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Fair use statement
please circle “yes” to each statement if it is true

for one-time distribution in class to students, a teacher may make, or have made, multiple copies if he or she:

yes makes no more than one for each student in the course
 
yes does not make copies for students who are not in his or her own classes

yes includes the notice of copyright by writing it in the first sheet or copying the page on which it
 appears or provides bibliography

yes is selective and sparing in choosing poetry, prose, and illustrations (for example, if using a book,
 copies no more than one chapter)

yes does not use copies to create or substitute for anthologies or collective work

yes copies pursuant to their own initiative, and not according to the plan of a supervisor or 
 administrator

yes makes no charge to students beyond the actual cost of photocopying

yes has made significant changes from prior semester’s course readers

I have read the “photocopying guideline for teaching and research” published by the university of wisconsin office of administrative legal services.  I 
have determined to the best of my ability that the work being photocopied follows the “multiple copies” fair use policy stated on page 4.

professor / instructor’s name [ print ]  x

professor / instructor’s name [ signature ] x                             [ date ]     x
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Course Name:

name:
prof
t/a

dept:

phone:

email:

address:

expected 
enrollment

reserve
copies

prof + T/A
copies

course reader details
incoming
document 
out going 
document 

single sided double sided

single sided double sided

paper choice 20 lb. white 3-hole punch

finishing

staple once
(upper left)

staple twice
(left side)

rubber band spiral bind
($1.85 extra)
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# of pages 
in original

pricing

at $0.06 per 
printed side

binding cost

other

subtotal

tax
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at 80%

copies

first run

date 
completed

reprints

Professor contacted upon completion:

via email             via phone

person who contacted:

date:

notes:

cover color:

binding size:

date submitted: requested completion:

TO PREPARE YOUR 
ORDER:

1.) fill out left
     columns

2.) read and
     complete “fair
     use statement”
     below

3.) attatch your
     course reader to
     this form
            -OR-
     fax or email
     order form and
     syllabus to
     studentprint and
     call us to finish
     your order

availability
required recommended

e-reserve Learn @ UW


