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Digitization Request Form 

Archival materials are copied for individual research projects only. Permission must be requested to place copies in another repository or to publish. 

Request Date: 
 

Date Needed By: 
 

Requestor Name (Print):  

Department/Organization:    

Status of Requestor:  
(Please Circle One) Internal Researcher/Historian Individual/Non-profit 

Research Request Form Attached:     Yes     No Permission Request Form Attached:     Yes     No 

E-mail: Phone #: 

Fill out ONLY if no Research Request Form has been submitted 
Address: 
City: State: Zip Code: 

REQUESTED MATERIALS 
Description Collection ID DPI File Type 

(JPG/TIFF/PDF) 
1.     

2.     

3.     

4.     

Briefly describe for what the scans will be used. 
 
 

 

OFFICE USE ONLY 

Date Received: ______________ Received by: ______________ Date Completed: ______________ 

Request Ticket #: ______________   Date Sent: _____________________ 
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Services and Fees 
Requests 
Archival Research Request $25 / hour for in-house research 
Student Transcripts $10 per transcript 
Sacramental Request $0 in-house registers (requestor’s personal record only) 
St. Peter and St. Joseph’s Records (requestor’s personal record only) 
 Copies personal records $10 up to 40 pages; anything over, $0.25 per page 
Genealogical Verification Letter $20 per request, exact information required provided 
Permissions to Publish $40 per item 

Reproduction Fees 
The copyright law of the United States (Title 17, United States Code) 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 conditions is that the copy 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 will be liable for any copyright infringement.  

B&W only   up to 11”x17” $0.50 per page  
Photocopies obtained from the Archives will be stamped and may not be further duplicated. Permission must be granted to 
place copies in another repository. 

Digital Reproduction 
All items for personal research will be watermarked. 
Paper Records (paper records up to 8½x14” to 12x17”) 
 Documents/Photographs 300 ppi / PDF, JPG $5.00 per scan  
 Records Folder up to 50 pages 300 ppi /PDF $25.00 per folder 
  Limit 5 folders per 3 months period 
 Previously scanned items original file format (PDF/JPG) $5.00 per file 

Photographs, Negatives, Slides and 3-D objects up to 17½”x29½”) 
 B&W, Color, 400 ppi (4000 pixel long) TIF, PDF, JPG $20.00 a scan  

High Resolution Digital Capture (paper records 8½x14” to 17½”x29½”) 
 B&W/Color  400 PPI @ original or 4000 pixel long $20.00 per capture 
 Special Service Capture  Will be priced from vendor 
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