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Request for Audio / Visual reproductions 
 
1.  Audio / visual reproductions of some archival, manuscript and book material can be made with 
departmental approval.  The Stanford University Libraries reserve the right to withhold permission to 
reproduce materials for the protection of fragile, damaged or restricted items. 
 
2.  Orders for copies of audio / visual materials may be made in person, by phone, or by letter.  Orders 
generally take at least four weeks to be processed.  RUSH orders can be filled depending on the number and 
type of materials requested for reproduction and the duplication lab's schedule.  Pricing for RUSH orders will 
be provided by Special Collections staff on request. 
 
3.  All orders must be paid in advance.  Checks should be payable to "Stanford University."  California 
residents must be charged an additional 8.25% sales tax. 
 
4.  Audio / visual recordings are made available solely for private study, scholarship, or research use of the 
applicant.  In making audio / visual reproductions available, Stanford University does not thereby grant 
permission to reproduce for publication.  The applicant is responsible for communicating with the owner(s) of 
the copyright; requests to publish audio / visual recordings require written permission from the owner(s) of 
the copyright and from the Stanford University Libraries.  Reproduction, publication, or exhibit of the 
reproduced materials requires the following credit line:  Department of Special Collections, Stanford 
University Libraries. 
 
5.  Stanford University Libraries reserves the right to charge for all expenses incurred in the process of 
creating reproductions.  Stanford University Libraries will provide an estimate of these costs prior to creating 
reproductions.  In accordance with Title IV Section 404 of the Digital Millennium Copyright Act, Stanford 
University Libraries will make audio / visual reproductions available in analogue format(s).   
 
6.  Commercial use:  Commercial publications are charged a publication fee of $25 per recording.  In 
addition, a copy of the publication should be sent within a reasonable amount of time to the Department of 
Special Collections. 
 
7.  A price list is available on request.   
 
The copyright law of the United Sates (Title 17, United States Code) governs the making of reproductions of 
copyrighted material.  Under certain restrictions in the law, libraries and archives are authorized to furnish 
reproductions.  One of these specified conditions is that the 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 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. 
 
In accordance with the regulations of the Stanford University Libraries, I request an audio / 
visual copy of the materials listed on the reverse of this sheet.  I have read and understand the 
above regulations. 
 
Signature of applicant:  ____________________________________ 
Date:  ______________________________________ 
 
 
 
 

For library use only 
 
Order taken by:  ________________    Total fee:  ________ 
Order filled by:  ________________    Invoice #:  ________ 
Date sent/picked up by patron:  ______________  check____  cash____ 
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