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Special Collections & The Bill Douglas Cinema Museum
Photocopy Request: PUBLISHED WORKS (Books and Journals)

· All photocopying is carried out by staff in accordance with the Special Collections Reprographics Policy.
· Readers will be notified by email when copies are ready for collection.
· The charge per sheet will be 10p per A4 copy and 20p per A3 copy. Readers will be charged for postal costs and VAT where applicable. 

	Name:

	Library Card No:



	Department or address:



	Contact email / telephone no:





COPYRIGHT DECLARATION:  I declare that:
Please check one box at 1; box 2 must be checked by all users.

1. |_|  The work overleaf is protected by copyright
· The purpose of the copy is solely for non-commercial research or private study
· I have not previously requested a copy of the same material
· I will not lend, sell or reproduce the copy in any way, including electronically 
· To the best of my knowledge the work has not been published before and the copyright owner has not prohibited copying
OR
|_| The work overleaf is outside of copyright

2. |_| I understand that supply of this material by the Library does not give the right to reproduce, quote or publish it. 
· Written consent for publication must be obtained from the Library in addition to the consent of the copyright owner when applicable.
· I understand that if the declaration is false, the copy supplied to me by you will be an infringing copy and that I shall be liable for infringement of copyright as if I had made the copy myself. 

|_| We will retain personal information for our records for seven years should we need to contact you regarding your request in the future. Please confirm you consent to this retention by ticking this box.

Signed: __________________________  		Date: ______________________
Typed signature is accepted if form is attached to your email 
	
	LIBRARY USE ONLY: 
	Initials of staff taking request
	Total amount to pay
	No. of copies
	P&P costs
	VAT
	Payment received

	
	
	
	
	
	



Code |_|BDC Exeter student   |_|BDC Staff/External    |_|SC Exeter Student   |_|SC Staff/External
Please complete details of your request overleaf



Details of request:

	Description of item/s to be photocopied:
Please include:  author – title - classmark/MS number/item number - date of work - page references [if applicable]





























[bookmark: _GoBack]


	Collection:
I wish to collect the material  |_|                      I wish the material to be posted to me  |_|


	Any other details / clarification:







	Please state reason for requesting images:
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