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	Postcode:
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	Email:




	NOTICE: WARNING CONCERNING COPYRIGHT RESTRICTIONS

UK Law and CPDA, 1988 (Copyright, Patents and Design Act, 1988) 
Please note that materials made available by Special Collections are governed by UK copyright law (Copyright, Design & Patents Act 1988). Reproduction of these materials in any format for any purpose other than personal research and study may constitute a violation of CDPA and infringement of rights associated with the materials. 




	I have read the above NOTICE and I hereby request one digital copy of each of the items described below. These materials are for my exclusive use, for the sole purpose of research or study convenience. I understand that I am responsible for complying with the laws governing copyright and literary property rights. Deposit of copies (photocopies, photographs, digital files, etc.) in another repository is prohibited unless specifically permitted in writing by the Director of Information Services, Queen’s University Belfast or a designated signatory.

I understand that I must also obtain permission from the original photographer/creator of each item.

Intended use of image(s): 


If publication is intended, please also complete the “Permission to Publish Request Form”
Signature                                                                                                                                                    Date

Prepayment required


	All columns must be filled in for scans to be made:

	Source of material to be duplicated:

name of MS collection, MS no., box no., folder no.
	Item description:
	Resolution:

e.g. 300dpi
	Save as: 

e.g. TIFF/ JPEG/pdf

	
	
	
	


Notes about resolution and file formats: Higher numbers of dots per inch result in larger files. TIFF files are significantly larger than JPEG files. Currently we have success sending files scanned at 150dpi to 300dpi and saved as JPEGs via email.    
Continue on reverse if necessary
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STAFF USE:


Request accepted by:


Application form on file: 


Check one: 


( dropbox


(  email image to patron 


(  patron will pick up in Special Collections


(  mail disk to patron  





Prepayment received:


Amount:


Scan made by:





TO BILL TO ANOTHER DEPARTMENT:


Department to be billed:


Project code: 


Authorising signature: 


Special Collections initials:                Date:





Copy Request Form


Special Collections


The McClay Library


Queen’s University Belfast


Belfast BT7 1LP


T: 028 9097 6333  E: � HYPERLINK "mailto:specialcollections@qub.ac.uk" �specialcollections@qub.ac.uk� 








