
Guggenheim Museum Archives Duplication Order Form

Name: Page ________ of _________

Address: 

E-mail: 

Duplication Instructions:

□  self-taken photographs (camera not provided)

Duplication below provided by Archives Staff

□  b & w photocopies or PDF

□  color photocopies or PDF

□  other ______________________________________________________

Delivery Instructions for Duplication by Staff:

□  to be picked up

□  to be emailed
□  to be mailed to address above
□  other _____________________________________________________

Payment Instructions:

□  Prepay when order is placed.

□  Send an invoice. Orders will not be copied until payment has been received.

Fees: Description Subtotal

B&W Duplicates

Color Duplicates

Shipping

Total

                                           Daytime phone: 

For Office use only

The copyright law under the United States (Title 17, United States Code) governs making photocopies or other reproductions of 
copyrighted material.

Under certain conditions specified by law, libraries and archives are authorized to furnish a photocopy or other reproduction. One
of these specified conditions is that the photocopy or other 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 Solomon R. Guggenheim Museum Archives reserves the right to refuse to accept a duplication order if, in its judgment, 
fulfillment of the order would involve violation of copyright law.

All duplication orders are accepted at our discretion. Photocopies of original materials may not be transferred to any other institution or individual without 
written permission. I further agree to defend, indemnify, and hold harmless the Solomon R. Guggenheim Museum, Archives, and Foundation against all 
claims, demands, costs, and expenses incurred by copyright infringement or other legal or regulatory cause of action arising form the use of the Archives' 
materials. 

My signature indicates that I have read and understood the above statement and the Copyright Notice on this form.

Signature: ____________________________________________________________      Date: ___________________

Notice: Warning Concerning Copyright Restrictions

Researchers may request duplicate copies or take photographs of materials for study purposes only, and as allowed by the library and archives, based on the physical condition of the materials, copyright law, donor restrictions, and reading room 
rules. It is the researcher's responsibility to keep accurate citations for all items duplicated or photographed, which are required when ordering publication-quality images or requesting permission to quote. 

Duplicates provided by archives staff are limited to 30 per day. Self-taken photographs are limited to 20% of a collection or publication.

postage (within the United States and Canada)
      1-15 copies = $3.00
      16-30 copies = $6.00

self-taken reproductions = no charge
b&w reproductions = .50¢ each
color reproductions = $1.00 each
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Guggenheim Museum Archives Duplication Order Form

Name: Page ________ of _________

Collection, 
Call Number, 
Box, & Folder

Title or Description Number of Pages to Be 
Copied Special Instructions

Default copies will be black and white photocopies or PDFs. Color photocopies or PDFs can be requested in special instructions.
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