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REQUEST FOR CDI DIGITAL IMAGING (Rare or Oversized Materials) 
 

Name: _______________________________________________ Telephone: ______________________  

Address: _____________________________________________________________________________  

Current Institutional Affiliation: _________________________________________________________  

E-Mail Address: _______________________________________________________________________ 
 

TITLES WILL NOT BE SCANNED IN THEIR ENTIRETY. DIGITAL IMAGING IS FOR SELECTED PAGES ONLY. 
 

Original to be scanned/photographed: 

CDI tracking # Call # Author / Title Page(s) Format 
     bound 

 flat 
     bound 

 flat 
     bound 

 flat 
     bound 

 flat 
     bound 

 flat 
 

The reproductions requested above are for the sole use of the undersigned for the purpose of private study, scholarship, or research. The undersigned 
agrees not to transfer them to others, further reproduce them, publish any part of them, or place them in another institution without the express 
written prior consent of Brown University Library and any other person or persons, institution or institutions whose consent the law requires. 
 

The undersigned expressly assumes all responsibility for observing applicable laws of copyright, literary property, and libel and covenants and agrees 
to exonerate, indemnify and hold the University, its trustees, fellows, officers, servants and agents harmless for and on account of any and all loss, 
cost, damage or expense arising out of or in any way connected with the use which the undersigned makes or suffers or permits to me made of the 
materials identified below. 

Signed: _______________________________________________ Date: ___________________  

Date image files needed: _________________________________________________________  
Orders are usually completed within two weeks. Scans of oversized materials or requests for more than 10 scans may 
require additional time. 

Staff Authorization: _____________________________________ Date: ___________________  
 

For CDI Use:   Catalog & add to digital repository. Collection: ____________________________________________ 

Items (if partial):__________________________________________________   MODS created. Date: _____________ 



Resolution:   300 dpi (default for text)  600 dpi (default for images) 
Please note: Rare or oversize materials captured with the CDI’s Phase One digital scan back 
approximate either 300 dpi or 600 dpi at actual size (100%, 1:1), depending on camera height. 
 
 
File Format:   TIFF  (lossless)   JPG (loses some image quality) 
Please note: Images saved in uncompressed file formats (uncompressed TIFF) are too large for 
email delivery, and will require being reduced and converted to jpeg format for email delivery. 
 
 
Image Delivery: 
  Archival Gold CDs (~700 MB each) / DVDs (~4.7 GB each) – $5.00 each 

  Patron-supplied CDs / DVDs 

How would you like your discs delivered? 

  Ship to address listed on reverse side of this form. 

  Ship to separate shipping address: ____________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

  Will pick up discs at:        John Hay Library        CDI 

 

  E-mail attachment (up to 10 MB) 

Please note: Your e-mail account must be able to accept large attachments. 

  Send to e-mail address listed on reverse side of this form. 

  Send to separate e-mail address: _____________________________________________  

 

  Timed download – Images made available for download from the Web for a scheduled time 

period (and then removed). To be arranged by request, depending on project size and formats. 
 
 

Production Fees & Publication Fees 
 

Production Fees: We currently do not charge members of the Brown Community for producing 
five digital images. Requests for more than five images are handled on a case-by-case basis and 
may incur charges of $5.00 per image. All non-Brown users will be charged $10.00 per image. 
Users pay the cost of library-supplied storage media (CDs, DVDs, etc.). Orders that are mailed 
will incur a charge for postage. Postage is on a sliding scale, depending on the number of disks. 
Minimum charge for postage is $5.00. 
 
Publication Fees: Digital images requested on this form are produced for study and examination 
purposes only. Publication of these images in any media (print, web, etc.) must be approved in 
advance. Publication fees are imposed for the commercial use of digital images. Fees are waived 
at the discretion of the Library for approved nonprofit uses. An Application to Publish and further 
information about publication fees are available at: 
http://www.brown.edu/library/libs/hay/ReprdSpeColl.html 


