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Photocopying Regulations

All photocopying damages documents. The extra handling of the document mixed with the heat and light of
the photocopy machine increases the rate of the paper's deterioration. Photocopying archival materials is
never routine and the damage from photocopying is cumulative and irreversible. We provide photocopies to
augment research, not replace it.

The total number of copies you may request is limited by both the damage done to the document and by
copyright regulations. The archives does not hold copyright to all of the original material in its collection.
Even though The New England Province of the Society of Jesus Archives holds copyright for much of its
material, it is the researcher’s responsibility to insure compliance of all relevant copyright laws. Receipt of
photocopies does not convey copyright.

There is no self-service photocopying for manuscript, archival or rare book items. Please note that
photocopying cannot be done while you wait and will be mailed out to you within a week. Researchers will
be sent an invoice and payment must be received before photocopies are mailed. Photocopies may be
ordered at 10 cents per page, 1 page per photocopy, plus $5 to cover packing and postage within the
United States. Mail sent to non- United States addresses may result in higher postage.

Generally speaking, the following items may not be photocopied: entire files, collections, books, or
booklets; scrapbooks; foldouts; fragile, brittle, or items in poor condition; photographs; and flat items which
exceed 11" x 17” in height or width.

The final decision as to whether or not material can be photocopied lies with the Province Archivist.

NOTICE OF COPYRIGHT RESTRICTIONS: The copyright law of the United States (Title 17, United States
Code) governs the creation of photocopies or reproductions of copyrighted materials. Photocopied material
may not be “used for any other purpose other than private study, scholarship, or research”. The archives
reserves the right to refuse photocopy of any material if, in staff judgment, such duplication would be a
violation of copyright laws.

| agree to:

make a good faith effort to take notes before requesting photocopies

schedule sufficient time to do research

abide by the decision of the archivist about what and how much may be photocopied
secure permission in writing from the copyright holder before publishing any material

| also agree to abide by the statements of policy outlined above and to pay all fees assessed. Checks
should be made out to: “Holy Cross College”

Name (sign) Name (print) Date

Title/Dept Address:

Telephone: Number of Copies: Amount Paid:




