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Reproduction	Services	and	Price	List	
 

  Please	contact	Special	Collections	Reference	with	questions:		(206)	543‐4027.	
 Special	Collections	reserves	the	right	to	determine	whether	or	not	an	item	may	be	copied.	
 Be	aware	of	turnaround	times	for	processing	when	placing	your	order.	
 All	orders	must	be	paid	in	full	before	delivery	or	pick	up.	
 Invoices	are	sent	via	email;	payment	may	be	made	online	with	a	Visa	or	MasterCard.	

 Fees	listed	do	not	include	UW	overhead	at	15.6%,	any	applicable	Washington	State	
sales	tax,	or	shipping	and	handling.	

 

Reproduction	Options:	
 Photocopies:		PDF	electronic	delivery,	or	paper	copies	to	be	picked	up	or	mailed	
 Scan	reproductions	at	higher	resolutions	delivered	electronically	
 Architectural	drawing	&	oversized	flat	material	scans	
 Audio	or	moving	image	duplication	

 
Photocopies	

Special	Collections	provides	research‐quality	photocopies	of	materials	that	are	made	available	via	download	in	
PDF	format,	or	in	paper	format.	This	service	is	intended	for	personal	use	only,	and	not	for	publication,	exhibition,	
or	similar	uses.	To	submit	your	order,	please	fill	out	a	“Photocopy	Request	Form.”	If	original	is	larger	than	25	x	33.5	
inches,	use	the	“Oversized	Flat	Materials	Scan	Request”	form	instead.	
	

 QUICK	COPY	(1‐15	copies	only):	PDF	electronic	delivery	within	3‐business	days	(no	mailing/pickup	
option).		Only	one	QUICK	COPY	order	may	be	placed	per	requester	within	a	3‐day	period.	

 Photocopies	with	normal	turnaround	time:	PDF	electronic	delivery,	pick‐up,	or	mailing	options	are	
available.	Copies	may	be	delivered	electronically,	or	picked	up	or	mailed	in	paper	format.		Orders	to	be	
mailed	(no	QUICK	COPY),	will	include	a	$2.00	handling	fee	&	USPS	postage.	Turnaround	time	is	usually	2‐3	
weeks	from	the	time	the	order	is	received	and	verified.	Large	orders	will	take	longer	and	may	require	a	
deposit,	invoiced	via	e‐mail.	

 

QUICK	COPY	(1‐15	copies):	$10.00	
	

All	other	copies:	
 Regular	or	legal	paper:		 $		0.50	each	
 Ledger	sheet	(11	x	17):	 $		1.00	each	
 Photographs	(no	pdf	option)	 $		1.00/page	
 Color	copies	(paper)	 	 $		1.50/page	
 Processing	fee	 	 On	site	requests:	 	 External	(off‐site)	requests:	

100	pages	or	less:	none	 50%	of	base	copy	cost	
101‐200	pages:	$	10	
201‐300	pages:	$	20	
301	+	pages:							$	50	
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Scan	Reproductions	

Special	Collections	provides	higher	resolution	digital	copies	of	materials.	To	submit	your	order,	please	fill	out	a	
“Scan	Reproduction	Request	Application	and	Agreement”	form.	For	publication	purposes,	use	the	“Permission	For	
Use”	form.		Flatbed	scanning	for	materials	up	to	11x17	inches	is	available.	Other	resolutions	are	available	upon	
request.	
	

 Flatbed:		300	dpi	@			8x10	in.	 	 $20.00	per	image	
 Flatbed:		300	dpi	@	11x14	in.	 	 $27.00	per	image	
 Flatbed:		300	dpi	@	16x20	in.	 	 $35.00	per	image	

	

Digital	image	files	are	delivered	electronically	at	no	extra	cost.	Turnaround	time	is	2	weeks	from	the	time	of	
payment.	Large	orders	will	take	longer.		Please	contact	photos@uw.edu	with	questions.	
	
	
Architectural	Drawing	&	Oversized	Flat	Material	Scans	

All	items	must	be	assessed	for	condition	prior	to	scanning.	Digital	images	are	available	in	color	and	JPEG	format	
only	(no	prints).	Scans	are	charged	based	on	the	processing	time,	at	$45.00/hr.	Minimum	charge	is	15	mins.	
($11.25).	Additional	time	will	be	charged	in	15‐min.	increments.	No	rush	service	is	available.	
	

 Handling	fee	for	architectural	drawings	 	 $25.00	
 Handling	fee	for	maps/oversized	flat	materials	 $		5.00	
 Electronic	delivery	(if	possible)	 	 	 no	additional	fee	
 Burn	scans	to	CD	or	DVD	(price	per	disc)	 	 $11.00	

	
	

For	architectural	drawings,	use	the	“Architectural	Drawings	Scan	Request”	form.			
For	maps	or	flat	materials	larger	than	22	x	33.5	inches,	use	the	“Oversized	Materials	Scan	Request”	form.	
	
	
Audio	duplication	

Audio	recordings	(analog	cassettes	and	tapes,	digital	CDs,	etc.)	in	Special	Collections	can	only	be	listened	
to	if	a	user	copy	is	available.	Where	a	user	copy	does	not	exist,	one	will	need	to	be	made,	at	patron	
expense.	Copies	for	personal	reference	use	are	provided	in	digital	(CD)	format	or	file	transfer.	Other	
restrictions	on	copying	may	also	apply.		Estimate	available	upon	request.			

Moving	Image	duplication	

Copies	for	personal	reference	use	are	provided	in	digital	(DVD)	format	or	file	transfer.	Restrictions	on	
copying	may	apply.		Estimate	available	upon	request.	


