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Texas State Library and Archives Commission

Archives and Information Services Division (ARIS)

Reproduction Request Form

Name: Date:

Registration Number:  Daytime Phone:  

E-mail: 

Mailing Address:

 Requested for State Business   State Agency: 

Instructions
Do not remove materials from the folder or box for photocopying. Please place the provided 
green and red flags before and after materials to be photocopied or digitized. List materi-
als to be reproduced on page 3 of this form, including the call number, number of copies or 
scans, and a description of the materials. Return folders and small volumes to their original 
box.  Return boxes and large volumes to the cart. 

Intended Use of Digitized Material

These materials are for personal research and will not be copied, reproduced, or 
publicly displayed. 

These materials will be published or displayed in print or online with proper citation. 

Publication title and press:

Notice Concerning Copyright Restrictions
The copyright law of the United States governs the making of photocopies or other 
reproductions 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 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. This institution reserves the right to refuse to accept a copying order 
if, in its judgment, fulfillment of the order would involve violation of copyright law.
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Fees for Photocopies
Items 11” x 17” or smaller

Letter/legal $0.10/page

Ledger (11” x 17”) $0.50/page

Certification

If per page certification

$5/instrument

$1/page over 5

Charges in accordance with 13 TAC §2.51, eff. 03-18-2020

Photocopy delivery options

 Mail my copies (postage will be calculated)

 I will pick up my copies (no charge)

Fees for Digitization
Limits on number of items per request

(https://www.tsl.texas.gov/arc/visit.html#Reproductions)

Digitization (items larger than 11” x 17”) $5/scan

Digitization (items 11” x 17” or smaller) $4/scan

Oversized printing Based upon size of the item

Please request a price quote

Other formats See ARIS Fee Schedule

Charges in accordance with 13 TAC §2.51, eff. 03-18-2020

Digitization delivery options

 Deliver electronically (no charge)

 Write to a CD/DVD ($1/CD | $3/DVD)

https://www.tsl.texas.gov/arc/visit.html#Reproductions
https://www.tsl.texas.gov/sites/default/files/public/tslac/ref/ARIS_Fee_Schedule.pdf
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 Check if requesting photocopies of folder labels containing the requested materials.

Call
Number Description of Item # of 

pages Certify Staff 
Use

Staff Use
Letter/legal copies # $ Received

Ledger copies # $ Prepaid

Digitization/printing # $ Completed

Certification # $ State agency accounts

Postage $ Invoice number/notes:

Total $

Copies were received on by  
 (Date) (Signature)
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