
OFFICE SERVICES - BOOK COPY REQUEST FORM 

Return to Department Mailbox               Black Ink Copies                Colored Ink Copies   

 
Email when ready         Single-Sided  Double-sided    Stapled     3-hole punch     

 
 

2 book pgs. on 1 sheet of paper     1 book pg. per sheet 

PLEASE PROVIDE BOOK TITLE OR AUTHOR & PAGE(S )TO BE COPIED 
Please print legibly.   

_____________________________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
_____________________________________________________________________________________ 

Date Submitted: _________________ 
 
Date Needed:_____________________ 
Job requests are scheduled by priority. 
Please provide an actual date and not 
ASAP. 

Name: __________________________________ 
 
Extension:_________________________________ 

 
Department: __________________________ 
 
Charge to:_________________________________ 

Copyright Law -Title 17- Fair Use, Sec. 107 & 108 for  
Teachers and Educators states:  
 
I. SINGLE COPYING FOR TEACHERS: 
A single copy may be made of any of the following by or for a teacher at his or her indi-
vidual request for his or her scholarly research or use in teaching or preparation to 
teach a class: 
 
A. A chapter from a book; B. An article from a periodical or newspaper; C. A short story, 
short essay or short poem, whether or not from a collective work; D. A chart, graph, 
diagram, drawing, cartoon or picture from a book, periodical, or newspaper. 

Cumulative Effect: 
 
i. The copying of the material is for only one course in the school in which the copies are 
made. 
 
ii. Not more than one short poem, article, story, essay or two excerpts may be copied 
from the same author, not more than three from the same collective work or periodical 
volume during one class term. 
 
iii. There shall not be more than nine instances of such multiple copying for one course 
during one class term. 
 
[The limitations stated in "ii" and "iii" above shall not apply to current news periodicals 
and newspapers and current news sections of other periodicals.]  

Please see back of page for complete section of Copyright Law- Title 17, Sec. 107 
& 108 

Emergency copy requests will be accepted on a case by case basis, depending on existing workload.  
Book copies require a minimum of 72 hours depending on number of pages needed PER BOOK . Multiple requests may require more time.   
 
We can legally print 1 copy of selected pages (WITHIN REASON) from a book. For example, one copy made of chapters 7, 8, and 9 - not 20 copies of each.  
Two copies are permissible if one is to be placed on reserve in the library.  You cannot legally reproduce an entire book..  

 

Number of Copies:________________ 

CIRCLE  ALL THAT APPLY 



 
Copyright Law -Title 17- Fair Use, Sec. 107 & 108 for Teachers and Educators cont’d:  
 
II. MULTIPLE COPIES FOR CLASSROOM USE: 
Multiple copies (not to exceed in any event more than one copy per pupil in a course) may be made by or for the teacher giving the course for classroom use or discussion; provided that: 
 
A. The copying meets the tests of brevity and spontaneity as defined below: B. Meets the cumulative effect test as defined below; and, C. Each copy includes a notice of copyright. 
 
Brevity: 
 
i. Poetry: (a) A complete poem if less than 250 words and if printed on not more than two pages or (b) from a longer poem, an excerpt of not more than 250 words. 
 
ii. Prose: (a) Either a complete article, story or essay of less than 2,500 words, or (b) an excerpt from any prose work of not more than 1,000 words or 10% of the work, whichever is less, but in any 
event a minimum of 500 words. 
 
[Each of the numerical limits stated in "i" and "ii" above may be expanded to permit the completion of an unfinished line of a poem or of an unfinished prose paragraph.] 
 
iii. Illustration: One chart, graph, diagram, drawing, cartoon or picture per book or per periodical issue. 
 
iv. "Special" works: Certain works in poetry, prose or in "poetic prose" which often combine language with illustrations and which are intended sometimes for children and at other times for a more gen-
eral audience fall short of 2,500 words in their entirety. Paragraph "ii" above notwithstanding such "special works" may not be reproduced in their entirety; however, an excerpt comprising not more than 
two of the published pages of such special work and containing not more than 10% of the words found in the text thereof, may be reproduced. 
 
Cumulative Effect: 
 
i. The copying of the material is for only one course in the school in which the copies are made. 
 
ii. Not more than one short poem, article, story, essay or two excerpts may be copied from the same author, not more than three from the same collective work or periodical volume during one class 
term. 
 
iii. There shall not be more than nine instances of such multiple copying for one course during one class term. 
 
[The limitations stated in "ii" and "iii" above shall not apply to current news periodicals and newspapers and current news sections of other periodicals.] 
 
III. PROHIBITIONS AS TO I AND II ABOVE: 
 
Notwithstanding any of the above, the following shall be prohibited: 
 
A. Copying shall not be used to create or to replace or substitute for anthologies, compilations or collective works. Such replacement or substitution may occur whether copies of various works or ex-
cerpts therefrom are accumulated or are reproduced and used separately. 
 
B. There shall be no copying of or from works intended to be "consumable" in the course of study or of teaching. These include workbooks, exercises, standardized tests and test booklets and answer 
sheets and like consumable material. 
 
C. Copying shall not: 
 
a. substitute for the purchase of books, publishers’ reprints or periodicals; b. be directed by high authority; c. be repeated with respect to the same item by the same teacher from term to term. 
 
D. No charge shall be made to the student beyond the actual cost of the photocopying. 


