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Reproduction Order Form 
 

Patron Name: 
 
Organization: 
 
Address: 
 
City:                                                                                  State:                                              Zip: 
                                                                                                                                                 
Telephone:                                                                        Email:                                           Date: 

 
Material Description and Format Needed Quantity Price 

      

      

      

      

      

      

Total   $ 

N
am

e (last, first, m
iddle initials)

D
ate:

-



REPRODUCTION FEES 
 

(Cost for reproduction is the approximate cost of materials to reproduce in house. If larger size 
reproduction is needed, cost of reproduction will depend on commercial reproduction cost at business of 

the Archive’s choice. This can significantly raise the cost of reproduction.) 

 
 

Item Type Size Price 

Prints  

Grayscale / Color on Matte or Soft Gloss Photographic Paper 
 

3"x4" $    1.00 

 4"x6" $    1.50 

 5"x7" $   2.00 

 8"x10" $   2.50 

Other Formats    

CD Format (scanned images saved to a CD)  $    .50 

Email Format (scanned images sent through email)  $   0.00 

Paper Print Format (black and white copies only on multipurpose paper) 8"x10" $   0.00 (for first 5,     
$ .50 each after 5) 

 
 
Payments may be made by Interdepartmental Invoice (IN) or by check or money 
order made payable to UCCS. Cash payments are not accepted.  
 
 
 
Library Use Only: 
 
    UCCS Archives  Date 
    Staff Initials    
 
Order Received  ______________  ________ 
 
Payment Received   ______________  ________ 
 
Order Completed  ______________  ________ 


