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Name: Date:

Status (Check One): Student Faculty/Staff Other:

Address (If Status is Other):

Phone: Email:

REPRODUCTION / PHOTOCOPYING POLICY

1. The Department of Special Collections, Rare Books, and University Archives reserves the right
to refuse arequest for reproduction if filling the request would result in damage to the materials
or would violate copyright law. Generally, nothing will be reproduced in its entirety; no more
than 50 pages or one-third of a collection (whichever is smaller) will be reproduced.

2. The Butler University Libraries will not make more than one reproduction of any material, in
accordance with the “fair use” provisions of the U.S. Copyright Law (Title 17, U.S. Code).

3. Allreproduction work is done for researchers by faculty and staff in the Department of Special
Collections, Rare Books, and University Archives or the Butler University Libraries. Requests
will be filled as quickly as possible based on faculty and staff time and access to equipment. If
necessary, you may be asked to pick up your copies the next day or have them mailed to you.

4. Reproductions are made for private study, scholarship, or research use only. Except for “fair use”
cases, they may not be reproduced or published in any fashion without prior written permission
from the copyright holder.

5. Theterm “reproduction” includes, but is not limited to: photocopying, scanning, photographing,
filming, video recording, etc.

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 material. 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 aresearcher makes a request for, or later uses, a photocopy or reproduction for purposes in
excess of “fair use”, that researcher may be liable for copyright infringement. This institution reserves the
right to refuse a request for photocopying if, in the judgment of the professional staff, filling the request
would violate copyright law.

The requested reproductions will be used only for the following purpose:

Signature Date

Please place requests on the back of this form. Pagelof2



Name: Page 2 of 2

Date:
Items/Materials from the Department of Special Collections, Rare Books, and University
Archives of the Butler University Libraries requested. Please fill out applicable fields for

each individual request (e.g. request a book would not require the field Box and Folder #).

Check if request list is attached to the end of this form. (Include name and date in the
header and initials in the footer of each page attached.)

Title or Collection Name:

Call # or Collection #: Volume and Issue #:
Box and Folder #: Pages or Dates:
Additional Information:

Title or Collection Name:

Call # or Collection #: Volume and Issue #:
Box and Folder #: Pages or Dates:
Additional Information:

Title or Collection Name:

Call # or Collection #: Volume and Issue #:

Box and Folder #: Pages or Dates:

Additional Information:

Title or Collection Name:

Call # or Collection #: Volume and Issue #:
Box and Folder #: Pages or Dates:
Additional Information:

Title or Collection Name:

Call # or Collection #: Volume and Issue #:
Box and Folder #: Pages or Dates:
Additional Information:
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