Rare Books & Special Collections

University of British Columbia Library

Digital Scanning Order Form
	Date 

Order taken by 

Ordered for:


Name 

Address 

Postal Code 

Telephone 

	( Reproduction Agreement Form Signed
Authorized by 


Order to be:


( Picked up


( Mailed


( E-mailed (if less than 10 digital photos)

Special instructions:



	Email Address 

	


	Call No./
Location
	*Format 
	*Image Size
	*Colour/
Greyscalee
	*DPI
	*File Format
	*MAC/
PC
	Price

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	*Format - Will we scan from a print, negative, etc.?

*Image size - What are the intended dimensions of final image?

*Colour/Greyscale - Should image be scanned in colour or greyscale?

*DPI - How many dots per inch (resolution)?

*File format - Save the file as gif, .jpg, .tif, etc.?

*MAC/PC - Macintosh or PC specific?
	Subtotal 1
	$

	
	Shipping & handling
	$

	
	Cost recovery fee (Media Group scans)
	$

	
	Copyright/reproduction fee (commercial print/television publication)
	$

	
	Subtotal 2
	$

	
	HST (12%) 
	

	
	TOTAL
	$


Prepayment:
( Cash 
( Credit
( Debit
( Cheque


( JV #:
Account #: 

Payment is required when order is placed; make cheques payable to University of British Columbia
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