
	Special	Collections	and	Rare	Books	
University of Missouri Libraries 

401 Ellis Library ● Columbia MO 65201 
 (573) 882‐3755 ● SpecialCollecƟons@missouri.edu 

 

 

Request	for	Scans	or	Photocopies	for	Personal	Use	
The Special Collections & Rare Books Department provides a variety of duplication services, but reserves the right to 

restrict reproduction of materials due to age, condition, size, copyright, or staff availability.  Reproductions are provided 

for reference use only.   

If you wish to publish, exhibit, or broadcast a photocopy or scan of an item from Special Collections and Rare Books, 

please submit a Request to Publish, Exhibit or Broadcast (available in Ellis Library, Room 401, or at 

http://mulibraries.missouri.edu/specialcollections/MUSpecPublishform.pdf).  

Name ____________________________________________________________ Date ____________________________  

Telephone________________________________________________Email_____________________________________ 
 
Address (for mail delivery)____________________________________________________________________________ 
 
I am:     MU affiliate (on‐campus)       MU affiliate (off‐campus)    Not affiliated with MU 
           (no fees)                           ($5 processing fee)           ($15 processing fee)
 

NOTICE:	WARNING	CONCERNING	COPYRIGHT	RESTRICTIONS	
The copyright law of the United States (Title 17, U.S. 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 a user makes a request for, or later uses, a 

photocopy or reproduction for purposes in excess of “fair use,” that user may be 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 the copyright law. Applicants assume all responsibility for questions of copyright and invasion of privacy that 

may arise from copying and from the use made of the copy.  

By signing below, the user agrees not to publish, exhibit, broadcast, or otherwise distribute the requested copies or 

scans.   

 

Signature __________________________________________________________________________________________ 
 
   



Type of copy:   
Digital (if checked, also fill in below) 
Paper 
 

 

   
File Format: 
jpg 
tif 
pdf 
other______________________________ 

Resolution: 
300 dpi 
400 dpi 
600 dpi  
 

   
Color: 
black & white 
grayscale 
color  

Delivery Method:  
pick up (flash drive required if digital) 
email to me (low‐res jpgs only) 
burn onto CDR ($1 additional fee)  
campus mail or USPS 
 

Copies	Requested	
Material Type 
(book, archival, etc.) 

Author/Title  
Item Description 

Collection Name 
 

Call Number / 
Box & Folder Number 

Pages 

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

Fees  

 
If ordering by mail, please contact Special Collections staff before sending 

payment.  Email SpecialCollections@missouri.edu or call (573) 882‐0076. 

   Number of pages   

X $0.50 per page   

+ fees (MU, non‐MU)   

+ $1 if CD‐R needed   

Total Cost   

 


	Name: 
	Date: 
	Telephone: 
	Email: 
	Address for mail delivery: 
	Digital if checked also fill in below: Off
	Paper: Off
	jpg: Off
	tif: Off
	pdf: Off
	undefined: Off
	other: 
	black  white: Off
	grayscale: Off
	color: Off
	300 dpi: Off
	400 dpi: Off
	600 dpi: Off
	Material Type book archival etcRow1: 
	AuthorTitle Item DescriptionRow1: 
	Collection NameRow1: 
	Call Number  Box  Folder NumberRow1: 
	PagesRow1: 
	Material Type book archival etcRow2: 
	AuthorTitle Item DescriptionRow2: 
	Collection NameRow2: 
	Call Number  Box  Folder NumberRow2: 
	PagesRow2: 
	Material Type book archival etcRow3: 
	AuthorTitle Item DescriptionRow3: 
	Collection NameRow3: 
	Call Number  Box  Folder NumberRow3: 
	PagesRow3: 
	Material Type book archival etcRow4: 
	AuthorTitle Item DescriptionRow4: 
	Collection NameRow4: 
	Call Number  Box  Folder NumberRow4: 
	PagesRow4: 
	Material Type book archival etcRow5: 
	AuthorTitle Item DescriptionRow5: 
	Collection NameRow5: 
	Call Number  Box  Folder NumberRow5: 
	PagesRow5: 
	Material Type book archival etcRow6: 
	AuthorTitle Item DescriptionRow6: 
	Collection NameRow6: 
	Call Number  Box  Folder NumberRow6: 
	PagesRow6: 
	Material Type book archival etcRow7: 
	AuthorTitle Item DescriptionRow7: 
	Collection NameRow7: 
	Call Number  Box  Folder NumberRow7: 
	PagesRow7: 
	Material Type book archival etcRow8: 
	AuthorTitle Item DescriptionRow8: 
	Collection NameRow8: 
	Call Number  Box  Folder NumberRow8: 
	PagesRow8: 
	Material Type book archival etcRow9: 
	AuthorTitle Item DescriptionRow9: 
	Collection NameRow9: 
	Call Number  Box  Folder NumberRow9: 
	PagesRow9: 
	Material Type book archival etcRow10: 
	AuthorTitle Item DescriptionRow10: 
	Collection NameRow10: 
	Call Number  Box  Folder NumberRow10: 
	PagesRow10: 
	Material Type book archival etcRow11: 
	AuthorTitle Item DescriptionRow11: 
	Collection NameRow11: 
	Call Number  Box  Folder NumberRow11: 
	PagesRow11: 
	Material Type book archival etcRow12: 
	AuthorTitle Item DescriptionRow12: 
	Collection NameRow12: 
	Call Number  Box  Folder NumberRow12: 
	PagesRow12: 
	Number of pages X 050 per page  fees MU nonMU  1 if CDR needed: 
	Number of pages X 050 per page  fees MU nonMU  1 if CDR needed_3: 0
	Number of pages X 050 per page  fees MU nonMU  1 if CDR needed_4: 0
	Total Cost: 0
	Affiliation: Off
	Delivery: Off
	0: 
	5: 0.5

	x 0: 
	5 per page: 0

	Reset Form: 
	Print Form: 


