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REPRODUCTION REQUEST FORM  
(PRINTS OF PHOTOS, MAPS, MANUSCRIPTS OR DIGITAL IMAGES) 

 
THIS REQUEST IS FOR   PERSONAL USE  PUBLICATION/COMMERCIAL USE (PLEASE COMPLETE PAGE 2 IF SELECTED) 

 

 

 
SUB-TOTAL 

 

 
SHIPPING 

 

 
TOTAL 

 
 

NAME 
 

DATE NEEDED  

INSTITUTION OR COMPANY 
 

ADDRESS 
 

CITY 
 

STATE/COUNTRY ZIP CODE 

PHONE 
 

EMAIL 

MATERIAL INFORMATION 
PHOTOGRAPHIC PRINT REPRODUCTION 

INFORMATION 

DIGITAL 

IMAGE   
COST 

Identifier /  
Plate Number 

Year/Vol. # (book/ 
map only) 

Title of Item 
Border: 

Y/N 

Type:  
BW/ 
Color 

Finish:  
Matte/ 
Glossy 

Size Y/N  

         

         

         

         

         

         

A SUMMARY OF COSTS IS AVAILABLE AT HTTP://WWW.LIBRARY.PITT.EDU/ASC-ORDERING-REPRODUCTIONS 

By signing, I agree to abide by the policies and guidelines (see next page) of the University Library System, University of Pittsburgh.   
 
Signature: __________________________________________________________ Date: __________________________________ 
 

 

http://www.library.pitt.edu/asc-ordering
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USAGE INFORMATION [IF APPLICABLE] 

   Illustration for publication or presentation (non-exclusive):  
  Publication (printed matter, electronic)    Website (Internet, intranet)   Broadcast (radio, television)      
  Multimedia Production (CD/DVD, video, film)    Exhibit 
  Social Media _____________________________    Other   ________________________________________ 

 

Title of Publication/Presentation   _______________________________________________________________ 
Publisher/Producer___________________________________ Expected Publication/Release Date ___________ 
Print Run   _____________________  Languages   _____________________ 
Other ______________________________________________________________________________________ 

 
REPRODUCTION GUIDELINES 

 
Research collections held by the University Library System are open to all researchers.  Reproductions are available for most content. 
 

1) Researchers requiring reproductions must supply all pertinent details describing the item(s) desired and their contact 
information to ensure accurate completion of their request. Deadlines for the receipt of materials should also be indicated. 
 

2) Please allow 10-15 business days for standard reproduction and scanning requests to be completed. Map and audiovisual 
reproduction requests must allow a minimum of 4 (four) weeks for completion. Requests will not be processed until 
payment is received. Acceptable forms of payment include credit card (Visa or MasterCard), cash, check, and money order. 
PLEASE CALL (412) 648-3223 TO ARRANGE PAYMENT. 

 
3) The copyright law of the U.S. (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 make a 
photocopy or reproduction. One of the 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 a purpose which does not qualify as "fair use," or does not secure the necessary permissions from the 
copyright owner to publish, that user may be individually 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 
or other applicable law. 
 

4) THE REPRODUCTIONS ARE PROVIDED BY THE UNIVERSITY “AS IS” WITHOUT WARRANTY OF ANY KIND. LICENSOR MAKES NO 
REPRESENTATIONS AND EXTENDS NO WARRANTIES OF ANY KIND, EITHER EXPRESS OR IMPLIED, INCLUDING, BUT NOT 
LIMITED TO WARRANTIES OF MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE, AND NONINFRINGEMENT. 
 

5) The entire risk as to the use of the reproductions provided herein is assumed by the Requestor. 
 

6) Digital file requests will be delivered electronically unless otherwise specified. We will confirm file formats for all requests. 
 
 
 
 
 
 
 

 

FOR OFFICE USE ONLY                                                                                                                                                                                                                                                                          

CIDDE 02631906894 

Date Request Received   Date Payment Received  

Date Completed  Staff Approval  

Notes:    
 

Deliverable:        CD/DVD   Print    Digital Download 

Archives & Special Collections - University of Pittsburgh  
7500 Thomas Blvd, Room 221   

Pittsburgh, PA  15260 
 

Email:     www.library.pitt.edu/ask-archivist  
Phone: (412) 648-3232 Fax:   (412) 648-2170 

http://www.library.pitt.edu/ask-archivist

