
Cushing Memorial Library and Archives 
Scanning Guidelines 

Cushing Memorial Library and Archives provides digital scanning services. All scanning requests will be assessed by 
Public Services Staff, and possibly curatorial staff. Fulfillment of requests may be limited based on the physical condition 
of the material, copyright restrictions, and/or donor agreements. The decision to permit or prohibit scanning of any 
material is at the sole discretion of the Cushing Memorial Library and Archives.

There is a minimum of 3 business days for all requests. While we strive to complete scanning requests as efficiently as 
possible, fulfillment of scanning requests may take longer depending on other ongoing requests as well as the 
availability and condition of materials. 

The following table suggests guidelines for the amount of time to fulfill scanning requests:

Number of Pages Requested 
Within One Month 

Length of Time to Fulfill Request, If: 

Material is in Good Condition Material is Fragile/Oversized 

0 - 10 items Up to 3 Business Days Up to 5 Business Days 

10 - 20 items Up to 7 Business Days Up to 9 Business Days 

20 - 40 items Up to 14 Calendar Days Up to 18 Calendar Days 

40 - 100 items Up to 21 Calendar Days Up to 28 Calendar Days 

100+ items 30+ Calendar Days Over 40 Calendar Days 

For more information about our scanning services, please contact the Public Services Staff:
979-845-9359 | CushingReference@library.tamu.edu
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Duplication Request Form 
Cushing Memorial Library & Archives 

Name: 

Address: 

Dept./Co.: 

Phone:   (          ) Fax:   (            ) 

Email: 

COPYRIGHT WARNING 

The copyright law of the United States (Title 17, US Code) governs the making of photocopies or other reproductions 
of copyrighted materials. 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 to 
be “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. 

Agreement: By signing you agree to the terms of the Cushing duplication policy, have read & understand the copyright warning, and confirm all 
information provided on this form is correct. 

 Signature Date 

Office Use Only 

Charges 
Amount Scanned: 
Fee: $ 
Tax: $ 
Total: $ 

Form Sent Down for Payment 
Date    Initials 

Patron Contacted for Payment 
Date    Initials 

Payment Received/Confirmed 
Date    Initials 

Request Complete 
Date    Initials 

Method of Delivery 

Filex/Email  Mail  Pick‐up 

Office Use Only

3 D_ ___________________



NOTIFICATION TO PUBLISH 

of 

CUSHING MEMORIAL LIBRARY AND ARCHIVES 

 

COPYRIGHT WARNING 

The  copyright  law of  the United States  (Title 17, US Code) governs  the making of photocopies or other  reproductions of 
copyrighted materials.  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 to be “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. 

		

NOTIFICATION TO PUBLISH: 

Acknowledgment must be given to Cushing Memorial Library for the use of all of the Library’s material. 
All Cushing Memorial Library material(s) used must be credited or cited as follows: “Cushing Memorial 
Library and Archives, Texas A&M University.”   Publication of any Cushing Memorial Library material(s) 
can  take  place  only  under  the  provisions  of  the  fair‐use  doctrine  of  the  U.S.  Copyright  Law  or  by 
obtaining permission from the copyright holder, which in many cases may not be the Cushing Memorial 
Library and /or Texas A&M University.  The patron will defend and hold harmless the Cushing Memorial 
Library and the Texas A&M University System,  its Board of Regents,  its officers, employees and agents 
against all claims, demands, costs and expenses including, but not limited to, attorney’s fees incurred by 
copyright  infringement,  or  any  other  legal  and  regulatory  course  of  action  arising  from  use  of  any 
material obtained from Cushing Memorial Library. 

Posting reproductions of materials online  in any fashion  is a form of publication. For example 
posting an image of a manuscript, photo, etc. from our collections to a website, blog, or social 
media platform. 

 Agreement:  By signing you have read and understand the Notification to Publish of Cushing Memorial 
Library and agree to abide by all statements therein. 

 _____________________________________________     
Name (please print) 
 
 
_____________________________________________    __________________ 
(Signature)                (Date) 
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