
PLEASE COMPLETE REVERSE SIDE OF FORM 

 
If receiving this form by mail or fax, please complete and return to: 

M O U N T  H O LYO K E  C O L L E G E  
Archives and Special Collections 

8 Dwight Hall, 50 College Street, South Hadley, MA 01075-6425 
Tel (413) 538-2013 / Fax (413) 538-3029 

 

DIGITAL IMAGE REQUEST FORM 
Name (print):  

Address:  

Phone:  Email:  

Status (check one):   MHC Faculty/Staff   MHC Student   MHC Alumna   MHC Family 

   MHC Other Faculty/Staff   Other Student   Other  

Academic or organizational affiliation, if any:  
 
If a requested image is to be sent to an address other than that at the top of this form, print the individual’s 
complete name, mailing address, telephone number, and email address: 
 
 

METHOD OF DELIVERY: (Please check only one) Email           Write to CDR    

CALL/ACCESSION 
NUMBER 

AUTHOR, TITLE, OR 
DESCRIPTION 

SPECIFIC PAGES 
TO BE DIGITIZED 

TOTAL # ITEMS 
TO BE DIGITIZED 

SPECIAL INSTRUCTIONS 

     

     

     

Fee Information:  US$5.00 (MA Sales Tax @ 6.25% applicable if shipped to or purchased in Massachusetts) 
 Payment by check or money order only, payable to: Mount Holyoke College. 

Note:  Additional fees may apply if the order includes shipping outside of US.  
 

STAFF USE ONLY: 

Total number of images scanned: _______________ x US$5.00 = Total cost of scans:  _______________________ 
  Massachusetts Sales Tax 6.25% _____________________ 
  TOTAL COST: _____________________ 
SPECIAL INSTRUCTIONS: 

DPI:  
FILE TYPE:   

Other technical instructions:  

  

Date of request ________________________ 



PLEASE COMPLETE REVERSE SIDE OF FORM 

 

DIGITAL IMAGE CONDITIONS OF USE  

PRESERVATION: Because preservation of its materials is a paramount concern, Archives and Special 
Collections reserves the right to decline to digitize materials, or to limit the amount of material that can be 
safely digitized. 
 
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. Under certain 
conditions specified in the law, libraries and archives are authorized to furnish a photocopy or other 
reproduction. One of these specified conditions is that the photocopy or reproduction is not to be “used 
for any purpose other than private study, scholarship, or research.” If a user makes a request for, or later 
uses a photocopy or reproduction for purposes in excess of “fair use,” that user may be liable for 
copyright infringement. This institution reserves the right to refuse to accept a copying order if, in its 
judgment, fulfillment of the order would involve violation of the copyright law.  
 
PURPOSE OF USE: Researchers must stipulate how the collections requested will be used. Without that 
information, this request cannot be filled. Use of any copies must be only for the purpose stated here. If 
you later wish to make a different or additional use of these materials (particularly if you will be 
publishing or exhibiting them), you will need to contact Archives and Special Collections for permission.  
 
Please describe purpose of use (if for a class, write course number and name of instructor): 

 

 

 

PUBLICATION OR PUBLIC EXHIBITION USE: Permission to use digitized materials from the Mount 
Holyoke College Archives and Special Collections for publication or public exhibition must be obtained 
by completing a separate permission form. 
 
 
I understand and agree to the above copyright statement and will only use the images as I have 
noted above. I also understand it is my responsibility to determine who owns the copyright of 
these materials unless otherwise noted: 
 
SIGNATURE REQUIRED: 

 
 
(signature)       (date) 
 
 

  (please print name) 
 
 
 
 
 
CITATION FOR USE: [Title of collection, (control number)], Archives and Special Collections, Mount Holyoke College. 


