Rights and Permissions
Permission to publish Bancroft material must be applied for in writing:
[image: http://bancroft.berkeley.edu/images/arrow.gif]contact the Permissions Officer, Crystal Miles
[image: http://bancroft.berkeley.edu/images/arrow.gif]Requesting permission to publish pictorial materials
[image: http://bancroft.berkeley.edu/images/arrow.gif]Requesting permission to publish manuscript materials 
Use fees may be charged; however, permission to publish does not constitute a copyright clearance. Neither The Bancroft Library nor the Digital Imaging and Preservation Microfilm Labs are responsible for the misuse of copyrighted material.

[bookmark: publishmanuscript]Procedure for Requesting Permission to Publish Manuscript Materials
1. Address the request in writing to the Permissions Officer. 
2. List material to be published, giving collection name, call number and container number when appropriate. If correspondence, please list the date. 
3. Indicate whether the material is to be quoted, cited or reproduced in facsimile. 
4. State how the material is to be used: 
 a. Type of publication 
 b. Proposed title 
 c. Publisher’s name 
 d. Expected date of publication 
 e. Nature of publication, e.g., scholarly, commercial 
5. In citing materials, use the following format: 
Identification of the item, Name of collection, Call number of collection, The Bancroft Library, University of California, Berkeley. 
e.g., Letter, 17 February 1849, from Orville Watson to James Holland, Alexander Holland Papers, BANC MSS 80/375 c, The Bancroft Library, University of California, Berkeley. 
6. The Bancroft Library does not hold the copyright to all of the original materials in its collection. In those cases where copyright resides elsewhere, permission for publication is given on behalf of The Bancroft Library as owner of the physical manuscripts and is not intended to include or imply permission of the copyright holder, which must also be obtained by the publisher. 
7. The Bancroft Library does not grant exclusive publication rights. By giving permission to publish a manuscript, the Library does not surrender its own right to publish it or to give others permission to publish it. 
8. The Bancroft Library requests a complimentary copy of all publications which make significant use of its collections. 
9. Publication of entire manuscript items or substantial portions of an item may be subject to use fees.
[bookmark: photographic]Photographic Services and Fees
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The Bancroft Library collaborates with Digital Imaging and Preservation Microfilm Labs to fill photographic reproduction requests.
[bookmark: formats]Digital Scans
The Digital Imaging Lab offers 24-bit TIFF, RGB formatted digital image files at a size of approximately 100 MB. The resolution of these digital images is 600ppi at 8x10 inches. The fee for a digital scan created from original material is $33. The fee for a digital scan created from an existing image file is $17. There is an additional service charge of $12 per order.
Microfilm
Duplicate microfilm is produced from pre-existing negative microfilm, and is priced at $110 per reel (regardless of the number of exposures on the particular reel).
PDFs may also be made from microfilm at the following rate:
	Entire reel
Quality of existing microfilm may need
to be confirmed first
	$45 

	Portion of reel
Maximum page count may apply
	1-25 scans: $20
Additional scans: 70¢ 


For new filming, the requestor must pay for the production of negative microfilm, but will receive positive film for use; the negative film is retained by The Bancroft Library. Most printed materials are filmed at two printed pages per exposure, but larger volumes may be filmed at one page per exposure. Tabloid-sized newspapers can usually be filmed at two pages per exposure, and standard newspaper formats at one page per exposure. Some unbound manuscript materials may be filmed at two pages per exposure. (All questions regarding the mode of filming will be taken into account in the preparation of a microfilm estimate.) Each microfilm order requires one reel and box set for every 750 exposures. Landcases require special handling, and are charged at a higher rate. Extremely time-consuming microfilm projects (such as very brittle newspapers or letterpress books) are charged at the special handling rate.
	Routine book and print filming
	60¢ per exposure 

	Newspaper and manuscripts filming
	80¢ per exposure 

	Service charge per order
	$150.00 

	Minimum charge for all microfilm orders
	$90.00 


[bookmark: orderprocess]Process
Preparation of an order for transmittal to the Digital Imaging and Preservation Microfilm Labs may take one to three working days. Please give a daytime phone number where you may be contacted if problems arise in preparation. The Preservation Microfilm Lab completes most orders for microfilm duplication within eight weeks of receipt from The Bancroft Library. Digital orders are usually completed within ten business days.
[bookmark: payment]Payment
Most orders must be prepaid. Acceptable forms of payment are: 
· Cash (for onsite orders; it is not advisable to mail cash)
· Check (payable to the UC Regents)
· Interdepartmental charge, Intercampus charge
· Printed purchase order from an established business or institution
· Credit card (Visa, Mastercard, American Express, Discover)
Tax
California sales tax is levied on all Preservation Microfilm Lab orders except: 
· those shipped to an address outside California
· those paid by IOC, ICC, or recharge account
· those accompanied by a state-issued resale number
· those that involve loans of negatives or transparancies
· those generated by the Federal government
[bookmark: delivery]Delivery
Orders to be shipped within the U.S. are sent via FedEx.
	Shipping and Handling Fees

	FedEx
	$10 

	International shipments
	By quote 


Note: Large orders are more than 8 reels of microfilm.
[bookmark: copyright]Copyright and Publication
Photographic reproductions are supplied for reference purposes only. Neither The Bancroft Library nor the Digital Imaging and Preservation Microfilm Labs are responsible for the misuse of copyrighted material. Permission to publish photographic material must be applied for in writing (contact the Permissions Officer, Crystal Miles), and use fees may be charged; however, permission to publish does not constitute a copyright clearance. Permission to publish other materials from The Bancroft Library must be obtained in writing from the Permissions Officer, Crystal Miles. 
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