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Archives Research Center Image Reproduction Request 

Do you already possess the image(s) you wish to publish? If yes, please do not fill out the image 
reproduction request form; please complete the Permission to Publish Request form completely.  
 
Please allow at least 7 business days to process your request.  

1. Requestor’s Name:  _____________________________ 
  

2. Institutional Affiliation:   ______________________________ 
3. Email address: ___________________________  

 
4. Phone number: __________________________  

 
5. Mailing address: _________________________  

 
6. Detailed description of Image(s) requested (include collection in which image(s) are 

contained, and  document identifier number for materials in digital collections): 
____________________________  
 

7. Format requested: (drop down: 5x7 print; 5x7 print glossy; 8x10 print; 8x10 print glossy; 300 
dpi jpg file; CD of images) 
 

8. Detailed purpose of request (include whether or not image will be 
published):_______________  
 

9. Additional comments:  ___________________________  

If images requested are to be published, please be sure to fill out Permission to Publish request completely 
(skip to question 7).  An invoice will be sent to the email provided.  Payment is accepted by money order or 
credit/debit card.  In addition to reproduction fees, AUC Woodruff Library requests donation of the 
finished publication for our holdings.  Email the completed form to archives@auctr.edu . 


