Cushing Memorial Library and Archives

Duplication Policy

Scanning and photocopying may be possible depending on the condition of the materials and/or
any rights restrictions that may apply. There is a minimum 24-hour turnaround time on all such
requests. However, depending on scanning order queue and the availability of materials, fulfillment
of orders may take up to several days. The decision to permit or prohibit duplication of any
material is at the sole discretion of Cushing Memorial Library and Archives. This decision is final.

The cost for duplication is as follows:

The first forty scans will be provided free of charge. Each additional scan will cost $0.25,
retroactively (e.g. an order of 41 scans will cost $10.25). Each patron may order a maximum of 100
scans within 30 calendar days. Exceptions to this may be made at the discretion of Cushing
Memorial Library and Archives Staff.

Payment for the duplication order must be made before it can be fulfilled.



Duplication Request Form Office Use Only
Cushing Memorial Library & Archives

Charges

Amount Scanned:
Name: JD Doyle Fee;:

Tax:
Address: 1608 W 25th St Total: S
Dept./Co.: Form Sent Down for Payment

. Date Initials

Phone: 832-530-3165 Fax: ( )
Email: Patron Contacted for Payment
Material/Services Requested (Additional pages may be added if more space is needed) Date Initials

Payment Received/Confirmed

. . . Date Initials
See email for list, and please returns scan by email

Request Complete

Date Initials
Please choose one of each (if applicable)
Format: O PDF ®JPEGQTIFF Method of Delivery
Resolution (dpi): (®300 O 600 Filex/Email  Mail  Pick-up

Color Preference: ()Color(e)Grayscale

Office Use Only

COPYRIGHT WARNING
The copyright law of the United States (Title 17, US Code) governs the making of photocopies or other reproductions of copyrighted materials. 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.

Agreement: By signing you agree to the terms of the Cushing duplication policy, have read & understand the copyright warning, and confirm all
mformation provided on this form 1is correct.

7-20-16

Signature Date




NOTIFICATION TO PUBLISH
of

CUSHING MEMORIAL LIBRARY AND ARCHIVES

COPYRIGHT WARNING

The copyright law of the United States (Title 17, US Code) governs the making of photocopies or other reproductions of
copyrighted materials. 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.

NOTIFICATION TO PUBLISH:

Acknowledgment must be given to Cushing Memorial Library for the use of all of the Library’s material.
All Cushing Memorial Library material(s) used must be credited or cited as follows: “Cushing Memorial
Library and Archives, Texas A&M University.” Publication of any Cushing Memorial Library material(s)
can take place only under the provisions of the fair-use doctrine of the U.S. Copyright Law or by
obtaining permission from the copyright holder, which in many cases may not be the Cushing Memorial
Library and /or Texas A&M University. The patron will defend and hold harmless the Cushing Memorial
Library and the Texas A&M University System, its Board of Regents, its officers, employees and agents
against all claims, demands, costs and expenses including, but not limited to, attorney’s fees incurred by
copyright infringement, or any other legal and regulatory course of action arising from use of any
material obtained from Cushing Memorial Library.

Posting reproductions of materials online in any fashion is a form of publication. For example
posting an image of a manuscript, photo, etc. from our collections to a website, blog, or social
media platform.

Agreement: By signing you have read and understand the Notification to Publish of Cushing Memorial
Library and agree to abide by all statements therein.

Name (please print)

7-20-16

(Signature) (Date)
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