October 2009

THE RECORD OFFICE FOR LEICESTERSHIRE, LEICESTER AND RUTLAND

PHOTOCOPYING SERVICES

CHARGES
PHOTOCOPIES : A4 (297 mm x 210 mm - approx. 1172” x 8”) 45p
A3 (420 mm x 297 mm - approx. 16%2” x 117) 55p

MICROFILM

Paper print-outs from microfilm and microfiche .... £1.20 per A4 sheet £1.40 per A3 sheet
Microfilm specially photographed (per frame - min order 30 frames) ..... 54p

Microfiche copies of Parish Registers ..... £3.50 per fiche (min order 5 'fiche plus p&p)

VALUE ADDED TAX
All charges are inclusive of VAT at the current rate.

SEARCH & PREPARATION FEE

Orders requiring staff research and preparation time are subject to a fee, in addition to the copying and postal

charges. Individuals £10 Businesses £50
MINIMUM CHARGE

Orders by post or not pre-paid will be subject to a minimum charge of £3.00. Orders paid for at the office are not
subject to a minimum charge. Cheques should be made payable to "Leicestershire County Council" and should

be included with the order form. Postal payments by credit card will incur a £2.00 charge.
POSTAGE

If the order is posted to you, postage at the appropriate rate will be charged. Please post to : Reprographics, The
Record Office for Leicestershire, Leicester & Rutland, Long Street, Wigston Magna, Leicester LE18 2AH.

NOTES AND CONDITIONS

The Record Office has extensive collections of documents, books, maps, photographs and microfilms from
which photocopies or microfilm copies can be supplied for the purposes of research or private study.

All photocopies and microfilm reproductions are supplied on the strict understanding that the purchaser will
comply with all aspects of current copyright law (and of the Ordnance Survey regulations in the case of copies
from copyright maps). In general an individual may obtain only one copy of any authorised item for research
or private study and may not copy, publish or reproduce any copy lawfully supplied. Copies of Ordnance
Survey maps should not be requested for planning applications.

All requests for permission to reproduce or publish material held by the Record Office, must be made on a
separate form. Where appropriate a separate reproduction fee may be payable.

It is important to note that the Record Office does not hold copyright in much of the material held. While
staff may offer advice and assistance, without liability, responsibility for determining ownership of copyright
and obtaining permission to use copyright material rests entirely with the would-be user.

For the benefit of future researchers, the sources of any quotations or authorised reproductions from copies of
documents or other materials held by the Record Office should be fully and correctly identified in both
published and unpublished (e.g. student theses and dissertations) works, by quoting the appropriate reference
numbers.

STAFF USE ONLY
ORDER COMPLETED [ | £ TO PAY
157 3 S DATERECEIVED ... ..................

TAKEN BY :

PAID :




APPLICATION FOR PHOTOCOPIES OR MICROFILM
Please supply me with a copy of the item(s) listed below. (N.B. Orders can not be accepted via e-mail as a
signature is required.)

I declare that :

(a) I will not use the microfiche except for non-commercial research or private study and will not supply a copy
of it to any other person. An agent who orders copies on behalf of a third party must obtain that person's
signature to this declaration.

(b) (Unpublished works or photographs only) To the best of my knowledge the work has not been published and
the copyright owner has not prohibited copying of the work.

(¢) (Published works or photographs only) To the best of my knowledge no other person with whom I work or
study has made or intends to make at or about the same time as this request, a request for substantially the
same material for substantially the same purpose.

(d) If I wish to make use of the microfiche for purpose of publication, exhibition, presentation or display on a
website, I will make a separate application to the Record Office for Leicestershire, Leicester and Rutland to
obtain permission.

(e) I agree to abide by the principles of the Data Protection Act 1998 should the microfiche contain personal data
of living individuals

I understand that if the declaration is false in a material particular I shall be liable for infringement of copyright.
Full name (block capitals) . .. ...ttt e e

Full address (Dlock capitalS) . . ... oottt et e e

FSIGNATUTE . o oot et ettt e Date......... i
*This must be the personal signature of the person making the request.

Iwishto: COLLECT THE COPIES [ | RECEIVE THEMBY POST [ |
(Please see Supervisor)

Friends of the Record Office Rate : YES/NO (please delete)

COPIES REQUIRED
Reference number of the What is required to be copied
document/fiche/film (Please specify paper size & orientation)




