Reproduction Policies and Fee Schedule
Earl H. and Anita F. Hess Archives and Special Collections

Elizabethtown College is committed to making research materials available to users on equal
terms of access in accordance with the professional policies on access adopted by the library and
archival communities. We may assess fees to recover the costs of producing reproductions.
For additional information on accessing and using the Hess Archives and Special Collections
please see our Research Policies and Reading Room Procedures.
Patron Photography for Personal Research Use
Researchers may use a cell phone or a small camera to photograph collection items for personal
research use only. Portable scanners and flash photography are prohibited. If additional images
of materials are required, photocopies or scans will be produced by the Archivist or a Library
staff member on duty and fees may apply (see below).
Publication and Exhibition
Publication or exhibition of materials from the Hess Archives and Special Collections in any
media requires completion of a Permissions Request Form (Non-Exclusive License Agreement).
Reproduction Requests
The Archives may refuse to make copies of materials that may be harmed in the process.
Researchers are to use provided bookmarks along with a Reproduction Order Form, including a
written list of items to be copied to indicate which items they would like to be reproduced.
Every effort is made to provide reproductions in a timely manner, and requestors can expect a
turnaround of 5 – 10 business days for digital delivery. Please consult the Archivist for
information on available digital formats.
Elizabethtown College Community Requests
Elizabethtown College students, faculty, and staff are not charged for reproduction of materials
in the Hess Archives and Special Collections that can be reproduced in-house by Library staff.
Students requesting more than 20 reproductions per semester will incur a per reproduction fee of
$2.50 per scan or at the discretion of the Archivist.
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External Requests
The Hess Archives and Special Collections provides reproduction services to patrons who are
not affiliated with Elizabethtown College. Reproductions are delivered electronically by email
or through an online electronic records delivery platform. When Elizabethtown College is the
rights holder, the Archives reserves the right to limit delivery of reproductions for commercial
purposes.
Reproductions of previously digitized materials: $10.00 per scan
New reproductions created in-house: $20.00 per scan
Reproduction Fee Discounts
Elizabethtown College alumni, Church of the Brethren congregations and districts, and students
from other institutions may receive their first 10 digital scans at no charge. Additional
reproductions are offered at the following discounted rates.
Reproductions of previously digitized materials: $2.50 per scan
New reproductions created in-house: $5.00 per scan
Photocopies
Elizabethtown College students, faculty, and staff may make their own photocopies of collection
materials at the discretion of the Archivist. External requests for photocopies are provided at the
following rates.
1-100 pages: $10.00 plus postage
Additional pages in excess of 100: 50¢ per page
Copyright Notice
37 CFR 201.14 – Warnings of copyright for use by certain libraries and archives.
NOTICE WARNING CONCERNING 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 copyright law.
For more information see: http://copyright.gov/title37/201/37cfr201-14.html.

Policies adapted from the Chatham University Archives Reproduction Services and Fee
Schedule and other sources. Updated February 25, 2019.
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