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Mary Livermore Library

University of North Carolina at Pembroke                                                                            Phone: 910.521.4177 
P.O. Box 1510                                                                                                                            FAX: 910.521.6547
Pembroke, NC  28372                                                                                                         Email: library@uncp.edu
 PHOTOGRAPHIC REPRODUCTION REQUEST FORM
	Advance Payment is required for all photographic reproduction requests!


 INSTRUCTIONS AND POLICIES:
1. Please type, sign and submit all request forms via fax, U.S. mail or in-person. 

2. Be specific – Complete all request forms in their entirety. 

3. Please sign – You will be asked to sign and resubmit unsigned request forms. 

4. Handwritten, illegible, incomplete and/or unsigned request forms may be delayed or returned. 

5. Photographic reproduction requests must be paid for in advance. You will be notified by Archives/Special 
    Collections staff about the amount due. Your request will not be processed until cash, a credit/debit card      

    payment, or a check in U.S. funds is received. Checks should be made payable to UNC Pembroke.
      6. After receipt of advance payment, photographic reproduction requests can take up to two weeks to 
          process. 
	PATRON CONTACT INFORMATION


Name/Title:

__________________________________________________________________________
Address:

__________________________________________________________________________



__________________________________________________________________________
“Ship to” address, if different: _____________________________________________________________________




           _____________________________________________________________________
Telephone # with area code:    _____________________________________________________________________
Fax number:
                        _____________________________________________________________________
E-mail address:                         _____________________________________________________________________
	Statement of intended use:


List items to be reproduced:
	Photo ID Number
	Title/Description
	Special Instructions
	Format/
Size
	Quantity
	Check One 

 FORMCHECKBOX 
Glossy  FORMCHECKBOX 
Matte

	Pembroke_0001_0004
	Pembroke Kiwanis Club Officer Installation-Lee Neville
	None
	Photo 8.5” x 11”
	2
	Glossy
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Please check one: 






   Date needed:

 FORMCHECKBOX 
 Pick up in Archives/Special Collections, Mary Livermore Library          __________________________ 
 FORMCHECKBOX 
 Mail to shipping address listed above.
Permission to Publish:

      Will this material be used in a publication (print, exhibit, or electronic format)?   FORMCHECKBOX 
Yes    FORMCHECKBOX 
No
       If yes, permission to publish must be authorized. Please see the following documents, as applicable:    

       The Agreement for Use of Prints and Photographs and The Agreement for Internet Use of Materials 
(Make the above titles links to documents).
       If no, how will the image(s) be used? _______________________________________________________

       _____________________________________________________________________________________
       _____________________________________________________________________________________     
	Reproduction Charges:

	High Resolution Scan (300 dpi) -- $10.00 each                                                                                        Photo Quality Prints: 8.5” x 11” -- $5.00 each     
Appropriate shipping charges, if applicable, will be added to the prices listed above. 


· I have read the appropriate agreement conditions and requirements and agree to assume all responsibility for any infraction of copyright regulations. I also agree to hold blameless The University of North Carolina at Pembroke and its agents, representatives, or employees in connection with any legal action which may arise as a consequence of the reproduction. 
· By signing below, I agree to pay for all costs associated with this request.
Signature ________________________________________________________________________________

	For Archives/Special Collections staff use only

	Total Payment Due: $ _________________  Date/Time Notified Requestor  _____________________


If a credit card will be used, please complete the Credit Card Authorization Form below.
Types of Credit/Debit Cards Accepted

The Library accepts MasterCard and Visa credit/debit cards. American Express, Discover, or any other type of credit/debit card will not be accepted. 

Credit Card Authorization Form

I hereby authorize the following amount to be charged to the credit card below: 

Type of Credit Card:   



           Credit Card Number: 
Name on Credit Card: 




Expiration Date:  





Telephone Number (including area code): 

Signature of Card Holder __________________________________ Date ____________________________

Please submit the completed form to the Archives/Special Collection Area of the Mary Livermore Library using the contact information listed at the top of this form.
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