
DUPLICATING SPECIAL COLLECTIONS MATERIALS 
LSU Libraries Special Collections 

Information, Instructions, and Pricing 
Effective August 26, 2019 

All duplication of Special Collections materials requires prior approval of a library staff member and orders 
must be placed through our Special Collections Request System (SCRS). 

Published materials (books, journals, etc.): Self-service photocopying of books is allowed if condition, value, 
age, and/or copyright restrictions do not apply. Patrons should request permission from reference desk staff 
before any self-service copying takes place. If the book is at risk of damage or already in poor physical 
condition, other options may be used to provide copies, such as scanning or digital photography.  

Manuscript materials: Researchers can place orders for staff-produced copies. Patrons should speak to 
reference desk staff for instructions. Self-service photocopying or the use of personal scanners is not 
permitted for manuscript materials. 

Photographic materials: Researchers may order staff-produced digital scans or photographic prints. We do 
not allow photocopying of photographs, nor the use of personal scanners to scan photographs. 

Self-Service photography: Researchers interested in taking photographs of collection materials for personal 
research purposes must first speak to the reference desk staff to receive a Camera Use Policy form. 
Photography of manuscript and photographic materials (no flash) requires permission from a staff member. 
Manuscript items must remain in their folders and in order. Photographs must not be removed from their 
folders or protective sleeves.   

Digital Collections: Low-resolution image files are available to download from the Louisiana Digital Library: 
http://louisianadigitallibrary.org/lsu-sc.  

Fees: Fees for duplication services are listed on the back of this sheet. 

 
COPYRIGHT 

All copies of the LSU Libraries Special Collections materials created by patrons or supplied by the library fall 
under allowances provided by Section 107 (Fair Use) and Section 108 (Library and Archives exemptions) of 
the United States Copyright Act.  

PERMISSION TO PUBLISH 

Reproductions of materials from Special Collections do not include permission to publish or exhibit. All 
reproductions are provided for personal research or private study purposes only. It is the responsibility of 
individual users to determine whether their proposed use is lawful or if permission of the copyright holder(s) 
is required. Researchers assume all responsibility for their uses of Special Collections materials.  
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LSU LIBRARIES Special Collections  

DUPLICATING SPECIAL COLLECTIONS MATERIALS 
Duplication Price List – Effective August 26, 2019 

 
Note:  In addition to prices given below, a $10 processing fee is applied to all orders below except self-

service photocopies made in the library’s reading room. A single fee will be charged for multiple 
requests submitted at the same time.  
 

Service type  Price  

Self-service photocopies  $0.10/page  

Staff-produced photocopies or 
low-resolution, reference 
quality scans  

$0.50/page for PDF scans (electronic) or photocopies (print) 
 
Additional fee: $20 for orders of 101-200 copies; $30 for orders of 201-
300 copies, $40 for orders of 301-400, etc. 

Staff-produced high-resolution 
scans suitable for publication  
(JPEG, TIFF, PDF)  

$1/scan  
 
$5 per disk for CD/DVD delivery 

PDF copy of LSU dissertation 
or thesis  

$25 per dissertation or thesis 
 
*only for titles not already available electronically  

Copy of CD or DVD from the 
collections 

$10 per disk 

Duplication of microfilm 
 

$60 for reel-to-reel (only available if negative copy is held by LSU) 
$45 for PDF copy of microfilm reel 

Photographic prints  $20/print (5” x 7”); $30/print (8” x 10”); $45/print (11” x 14”) 

Audio reel to digital $100 per hour of tape 

Interview transcript (pdf) or 
MP3 audio of interview  

$5 per interviewee  

 

 

 

 

 

If you have any questions about duplication orders or fees, 
please submit your question at https://askus.lib.lsu.edu/special 
or call Special Collections at 225-578-6568.  
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