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Name:	

	

Date	submitted:	

Material(s)	to	be	digitized*:	Include	publication	info	and	page	numbers	if	applicable.	
	
	
	

Date	needed	by:	

	

	

Output	format:	
	 PDF	(full	page	scans)	

	 TIFF	/	JPEG	(images	only)	

	

Delivery	instructions	
All	images	will	be	added	to	FITDIL.	
	 Email	files	

	 Send	via	________________________	(e.g.	Google	Drive,	Dropbox)	

	 USB	drive	(provide	your	own),	in	your	mailbox	or	office	(circle	one).	

	

Returing	of	originals	
	 Return	to	you	

	 Return	to	library	

	 Other,	specify:	_____________________________________________________________	

	

Special	instructions	or	notes:	
	
	
	
	
	
	
	
	
	
	
*Copyright	notice:	digitized	items	must	not	be	published	publicly.	If	sharing	images	or	PDFs	with	
students,	make	sure	it	is	on	a	password-protected	website,	such	as	Blackboard,	FITDIL,	or	a	Google	Drive	
folder	accessible	only	to	FIT	email	accounts.	Following	fair	use	guidelines,	we	recommend	you	limit	

scanning	requests	to	about	one	chapter	or	10%	of	a	book.	Texts	and	images	created	before	1925	are	in	

the	public	domain	and	may	be	digitized	in	full.	
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File	numbers:	

	

Text

*Copyright	notice:	you	are	responsible	for	the	fair	use	of	requested	digitized	materials.	We	can	provide	guidance	on	fair	use.	We	
recommend	limiting	scanning	requests	to	no	more	than	10%	of	a	copyrighted	book.	Digitized	items	must	not	be	shared	publicly.	
If	sharing	materials	with	students,	make	sure	they	are	on	a	password-protected	website,	such	as	Blackboard,	FITDIL,	or	a	
Google	Drive	folder	accessible	only	to	FIT	email	accounts.	Texts	and	images	created	before	1927,	and	certain	other	materials,	
are	in	the	public	domain	and	may	be	digitized	in	full.	Please	contact	molly_schoen@Ritnyc.edu	with	any	questions.


