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Archive and Local History Service 
Copying Service Order Form for Unpublished Copyright Works  
  
C O P Y R I G H T     D E C L A R A T I O N 
 
Please supply me with a copy of the published items specified overleaf by me for the purposes of private 
study of research.  I declare that: 
 
1 I have not previously been supplied with a copy of the same material by you or any other librarian, 

archivist or curator. 
2 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 another person. 
3 To the best of my knowledge 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. 
 
Name    …………………………………………………………………………………………………………. 
   
Address …………………………………………………………………………………………………………. 

  …………………………………………………………………………………………………………. 

  ………………………………………………………               Tel        ……….…………………….      

Signature* ………………………………………………………               Date     …………………………….. 
 
*This must be the personal signature of the person making the request.  A stamped or typed signature 
  of an agent is not acceptable.  Any one ordering copies on behalf of another person must obtain that   
  person’s signature on this form. 
 
Delivery - Photocopy orders placed in person in the searchroom will normally be available for collection 
by 12 pm, 3 days later (subject to size of order and other work in hand).  Photocopying orders placed by 
post will be processed within 5 working days after receipt of payment.  Photographic and plan copying 
orders will normally be supplied within 21 days after receipt of payment.  You will be advised if it is likely to 
take longer than these stated times.  A surcharge for urgent orders may be imposed. 
 
I will COLLECT the order on ………………… (date)    

or, please POST the order to me at the above address  

(Please specify if you wish to pay for the order to be sent by any special postage method) 

FOR PLAN COPIES  send rolled   or, send folded                         
PLEASE TURN OVER



 
Scottish Borders Council: Archives and Local History Service      User Reg No    R/08/     
Copying Service Order Form:  Unpublished Copyright Works 
 
Notes: Do not remove individual items from files, mark place with strips of paper provided.  Your order will not be processed without a 
signature overleaf. Please consult staff if you intend to order copies with publication in mind and consult our reprographics and 
permission to publish policy. 
 
Item  Page number/ brief description Method of copying 

required * 
No of 
copies** 

    
    
    
    
    
    
    
    
    
    
    
    
 
 *Black and White photocopying service will be assumed unless otherwise specified. 
**For legal Reasons only one copy of each individual page or item can be supplied.  This column is for the total number of pages to 
   be copied within one book or file. 
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