BOWDOIN COLLEGE LIBRARY
George J. Mitchell Department of Special Collections & Archives
Request for Duplication

Address of Applicant (Please print)

Please indicate

: Name form of duplication:

" Street () Photocopy

o () Photograph

" City State Zip ( ) B/W Size:

o () Col. Size:

"Phone Email () Transparency
() Digital file

" Date of Request Date Needed Specs:

“( )Pickup () Mail [$5.00] ( ) Campus Mail () Campus charge ( ) Other:

Campus account no.

Notice: Warning Concerning Copyright Restrictions

The copyright law of the United States (7itle 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 the 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.

I have read the above restrictions and the Special Collections & Archives Duplication Policy on the reverse of this form, and I make
application for duplication of the material listed below:

Signature Date
Call Number Author/Title Portions to be Copied
Staff use only:
No. expos. x$. =$ + Svc/Mailing Chrg. § + Tax $ =TOTAL $
Approved: Date: Completed by: Date:

Special Collections & Archives, Bowdoin College Library, 3000 College Station, Brunswick, ME 04011-8421
Tel.: 207-725-3288 Fax: 207-725-3083 Email: scaref@bowdoin.edu



BOWDOIN COLLEGE LIBRARY
George J. Mitchell Department of Special Collections & Archives
Duplication Policy

All duplicating of Special Collections & Archives materials is done by Library staff. Materials may be copied
(photomechanically, magnetically or digitally) when, in the judgment of the staff, such copying will not damage the
original item(s), will not duplicate an inordinate portion of a manuscript collection, archival record group or bound
volume, and is not prohibited by US copyright law. While the Library makes every attempt to accommodate copying
requests, making copies is inherently stressful to the original(s). Consequently, limits have been established to balance
researchers’ needs and our obligation to preserve these special resource materials. To reduce stress on bindings, all
photocopying of bound volumes is limited to no more than twenty (20) pages per volume. Some items, such as brittle,
tightly bound or heavy books, are impossible to photocopy. Sometimes, alternative photoduplication (e.g.,
microfilming, photography) are suitable when electrostatic copying is infeasible. We regret that we can provide no
more than 500 electrostatic copies within a twelve-month period for any individual. Readers wanting to copy a
substantial portion of a manuscript collection, a group of College records, or a published work may be asked to pay
instead for the production of a microfilm copy of the entire portion.

Special conditions apply when requesting duplication of unpublished materials. Virtually all unpublished
manuscripts, recordings, and photographs created since the early twentieth century are protected under copyright law.
Select photocopies of manuscripts may be made if they are solely for the research use of the applicant; further
photoduplication of such copies is not permitted, nor may those copies be deposited in another institution. Nor does
Bowdoin College Library, in making research copies available, thereby grant permission to reproduce those copies or to
quote extensively from them for publication. In making use of these copies, the applicant assumes full responsibility for
any infringement of copyright or publication rights belonging to the author, the author's heirs or assigns. The applicant
also accepts responsibility for communicating with the holder(s) of copyright concerning permissions to quote or
otherwise publish material protected by copyright from our collections. Special copyright provisions apply to sound
recordings, pictorial, musical, graphic, motion picture, or other audio-visual works that severely restrict duplicating
without the express permission of the holder of copyright.

Publishing material from our holdings requires permission not only from the holders of copyright but also from
Bowdoin College Library. For permission to publish, please write to the Director, George J. Mitchell Department of
Special Collections & Archives, Bowdoin College Library, 3000 College Stations, Brunswick, Maine 04011-8421. A
publication fee may apply.

The department fills orders as quickly as possible. Requests from resident researchers take precedence; research
requests received through the mail, by phone or electronically will be handled as time, the availability of staff, and the
fragility of the material allows. In all instances, a signed Request for Duplication is prerequisite to filling any
duplication order.

The applicant agrees to pay the costs incurred in making all requested copies following established fee schedules,
including expenses in preparing negatives and file copies retained by the department. Orders that require photographic,
magnetic or digital copying, and mail orders require prepayment. We regret that we cannot provide billing for non-
Bowdoin College accounts.

Cost of photocopies:
$ .10 per exposure for in-house requests
$ .25 per exposure for mail-order requests ($2.50 minimum)

For other duplication service costs, please consult our fee schedule.

Mail orders require prepayment, including a $5.00 service charge for mailing/handling. Payments by check or
money order are payable to “Bowdoin College.”

Rev. 1/06



