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 Duplication Request Form 
 

Name: ___________________________________________________________________________________ 
 
Address: _________________________________________________________________________________ 
 
Phone:  ____________________________ Email Address: _______________________________________ 
 
Affiliation (optional): ______________________________________________________________________ 
 
Planned use of the material: ________________________________________________________________ 
 
 
Special Collections and Archives, Kennedy Library, Cal Poly, in order to support research and scholarship, will fill orders 
for duplications. Special Collections and Archives reserves the right to restrict copying from any of its collections, and in 
certain cases to deny requests for duplications. All duplications must be paid for by cash or check before copies are made. 
Checks should be made payable to Kennedy Library. We do not accept credit card payment. Approved duplications will 
be made under the following conditions, to which you agree by signing this form. Orders are generally sent within 10 
business days of receipt of payment. 
 
WARNING CONCERNING COPYRIGHT RESTRICTIONS: Copyright of the United States (Title 17, U.S. Code) 
governs the making of photocopies, photographs, 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 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. Special Collections and Archives reserves the right to refuse to accept a copying 
order if, in its judgment, fulfillment of the order would involve violation of copyright law. 
 

CONDITIONS 
 

1. I am aware that permission to obtain duplicates does not constitute permission to publish; I must obtain such 
permission from the copyright holder. 

 
2. I agree not to make additional copies of this material. 

 
3. I understand that the copies are for my personal use only and are not transferable. 

 
4. I agree to pay all current applicable fees. 

 
5. I will cite Special Collections and Archives, California Polytechnic State University as the owner of the item(s) 

in all research. 
 
I have read and will abide by the terms outlined above. 
 
_____________________________________________  _______________ 
Signature        Date 
 
For Staff Use Only:              
Approval by (signature): _____________________________________ Date copied: ____________ 
 
No. of copies: ________________  Cost: _____________  Paid: ______________ 
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Requested Materials:

Collection Image ID or 
Box#Folder# 

Item Description Service Fee 

 Subtotal: _________ 

Processing Fee: _________ 

Rush Fee: _________ 

Total: _______ 

Service Patron Cost/Item 
Reference PDF or JPG All* $1/page (or image) 

High resolution digital scans 
(JPG or TIF) 

Students, educators, CSU 
affiliates (faculty, staff, 
alumni), San Luis Obispo 
County residents* 

Existing scans: 
• $5 each

New scan or adjustment to existing scan: 
• $10 each

Others Existing scans: 
• $10 each

New scan or adjustment on existing scan: 
• $25 each

Large-format, audio, or 
audiovisual materials 

All Cost of labor, materials, and/or vendor 
charges 

Additional Fees 

Processing Fees Students, educators, CSU 
affiliates (faculty, staff, 
alumni), San Luis Obispo 
County residents 

$5 per order 

Others $10 per order 

Rush Fees – 24 Hours All 200% 

Rush Fees – 48 Hours All 100% 

* Cal Poly affiliates receive first 100 reproductions per year from University Archives at no cost

Make checks payable to: Cal Poly

Mail to: 
Attn: Special Collections and Archives 
Kennedy Library, Cal Poly 
1 Grand Ave.  
San Luis Obispo, CA 93407 
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