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Library and Archives 
Copy Request Form 

 
The Library and Archives furnishes copies of materials as an aid to private study, scholarship, and 
research. Researchers are not allowed to make copies of material in our archival collections on their own; 
this includes the use of cell phone, iPad, other digital, or film cameras; camcorders; scanners; and, for 
audiovisual materials, laptops. All reproductions of archival material must be requested by using our Copy 
Slips. The Library and Archives reserves the right to refuse or limit copying because of the physical 
condition of the material, restrictions on the material, copyright laws, or otherwise  at the discretion of the 
Library and Archives or the donor. Copying for other than scholarly purposes may also be limited at the 
discretion of the Library and Archives or the donor. See the Reproduction Fee Schedule for costs 
associated with copies. 
 
Notice: Warning Concerning Copyright Restrictions 
The copyright law of the United States (Title 17, U. S. 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 reproductions of copyrighted material. 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 other than private study, scholarship or research, that user may be liable for copyright 
infringement. This institution reserves the right to refuse to accept a copy order if, in our judgment, 
fulfillment of the order would involve violation of the copyright law (provided that fulfillment of any order shall 
not be deemed to guarantee user’s compliance with applicable law).  
 

Please Sign the Following Statement 
I assume all responsibility for complying with U.S. copyright restrictions applicable to these materials and 
agree to indemnify and hold harmless The Rock and Roll Hall of Fame and Museum, Inc., and its officers 
and employees, from and against any claims for invasion of privacy, copyright infringement, or any other 
claims, suits, costs (including, without limitation, for reasonable attorneys’ fees), and liabilities arising out of 
any use of the material copied. I understand that receipt of copies does not constitute permission to 
publish, and that I am responsible for obtaining such permission and any other permissions or rights 
necessary under law.  

 
Name (printed)         Date      

Institution             

Mailing address            

              

              

Email         Phone      

Signature             



Payment received   Receipt issued  Date                                          Staff initials   

Instructions 
 
1. Copy Requests must be received by 3:00 p.m. Staff can provide a reasonable amount of 

photocopies, depending on the number of pending requests and staffing, as well as the copyright 
restrictions of the material, donor wishes, and condition. 
 

2. Do not remove items from folders or folders from boxes, or rearrange the contents of any box 
or folder. If the contents of a box or folder appear out of order, please bring it to the attention of the 
Archives Reading Room staff. 
 

3. Sequentially number, complete, and place a copy slip in front of each item you select for 
copying. Copy slips are available from the Archives Reading Room staff. Make sure the copy slip 
protrudes from the long side of the folder, leave the material to be copied in its original place in the 
folder, and return the folder to the box. The researcher is responsible for keeping track of citation 
information for requested materials. 
 

4. List each copy slip on this form, including the copy slip number and the total of pages/minutes for 
each copy slip. Leave the last column ("Amount Owed") blank.  
 

5. Researchers must pay for their copies before receiving them. Only cash or a personal check is an 
acceptable form of payment. Checks must be made out to the “The Rock and Roll Hall of Fame and 
Museum, Inc.” and the memo field should say “expense reimbursement.” 
 

6. Our current policy allows only 10% of a published item to be copied without obtaining copyright 
permission. There is a 150-page limit on daily photocopy requests per user. Keep these limits in mind 
when compiling your Copy Requests, as we will not copy more than this for you. Other reproduction 
fulfillment is to be determined based on pending requests and staffing.  

 
If you already filled out a Copy Slip, you only need to enter below the Copy Slip #, the Total Pages/Minutes, 
and the Reproduction Type code. Additional entry pages are available. 
 
Copy 
Slip# 

Box/Folder/ 
Item Nos. 

Description Total Pages/ 
Minutes 

Reproduction 
Type* 

- Staff Use - 
Amount Owed 

      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
Total      
*Use the following type codes: Photocopy = P, Photo reproduction=PR, Image File=IF, Audio File=A, Video File=V  


