Duplication Order Form

Trinity University Coates Library
Special Collections and Archives

To use a screen reader with this PDF form, it must be opened in the Adobe
Reader desktop application. For additional help with this form, email
archives@trinity.edu or call (210)999-7355.

Personal Information

Name:

Email:

Telephone:

Institution or Organization:

Status (select one): Select a status

Copyright Notice
Materials in the Coates Library Special Collections & Archives may be protected
by copyright law (Title 17, U.S. Code). It is the researcher’s responsibility to
determine if such rights exist and to obtain permission from the copyright owner to
reproduce or otherwise use the materials. The researcher is responsible for
securing permission to quote and publish from the copyright owner or his/her heirs
in cases where this library holds material as property without at the same time
holding the literary rights and copyrights vested in them. Coates Library make no
representation that it is the owner of the literary rights and copyrights (other than
official records), unless such rights have been specifically transferred by the donor
or by the literary heirs. As a condition of use, the researcher assumes full legal
responsibility for any infringement of literary, copyright, or publication rights

belonging to the author or creator, his/her heirs orassigns.
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Conditions

All duplication orders are accepted at the discretion of the Trinity University Special
Collections and Archives. Researchers may duplicate or take photographs of
materials for study purposes only, and as allowed by the library and archives,
based on the physical condition of the materials, copyright law, donor restrictions,
and reading room rules. It is the researcher’s responsibility to keep accurate
citations for all items duplicated or photographed, which are required when
ordering publication-quality images or requesting permission to quote.
Photocopies of original materials may not be transferred to any other institution or
individual without written permission. | further agree to defend, indemnify, and hold
harmless Trinity University’s Special Collections and Archives against all claims,
demands, costs, and expenses incurred by copyright infringement and other legal
or regulatory cause of action arising from the Use of the Special Collections and

Archives materials.

Signature

My signature indicates that | have read and understood the Copyright Notice and the

Conditions section on this form.

Printed Name:

Sign Here:
Title:
Date:

List requested items on next page
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Item 1

Collection or Call Number:

Box/Folder or Page Numbers:

Title or Description:

Number of Pages:

Special Requests:

Item 2

Collection or Call Number:

Box/Folder or Page Numbers:

Title or Description:

Number of Pages:

Special Requests:

Item 3

Collection or Call Number:

Box/Folder or Page Numbers:

Title or Description:

Number of Pages:

Special Requests:

Item 4

Collection or Call Number:

Box/Folder or Page Numbers:

Title or Description:

Number of Pages:

Special Requests:

List continues on next page

Office use only

Request handled by:

Date:
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Item 5

Collection or Call Number:

Box/Folder or Page Numbers:

Title or Description:

Number of Pages:

Special Requests:

Item 6

Collection or Call Number:

Box/Folder or Page Numbers:

Title or Description:

Number of Pages:

Special Requests:

Item 7

Collection or Call Number:

Box/Folder or Page Numbers:

Title or Description:

Number of Pages:

Special Requests:

Item 8

Collection or Call Number:

Box/Folder or Page Numbers:

Title or Description:

Number of Pages:

Special Requests:

End of list

Office use only

Request handled by:

Date:
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