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Cranbrook Archives Duplication and Research Services Request

Name and Affiliation

Phone

Email

Do you require research services? (@ $40/hour after the first 2 hours) [ ]

If you would like material duplicated, please provide all applicable information:

Collection Title &
Accession #

Box:Folder #

or Item Desc.

Image /Drawing
Title & #

Duplication Formats

Documents will be delivered as PDF files unless publication quality is requested in image formats listed below.

Image file format requested: [ ] JPEG [ ] TIFF

Other formats and off-site duplications are at the sole discretion of the Archivist and subject to additional fees.

Duplication Fees:

Document (PDF) Image (8x10) Audio Recording Film or Video (MP4)
(MP3)
$10 per 25 scans after first 5 $15 (300 dpi) Cassette to digital Analog to digital
$50 per file Ask Archivist
Architectural drawings Over 300 dpi or 8x10 Digital to digital Digital to digital
Ask Archivist Ask Archivist $15 per file $15 per file

An Archivist will contact you to verify your request and total cost. Please allow 7-10 days for duplication orders.
Large orders will require additional time for processing. Items will be transmitted electronically, unless prior
arrangements have been made (subject to additional fees). Payment must be received before files are released.




Use Information

If reproduction(s) are required for purposes other than personal use in research, academic study, and teaching,
additional permission or licensing fees may apply to your request. Please reference the Use Fees Schedule and
provide the information below. If you have questions regarding whether application of a reproduction falls under
fair use, please indicate that below, as well. An Archivist will contact you regarding permissions and any applicable
fees.

Describe how the requested material is to be used (include specific rights, print runs, and/or applicable dates):

Please provide information for the party responsible for use and payment of requested duplications.

Name, Title and Affiliation

Street address City State Zip Code

Duplication Agreement

e Duplications are provided for personal research, study, and teaching needs unless otherwise stated above in
the Use Information. This agreement alone does not convey rights for publication or display.

e Cranbrook Archives reserves the right to restrict duplication of materials for legal, privacy, or preservation
concerns.

e Duplications provided will not be transferred or sold to other individuals or institutions. Cranbrook Archives
reserves the right to set a limit on the amount of digital copies and/or request their return when the user is
finished with them.

e Duplication services in no way convey purchase of or copyright ownership of the materials.

e  (itations must identify the location of the originals in the Cranbrook Archives as such: “Collection Title
(Accession #), Box #, Folder #, Cranbrook Archives, Cranbrook Center for Collections and Research.”

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 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 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 duplication order if, in its judgment,
fulfillment of this order would involve violation of copyright law.

[ understand and agree to the above policies:

Signature and date



