
St. Catherine University Library 
Archives and Special Collections 
 
 
 

Request for Reproduction and Use of Materials 

Name        Date Needed    

Institution/Company           

Address           

City        State ________ Zip    

Phone      Email        

Requestor 

   Individual for          personal research or educational purposes /          commercial purposes 
   Non-profit entity for          non-commercial purposes /           commercial purposes 
   Commercial entity or individual on behalf of a commercial entity for commercial purposes 

Purpose 
   Research/reference/personal use only – no use fee charged 
   Publication or presentation – use fee may be charged 

   Book 
   Periodical 
   Lecture/presentation 

   Exhibit 
   Website 
   Other   

Intended Use 

Title           

Format (book, brochure, exhibit, website, etc.)        

Author/Producer/etc.          

Publisher/URL          

Date of Publication/Use         

Intended Audience          

Number of Copies Printed/Size of Audience        

Details of use         

         

          

Credit Statement 

Proper credit must be made for each item used.  Unless otherwise indicated below, use the following credit 
line: "[Photograph/Image/Document] courtesy of Archives and Special Collections, St. Catherine 
University, St. Paul, Minnesota." 

Credit:          

          



Conditions and Procedures for Reproduction and Use: 

1. Requests for reproduction and use of materials in the Archives and Special Collections must be made in writing 
using this form.  Payment of all fees is required before the order will be completed and permission granted.  
Requests are accepted at our discretion.  We reserve the right to refuse any order or decline permission to use. 
Signed approval by the Archives and Special Collections of this completed form will constitute permission for 
use. 

2. Please allow approximately 10 business days for reproduction orders to be completed.  However, orders may take 
less or more time depending on the nature and number of reproductions requested.  Deadlines must be made 
known and agreed to by us in advance; a rush fee may apply. 

3. Permission is granted for ONE TIME, NON-EXCLUSIVE USE in one publication, exhibit, or activity, in one 
edition, and in one language.  Permission is granted for the purpose given in the "Details of Intended Use."  Any 
subsequent use (including subsequent editions) constitutes reuse and is prohibited without further written 
permission.  An additional fee may be charged for reuse or change in use. 

4. Shipping will be by U.S. Postal Service, with a minimum shipping and handling charge of $5.00. We cannot take 
responsibility for loss or damage in shipping. Federal Express or other expedited shipping may be provided at the 
requestor's expense. 

5. 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 conditions is that the 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.  The St. Catherine University Library reserves the right to refuse to accept a copying order if, in its 
judgment, fulfillment of the order would involve violation of copyright law. 

6. St. Catherine University does not own copyright to all materials in the Archives and Special Collections.  It is the 
responsibility of the applicant to secure copyright from the owner.  We will assist you in determining the 
copyright owner to the best of our ability. 

7. Reproductions of items are provided for personal use only; permission must be obtained for any other usage.  
Copies may not be later duplicated or deposited with another person or institution. 

8. In some cases, a copy of the publication must be donated to the Archives and Special Collections.  Upon 
publication, the copy should be sent to: Archives and Special Collections, St. Catherine University Library, 2004 
Randolph Ave., St. Paul, MN  55105.  All expenses for shipping and handling are to be borne by the requestor.  

I have read the "Conditions and Procedures for Reproduction and Use" and agree to abide by them. 

          
Signature Date 
          
Print name 

Approved by: 

          
for St. Catherine University Date 
 
____  The Archives and Special Collections requests a copy of the work 

Additional conditions of use:        

         

          



 
List of materials requested: 
Please contact the Archives and Special Collections for pricing verification before submitting your request. 

Collection Name Item Title 
(include image number or other identifier, if known) 

Medium 
(photocopy, pdf, 
jpeg, tiff, photo) 

Resolution 
(digital file)  

or Size (photos) 

Reproduction 
Fee 

Use Fee Total Fee 

          

         

          

          

         

          

          

          

Digital file delivery:  Data CD ____  Email ____  
(email address   ) 

Shipping:  Pick up ___   Campus Mail ____  US Mail ____  
Fed Ex ___ or UPS ___ (account to charge # ) 

Order total      

Rush fee  

Shipping  

Total Due   

Make checks payable to St. Catherine University and mail completed form to:   
Archives and Special Collections, St. Catherine University Library, 2004 Randolph Ave., St. Paul, MN  55105 

651-690-6553 or 651-690-6599 / archives@stkate.edu 
 
Staff Use Only 

Request received date    Order number  
Completed date  Invoice date    

Payment amount  Payment received date  Shipped date  
Copy requested?  Copy received date    



Reproduction Fees 

Photocopies 
8 1/2" x 11" or 8 1/2" x 14" $0.25 / page 

Digital Files 
Book or document (pdf) $5.00 / page 
Photograph, image, drawing, or map (jpeg or tiff) 

300 ppi $5.00 / image 
600 ppi $15.00 / image 
Oversize  $25.00 / image 

Use Fees 

Non-profit entities 
Images  
    First image $25 
    Additional images $10 / each 
Text excerpts $50 / each 

For-profit entities 
Editorial use (book, article, etc.) 

First image $50 
Additional images $30 / each 
Text excerpts $100 / each 

Non-editorial/Advertising use (book cover, brochure, poster, t-shirt, etc) 
First image $100 
Additional images $60 / each 

There are no reproduction or use fees for the following: 
• St. Catherine University faculty or staff for University business purposes 
• Sisters of St. Joseph of Carondelet 


