail.ucf.edu 
 

Name:_________________________________________________ Date Ordered:_______________ 

Company/Institution:_____________________________________ Date Needed by:_____________ 

Address:__________________________________________________________________________ 

City: _________________________________________State:__________Zip:___________________ 

Phone: _______________________Email:________________________________________________ 

Delivery Method:      Mail □    Pickup □    Digital □ 
*Please refer to Reproduction Cost Form for pricing information. 
 

Materials 
Please provide collection name, number and description. 

Photocopy Photographic 
Prints 

Digital Scan* 
(See below) 

Other 
(Please specifiy) 

     

     

     

     

     

     

 

Special Instructions: ____________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 
 

Digital Scans  (Please check one for each option) 

DPI: □ 72   □300 □600 □Other_________________________  

Format: □JPEG □TIFF □Other___________________________ 

Output: □CD   □DVD   □Other___________________________ 

 

 

This is a two page document.  The entire document must be completed, signed and returned 
before the reproduction order can be processed.  Please submit both pages. 
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Reproduction Request Agreement 
Please read the following agreement carefully.  By signing this form, I_________________________ 
understand and agree that: 
 

1. The University of Central Florida Libraries retains all right to the reproduction including the 
right to grant others permission to reproduce the material. 

2. The reproduction is provided for reference use only and may not be sold or duplicated for 
sale. 

3. I will not copy the requested reproductions in any form and by any means nor will I allow 
other to do so. 

4. I will not publish, display, reproduce, or broadcast this material in any format without first 
obtaining written permission from the University of Central Florida Libraries.  A Request for 
Permission to Publish form must be signed and returned to the UCF Special Collections & 
University Archives in order to obtain a Letter of Permission before any image(s) can be 
published or broadcast in any medium.  I understand that permission for reproduction may 
be refused in case of donor restriction and copyright law violation. 

5. I have read the Warning Concerning Copyright Restrictions notice listed below. 
6. I assume all responsibility for questions of copyright or other intellectual rights that might 

arise. 
7. I agree to pay all charges that may be incurred with this request (including all reproductions 

cost, rush fees, shipping and processing costs, and any other associated fees). 
8. I agree to pay all usage fees that may be incurred when permission has been granted to 

publish or broadcast this material. 

 

I have read and agree to the above condition.  I understand that failure to comply 
with these rules may result in the denial of future requests for reproductions. 

 
 

________________________________________________      _______________________________ 
Signature Date 

 
________________________________________________      _______________________________ 
Printed name Company/Institution 
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NOTICE 
WARNING CONCERNING COPYRIGHT RESTRICTIONS 

 

The copyright law of the United States (Title 17, United States Code) governs the making of 
photocopies 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 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 copyright law. 
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