COPY CENTER REQUEST FORM
Dept:
Acct:

Name:
Extension:

School of Arts and Sciences
10-110-0000

Please fill in all required fields:

Please check all boxes that apply:
Color copier

Number of copies:_______________
Title of original (Optional):_______________

Paper types:
White

Number of pages in original:___________

Please check all boxes that apply:
Originals are:

Copies are to be:

1 sided
2 sided

1 sided
2 sided

Date needed:

Black & white copier

Transparency

Time needed:

Color:_______________ 3-up Card:_______
Cover Stock:_________ Bond
11x17:______________ Other: use notes field Date submitted:
Legal (8.5x14):_____________

Staple and Collate:
 Staple
 Don't Staple
 Collate
 Don't Collate

Cut
Fold

Time submitted:

(Please provide a sample)

Three hole punch

Special needs have to be turned in ONE WEEK prior to requested time.
Bind (19 hole)

Bind (4 hole)

Hand copy book

Notes

Copyright Release Form

 A Copyright Release Form must be completed for any book, article, or other material published in print or on the internet. 
I understand that I am submitting copyrighted material for reproduction and take all responsibility for this reproduction.

Check One:
 I have written permission from the copyright holder.
 I have read and understand the copyright laws and believe this work is covered under "fair use" including the following criteria:
It will be used in an educational class with only enough copies for each student; it will not be used from term to term;
no charge will be made to the student for actual photocopying; each copy will include a notice of copyright; not more than 25% of words in a book be copied.
In case of a challenge, I will take full responsibility for this reproduction and will in no way hold Marymount University responsible as a party to any legal challenge.

Faculty Name (Printed):___________________________________________________________________________________
Faculty Signature:_______________________________________________________________Date____________________
Copyright Rules of Thumb Under "Fair Use" for Educational Purposes March 1, 1998
Disclaimer: Only the courts can make a determination in any given case whether the use is "fair" or not. It is up to the copier to prove the use was legitimate.
The following are "rules of thumb" derived over the 22 years since the Copyright Law of 1976 was passed. The crucial question in all respects - ethically, legally,
and in terms of your liability to legal action (civil, NOT criminal) - is the effect of the copying on potential sales. An individual can make a single copy of portions
of a copyrighted work for his or her own use, as long as it is not for financial gain.
Copyright protection exists even without the presence of a copyright notice or symbol. Assume materials are copyrighted, unless a copyright waiver is present.
"Fair Use" of copyrighted material in ANY format (written materials, images, graphics, video, sound creations, etc.) permits reproduction "for purposes such as
criticism, comment, news reporting (including multiple copies for classroom use), scholarship, or research..." The precise number of words or pages one can
copy from a book, article, or other source without specific permission has never been firmly settled by a court judgment.
The following appear to be permissible for educational uses.
1. One copy of an article or chapter of a book may be placed on reserve in the library. In the case of a very large class needing access to the materials within a
short period of time, we could place up to one copy on reserve for every 20 students.
2. Generally, making multiple copies of copyrighted materials for an entire class is prohibited.
Nevertheless, in a spontaneous instance of inspiration, an individual teacher may provide to each member of a class: a) a complete poem, if less than 250
words, or an excerpt of 250 words or less, b) a complete article, story or essay of less than 2,500 words, or an excerpt from any prose work of not more than
1,000 words or 25% of the work, whichever is less, c) one chart, graph, diagram, drawing, cartoon, or picture per book or periodical issue. Such use must not be
repeated from semester to semester, without permission of the copyright holder.
Multiple copies made for classroom use must include a notice of copyright
3. Copies of journal or magazine articles for educational use may not exceed one article from a current (this year's) issue of a periodical, nor more than half of
an earlier periodical issue.
Consumables, such as workbooks, carry an absolute prohibition against photocopying.

