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Form 3: Request for copies 
 
Please complete this form if you wish to request copies of our material for your own private research or non-
commercial use. If you are requesting copies to reproduce, disseminate or publish, please only complete Form 4: 
request to publish or disseminate. 
 
Name/ Company: 
 

 

Address: 
 
 
Telephone: 
Email: 

 
 
 
 

 
To comply with the Copyright Act 1988, I declare that:- 
 I have not previously been supplied with a copy of the same material by you or any other Archivist/Librarian.  
 I require the copy for the purposes of research for a non-commercial purpose or private study, I will not use the  

copy for any other purpose and I will not supply the copy to any other person.  
 For published works – 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.  

 For unpublished works – To the best of my knowledge the work had not been published before the document 
was deposited in your archive and the copyright owner has not prohibited the copying of this material.  

 
I understand that if my declaration is false in a material particular the copy supplied to me by you will be an 
infringing copy and that I shall be liable for infringement of copyright as if I had made the copy myself. 
 
To comply with the Data Protection Act, I declare that:- 
Any personal data* relating to an identifiable living individual (the data subject) will only be processed for 
domestic/personal use. If that use changes from domestic/personal use at any time, I understand that any processing 
will be subject to the provisions of GDPR and  the Data Protection Act and that it will be my responsibility to ensure 
that I comply with GDPR and the Data Protection Act. 
*personal data includes photographs of identifiable living individuals  
 
Should I wish to publish these copies or any part of them I shall obtain permission from Girton College, and where 
applicable the copyright holder(s), and the data subject(s).  
 
 
Signed: 

 
Date: 

 
Your position: 

 

 
 
Please tick if you require an invoice   
 

Name: 
 

Office use only  
invoiced  
  

paid  
  

Copies ordered  
  

Copies 
sent/collected 
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In accordance with the provisions of GDPR and the Data Protection Act (2018) I understand that the personal data I have supplied above will be kept within Girton College and I accept that this 
data may be used for administrative and statistical purposes within the terms of GDPR and the Data Protection Act (2018). 
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I request a copy of the following item(s) required for my non-commercial research or private study:  
 

Type of copy 
Digital image 
Own photograph 

Item Reference Artist / Author Title / Description  
Please specify whole or detail  
 

Copy specification 
Digital image – format, size / resolution, colour or b/w 
Own photograph – camera type, format, size / resolution, colour or b/w 

 
 
 
 
 
 

    

Please continue on another sheet if necessary. 


