
  

 
 

                                     

 

                                      

 

                                

 

                          

 

       

 

                                       

 

                            

 

                                     

 

                                       

 

 
 

  

 
 

   
 

  

 
                   
 
                                    

 
 
 
 

  

    

    
             

            

                

                   

                

               

     

                

                     

                           

                           
                

      

 

               

                                   

 

     

 
 

 

     

 

    

 

  

 

  

NOTICE-Warning concerning copyright Restrictions 
The copyright law of the United States (Title 17 United States Code) governs the making of photo copies or other repro-

ductions of copyrighted material. Under certain conditions specified in the law, libraries and archives are authorized to 

furnish a photocopy or other reproduction. One of these specified conditions is that the photocopy or reproduction is not 

“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. This 
institution reserves the right to refuse to accept a copying order if, in its judgment, fulfillment of the order would involve 

violation of the copyright law. 

Request Date: ______________ Copy Request Form 
Copyright Material requires 
Signature at bottom of this page !! 

DEPARTMENT: __________________________ ACCT #: __________________________ 

DEPT. HEAD: ____________________________ CAMPUS: _________________________ 

ORDERED BY: __________________________ PHONE / EXT. _________________________ 

DATE NEEDED: __________________________ TIME NEEDED: _____________________ 

Number of Copies: __________  Number of Pages: __________      Total: _________ 

Paper Stock: White  Color: _____________ 

Cover Stock:  White  Color: _____________ 

 Collate  Non Collate  8.5 X 11 8.5 X 14  11 X 17 

Size Image:  1-1  1-2 Duplex  2-2  2-1 Two sided page to one sided page.

Staple Format: 

(check one) 

PLEASE! Remove all staples from your master copy. Staples can damage the copy machine. 

Copies picked up by: 

Print Name: ________________________________________ 

Authorize to pick up: __________________________________ 

Signature: __________________________________________ 

[ 

[ 

[ [ No 
Staples 

o 
3 Hole 

o 
Punch 

o 

Copy Department Use. 

Tech:_____________ Date:________________ 

THE COLLEGE’S COPYRIGHT POLICY STATES : Teachers and non teaching staff who order photocopies of copyrighted works for classroom, 

scholarly, and other personal and professional uses will be required to complete a “Request for Photocopy Service” form stating that the work is not sub-

ject to copyright, or that they have obtained consent of the copyright owner, or that it is their belief that the copies being requested are within the coverage 
of the “Fair Use” doctrine, and acknowledging the possibility of personal liability in the event that they are proved incorrect. When a non-teaching staff 
member is directed to make or order photocopies, the form is to be completed by the person giving the direction. 

I certify my request for photocopy services satisfies the College’s Copyright Policy 

Signed: __________________________________________ Date: ______________________________________ 
(Must be signed by faculty requesting copies) 

Phone: 872-6457 

Date: _______________________________________________ 



 

 

 

 

              

                   

 

  
         

 

  
     

 

 

                  

       

 

 

                    

             

 

 

                 

 

   
              

                     

            

 

   
            

         

 

   
       

               

          

 

   
       

                

          

         

      

 

           

       

 

 

 

     

 

   

 

       

 

                                                                                                  

            

                  

              

       
 

Copyright for Printed Materials 
Overview 
This section describes the ways you can use printed materials without violating copyright law. Works in the public  domain  are not protected by 
copyright, and thus can be copied without permission. If you are the owner of an authorized copy of a copyrighted printed material you: 

Can 
Sell, lend, rent, destroy, or put the item on public display. 

Cannot 
Make additional copies or make derivative works.1 

Exceptions 
In some cases, there are exceptions to these rules when your use of these items falls under the provisions of fair use. Generally speaking these ex-

ceptions apply to the use of these materials for educational purposes. 

Research 
Instructors can make a single copy of a chapter from a book, an article from a periodical or newspaper, a short story, essay, poem, chart, diagram, 
graph, drawing, cartoon, or picture for the purposes of scholarly research or for use in teaching a class.1 

Teaching 
Instructors can make multiple copies of an item to distribute to students. However, when doing so you should follow these requirements: 

Brevity Requirement 
Poetry – 250 words of a poem or a complete poem if 2 pages in length or less. 

Prose – A complete article or essay of up to 2,500 words, or an excerpt of 10% of the work, but not more than 1000 words. 
Illustration – One chart, graph, diagram, drawing, cartoon, or picture per book or periodical issue. 

Spontaneity Requirement 
Your decision to use this item is not preplanned, but comes at a teachable moment when there isn’t a reasonable time frame for you 

to get permission from the creator of the work. 

Cumulative Effect Requirement 
Single course – copy only for one course. 
Per single author – no more than one poem, article, short story, or essay, and no more than two excerpts per class term. 
Instances per course – up to nine instances of multiple copying per course per term. 

Terms of Copying Requirement 
No more than one copy per student. 
You may not charge students for the cost of copying, or profit from the copying of these materials in any way. 
You must include a copyright notice on each copy you make. 
You may not use copying to create or replace anthologies, compilations, or collective works. 

You may never copy consumables such as workbooks.1 

1Hoon, Peggy. Guidelines for Educational Use of Copyrighted Materials: Designed for Educators and Librarians in the Higher Education Setting. 
(Washington State University Press, 1997). Available from http://www.netlibrary.com. 

Additional Resources 

Fairfield University – Printed Materials 

Centre College Copyright Guidelines 

Portland Community College – Reproduction of Printed Materials 

"Copyright Notice" 
"Copying, displaying and distributing copyrighted works, may infringe the owner's copyright. South Texas College guidelines for Copy-

righted Materials can help you determine whether your use of a copyrighted work is a fair use or requires permission. Any use of comput-

er or duplicating facilities by students, faculty or staff for infringing use of copyrighted works is subject to appropriate disciplinary action 

as well as those civil remedies and criminal penalties provided by federal law." 

http://library.southtexascollege.edu/resources/copyright/Pages/pubdomain.aspx
http://library.southtexascollege.edu/resources/copyright/Pages/fairuse.aspx
http://www.fairfield.edu/academic/copy_printed.html
http://web.centre.edu/copyright/print.htm
http://www.pcc.edu/about/policy/copyright/print.html
http:http://www.netlibrary.com
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