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Copying Request Form
Please return completed forms to 
Science Museum Library and Archives, Science Museum at Wroughton, Hackpen Lane, Wroughton.  SN4 9LT
Please read the terms and conditions below and on the reverse before ordering.
	CUSTOMER DETAILS

	Name
	

	Address
	

	Postcode
	

	Telephone
	

	Email
	


	DOCUMENT DETAILS

	Item reference
	DESCRIPTION

(Please include as much information as possible, including item title, page numbers, right or left side of page, size of paper etc.)
	Size?


	
	
	

	
	Sub-total
	

	
	Administration 
	

	
	Other Charges
	

	
	Total
	


	Terms and Conditions 
All copies will be made at the discretion of the Science Museum Library and Archives staff, adhering to copyright law.

If an item is deemed fragile, reproduction can be refused.

Orders will not be dispatched until payment has been received.

Orders will only be processed on receipt of a signed copyright declaration, which is found on the reverse of this sheet.
PRIVATE 
We are required by law to retain copyright declaration forms for six years. This form will be kept in a secure file and destroyed six years after the end of the year in which it was completed. Your details will not be used for any purpose other than the administration of the Service, and the investigation of any copyright dispute. 


Reproduction Prices 
All copies are sent out as digital files unless otherwise requested, subject to copyright law.
All orders are charged per page of original. Our service copy limit is 25 pages of original.
There is also an administration fee.
Charges are dependent on document size: 
1) Standard 
	Administration Fee
	£5

	Per Page of Original (up to A3)
	20 pence


2) Large (Plans, Drawings and Dyelines)
	Administration Fee
	£5

	Pre-existing digital image per page of original (A2, A1 and outsized)
	£5 per drawing

	New digitisation per page of original (A2, A1 and outsized)
	£10 per drawing


Payment and Dispatch 
Payment can be made by credit card by telephoning 01793 846214 OR cheque (made payable to ‘The Science Museum’). We accept most credit cards with the exception of American Express or Diners card. 
Copies are normally sent within 10 working days of receiving this completed form and payment.  Larger orders (and posted items) may take longer.  

If readers require hard copies or copies on CD, postage and packaging (P & P) will be charged accordingly.

	Copyright Declaration 
Please supply me with a copy of:

the whole and/or part(s) of the unpublished work(s) or published work(s) listed over leaf, required by me for the purposes of research or private study

I declare that:

(a)  I have not previously been supplied with a copy of the same material by you or any other librarian or archivist;

(b)  I will not use the copy except for research for a non-commercial purpose or private study and will not supply a copy of it to any other person; and

(c)  to the best of my knowledge the work had not been published before the document was deposited in your library/archive and the copyright owner has not prohibited copying of the work.
I understand that if the declaration is false in a material particular the copy supplied to me by you will be an infringing copy and that I shall be liable for infringement of copyright as if I had made the copy myself.

Signature                                                                                                         Date 



