
 Rare Collection Material Request and Usage Form 

• All rare materials are housed in closed stacks and are non-circulating.
• You must present a picture ID with contact information to request rare materials.
• Only pencil may be used in the reading room. If you do not have a pencil, one will be provided.
• Your hands must be clean.
• Please handle materials gently. Turn pages from the top or bottom corner. Do not lean, trace, or use rare

materials as a writing surface.
• No food, drink or outside materials are allowed in the reading room. Place all personal belongings in the

locker room outside the reading room.
• If you must bring in other LM research materials, you will be asked to give them to the desk person before

you leave.

Requestor Information 
Name: 

Mailing Address: 

Email address:  

Phone: 

 These copies are for a state agency 

If yes, what agency: 

 I am requesting permission to photograph these materials. (See guidelines below) 

 I am requesting permission to use the material in a commercial publication. (See reverse) 

Photocopy/Digital Reproduction Guidelines 
The Library of Michigan charges $1.00 per page for scanning materials. 
The Library of Michigan reserves the right to disallow reproduction of materials that fall under copyright 
restrictions or when the item may be damaged from such handling. If permission is given for you to 
photograph the item, please handle the material gently. Use book supports when necessary. No flash 
photography is allowed. 

For Staff Use: 

Date request filled: 
Comments: 



Commercial Publication Guidelines 
By signing below, you affirm the following: 

You understand that copyright laws may protect materials in the Library of Michigan’s collections and 
that you may need to obtain permission from individual copyright holders, as required by Federal 
copyright law, 17 USC et seq. 

You understand that neither the Library of Michigan, the Michigan Dept. of Education, the state of 
Michigan, nor any of its officers, employees or agents makes any warranty, express or implied, nor 
assumes any legal liability or responsibility for the accuracy, completeness or usefulness of any 
information or materials published, nor represents that its use fails to infringe on any privately-owned 
copyrights. 

You agree to cite the source of the information in your publication as follows: 
The Library of Michigan, an agency of the Michigan Department of Education. 
One copy of any publication that uses reproductions from the rare book collection shall be donated to 
the Library of Michigan. This includes books, brochures, advertising materials, periodical issues, and 
exhibition catalogs. 

I have read and understand the foregoing rules for use of materials in the Library of Michigan’s rare book 
collection. 

Signature: 
Date: 

Item One 
Call Number: 

Author: 

Title: 

Pages to be reproduced: 

Scan in  File format  

I want a paper copy (8.5 inches by 11 inches, maximum) 

Paper Copy Delivery Method  

Item Two 
Call Number: 

Author: 

Title: 

Pages to be reproduced: 

Scan in     File format  

 I want a paper copy (8.5 inches by 11 inches, maximum) 
Paper Copy Delivery Method   
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