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Digitisation Request Form 

 

Charges 
 
A charge of £5.00 (+VAT) per image is payable to cover the cost of digitisation.  If the image is to be 
used in a publication or for other commercial purposes then it will be subject to an additional 
reproduction fee.  For details of charges, please request a copy of our reproduction fees document, or 
see: http://www.ncl.ac.uk/library/specialcollections/services/reproduction_fees.php 
 
Please tick here if you would like to reproduce an image and we will contact you to confirm charges. 
 

Customer details 
 

Name:  
 

E-mail address: 
 

Postal address: 
 

Daytime telephone number:  
 

 
 
 

Details of item to be digitised 
Shelf mark/ reference number: 
 

For printed material: 
 

Author: 
 

Title: 
 

Volume (if applicable): 
 

Page number(s) required: 
 

 

For archive/ manuscript material: 
 Description: 
 

 
 
 
 

 
Copyright Declaration 
 

Material held in Special Collections is subject to copyright legislation. Where applicable, it is the 
responsibility of the requester to obtain copyright permission, in writing, before material can be digitised. 
 

I hereby request Newcastle University Library to make and supply me with a digitised copy of the above-
mentioned material for the purpose of: 
 

I have not previously been supplied with a copy; to the best of my knowledge no other person with whom 
I work has made, or intends to make, a substantially similar request for material at this time and I have 
complied with any copyright restrictions. 
 
Signature:            Date: 
 



g/dtp/specialcollections/disitisationrequestform 

Format of Delivery 
Please note that the default file format is JPEG. How would you like the image file(s) to be delivered? 
 

E-mail - this is the preferred method of delivery for files under 10 MB. (Free) 
 

Print-out.  (Cost of postage) 
 

CD (for files that are under 650 MB). (£1.00, including postage) 
 

DVD (for files that exceed 650 MB). (£1.00, including postage) 
 
 
 
 
 

 
 
Date request form received:  
 

Date material digitised:  
 

Number of scans:  
 

Please tick: 
 

 A reproduction fee of £   is payable. 
 

 The reproduction fee has been waived, on the authorisation of    [please initial] 
 

 No reproduction fee applies. 
 

TOTAL PAYMENT DUE: £ 
 

Date payment received:  
 

Date images sent to the customer:  
 

Metadata (Please complete as many fields as apply.) 
 

Collection:  
 

Copyright:  
 

Creator:  
 

Credit: Special Collections, Newcastle University Library 
 

Document title:  
 

Edition 
 

Language:  
 

Material type:  
 

Place of publication 
 

Publication date 
 

Publisher / Printer:  
 

Repository:  
 

Size of original:  
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