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Duplication Request

Complete this form to request copies and/or digitization of materials from the archives, which includes papers,

photographs, film and audio, for personal research use. Email the form to reference@glbthistory.org or mail to GLBT

Historical Society, 989 Market St., Lower Level, San Francisco, CA 94103

Name of requestor:

Address:

Phone number:

Email:

Please complete the attached Duplication Request Sheet with this form, and include collection name(s), collection
number(s), box number(s), and folder title(s) of requested materials.

Duplication fees for scans and copies of print material:

PDF scan or photocopies (depending on material
quality)

$0.50 per page (limit 100 pages of material per
request; minimum charge $1.00)

High-resolution TIF scan

$15 per page/item

Copy of existing scan (per file)

$5.00

In-person self-scanning (with staff supervision)

S35 flat fee

Duplication fees for audiovisual materials:

A/V not previously digitized Cost of vendor plus 25%
Copy of existing digitized A/V (per file) $5.00

Notice Concerning Copyright Law and Copy 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.
Requests for photocopies of material will be considered when duplication can be made without injury to the
material, when it is within the policy of the GLBTHS, and when it is in accordance with donor agreements and
copyright law. When allowed, single copies will be provided for the requestor’s reference use only. In providing
photocopies, the GLBTHS does not grant permission to reproduce or publish. The user assumes full
responsibility for use of the material and agrees to hold harmless the GLBT Historical Society against all claims,
demands, costs, and expense incurred by copyright infringement or any other legal or regulatory cause of action
arising from the use of the archives materials.

I make this request in accordance with the provisions of the copyright law and the policies of the GLBT Historical Society:

Signature of requestor: Date:

For GLBTHS Staff Use Only
Payment Amount:
Invoice Number:

Order Completed By: Date:

Paid By: [ ] Cash [ ]Check[ ]Credit

Last updated: 2019/09



Collection Information

Description of Item

No. of Pages

Collection Name:
Collection Number:
Box Number:
Folder # or Title:

Collection Name:
Collection Number:
Box Number:
Folder # or Title:

Collection Name:
Collection Number:
Box Number:
Folder # or Title:

Collection Name:
Collection Number:
Box Number:
Folder # or Title:

Collection Name:
Collection Number:
Box Number:
Folder # or Title:

Collection Name:
Collection Number:
Box Number:
Folder # or Title:

Researcher pays for any shipping costs.

Please note:

Our processing time for photocopy and scan requests is 7-14 business days. Digitization of A/V materials can take up to 3-

4 weeks, depending on the vendor.




