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PHOTODUPLICATION REQUEST FORM 
Please return to: Houghton Library, Harvard University, Cambridge, MA  02138; fax 617-495-1376 

All orders are considered on a case-by-case basis. 
 
 
 
Please indicate the type of copies requested: 
 ___ In-house reference photocopies (limit 10) 
 ___ In-house reference scans (limit 10) 
 ___ Paper copies 
 ___ Microfilm (positive only) 
 ___ Publishable scans (300dpi) ___ CD or ___ electronic delivery 
 
I confirm that I am the person whose name appears below or the authorized agent of the person whose name appears below.  
 
I have requested that the President and Fellows of Harvard College (“Harvard”), acting through Houghton Library (“Houghton”), 
make reproductions (the “Reproductions”) of the materials listed below (the “Materials”).  If I wish to make any use of the 
Reproductions that requires the permission of the Library and/or copyright holder (if any), I agree to obtain all such permissions.  If 
the Materials are still under copyright, I confirm that I intend to use the Reproductions only for private study, research or classroom 
teaching. 
 
I understand that requests for permission to publish, distribute, perform, broadcast, transfer, display, or further reproduce these 
Materials must be made separately. Please see the guidance at the Houghton Library 
website:  http://hcl.harvard.edu/libraries/houghton. 
 
I understand that reproductions are provided as is and that Harvard does not guarantee the accuracy of the Reproductions. 
 
I will indemnify and hold Harvard and its affiliates, employees, faculty members, members of its governing boards and agents 
harmless from and against any claims, losses, liabilities, damages, costs and expenses including reasonable attorneys' fees arising out 
of or relating to the making of the Reproductions or my use of them, or my breach of any other provision of these terms and conditions. 
 
Signature:_________________________________________________ Date:__________________________________ 
Printed Name:______________________________________________ E-mail:_________________________________ 
Address:__________________________________________________ Phone:_________________________________ 
Address:__________________________________________________ 2nd phone/fax:_ __________________________ 
 
Call Number    Description    Instructions (pages, etc.)

   

   

   

   

   

   

   

   

NOTICE 
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. 

Harvard reserves the right to refuse to accept a 
copying order if, in its judgment, fulfillment of the order 
would involve violation of copyright law. 
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Requests for copies are considered on a case-by-case basis depending upon size, binding, condition, copyright 
restrictions, and donor stipulations.  Houghton Public Services staff will determine whether material may be 
copied, consulting with the Curator if necessary.  Public Services staff will provide a cost estimate, and 
instructions for flagging as needed.  To request reproductions via email, write to 
houghref@help.hmdc.harvard.edu. 
 

Once orders have been placed at Houghton, they are processed in Widener Library by the Harvard College 
Library Imaging Services Department.  The Imaging Services price list is available on-line at 
http://hcl.harvard.edu/info/imaging/index.html#patrons. All orders require payment in advance and can be picked 
up in person at the Imaging Services Office, Room 90 in Widener Library, or can be shipped for an additional fee. 

 
FOR PERSONAL STUDY PURPOSES ONLY 
 

MICROFILM & PAPER COPIES (not suitable for publication) 
• Manuscripts: Only fully cataloged manuscripts can be considered for duplication (exceptions may be 

made for Harvard Theatre Collection materials in arranged series) and only if the condition of the material 
permits safe handling. All manuscript copy orders will include copying of the folder labels or other shelf 
marks.  The presence of any fragile item within a folder or case renders the manuscripts within that folder 
or case ineligible for copying.   

 

Readers may request up to five sheets per folder.  If the request is for more than five sheets, the entire 
folder must be microfilmed.  If a majority of folders within a box is requested, or most of a codex, the 
entire item must be filmed.  Cost estimates for microfilm may take a week to prepare, and will include the 
cost of an archival copy to be kept at Imaging Services. 
 

All orders for copies of manuscripts must be accompanied by a signed Phoduplication Request Form.  
Curatorial approval may be required before copies can be made.  

 
• Printed Books:  All printed books must be reviewed for condition before estimates can be given. If the 

book is under copyright, no more than ten pages can be copied.  If a large portion of the book is requested, 
the entire item must be filmed.  Curatorial approval may be required before copies can be made. 
 

Microfilming of bound items is only possible when the item will lie flat without assistance.  For bound 
items that must be copied at an angle, cradled scans are available for a limited number of copies.  Complete 
copies of bound items requiring cradles must be negotiated with the Curator and the Imaging Services 
Department.   

 
• Existing Microfilm: If the library holds negative microfilm of an item or collection, readers may obtain 

paper copies or positive film of the entire reel. Parts of reels are not available. If the library holds positive 
microfilm, readers may use that film in the Reading Room to produce paper copies on the reader-printer 
machine. Reading Room staff will inform readers of the existence of either negative or positive film. 

 
LIMITED ON-SITE COPYING 
Only projects requiring a few reference copies can be accommodated with this service.  Copies are made by 
Reading Room Staff as time allows.  Larger orders must go through Imaging Services.  Patrons should not expect 
that they will be able to have photocopies on the same day the request is made.  

 

 Service     Cost   Limit 
 Photocopies of reference material  25 cents    10 per reader per visit 

Photocopies of reference material  25 cents    10 per reader per visit  
 Photocopies (loose pages, modern books) 50 cents   10 per reader per visit  
 Reference scans  (digital or paper)  $1.00   10 per reader per visit 
 
FOR PUBLICATION OR POSSIBLE FUTURE PUBLICATION  (digital scans only) 
Note: The sale of copies does not constitute permission to publish, share, or further reproduce Library materials. 
Permission to publish, when required, must be negotiated through the Permissions Coordinator.  For guidance, please 
see our website:  http://hcl.harvard.edu/libraries/houghton 


