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Copying Request Form

	Staff use only
COPYING ORDER NUMBER…………………..………………………..


	Staff initials/date


Name (in block capitals please)…………………………………………………..

Organisation…………………………………………………………………………

Address…………………………………………………………………………………………………………………………………………………………………………
Telephone number………………………………………….

Email…………………………………………………………

	Please indicate the format you require by ticking the relevant box below.

	Audio

· Audio CD-R

· Audio file (delivered via WeTransfer)
(please specify file type and format

e.g. 16bit/44.1kHz wav file or 128Kbps mp3)
…………………………………………
…………………………………………
· Audio file on data CD-R
(please specify file type and format 

e.g. 16bit/44.1kHz wav file or 128Kbps mp3)
…………………………………………
…………………………………………

	Video

· DVD-R
· Video file (delivered via WeTransfer)

      (please specify file type and format

        e.g. Quicktime file, avi, mp4, etc.)



	Please state the proposed use for the copies:

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Please note that the use of recordings for commercial publication or public dissemination of any kind is subject to written permission from the Essex Sound and Video Archive.




Please supply me with a copy of the recording(s) listed below. I understand and agree:

· Provision of the recording(s) is conditional upon my obtaining any copyright clearance required for copying and upon payment of the Essex Sound and Video Archive’s copying charges.

· No rights of exploitation whatsoever are implicit in provision of the recording(s).

· Any permission required from the copyright owners for the declared use of the recording(s) will be obtained in writing prior to such use. Where the declared use includes publication or other form of dissemination, the Essex Sound and Video Archive and, where appropriate, other rights holders, must be acknowledged on all products of such dissemination.

· The recording(s) shall not be put to any other than the declared use by the named customer without the prior written permission of the Essex Sound and Video Archive and of any owners of copyright in the recording(s).

· The Essex Sound and Video Archive reserves the right to make working copies (in order to reduce wear or damage to original recordings) as may be needed for the production of the customer’s copy, and to pass on to the customer any charges incurred by such extra work. Customers will be advised before work proceeds of any extra charges.

· The Essex Sound and Video Archive reserves the right not to supply recordings at its discretion.

Signed…………………………………………
Date……………………………

	REFERENCE
	DESCRIPTION

	
	

	
	

	
	

	
	

	
	

	
	



Copying charge:
…………….. £31.00 per recording 




   (plus postage and packing)

Students registered in full-time education at a UK institution may request 50% off the copying charge if they do not have access to funds for obtaining archival material for research.

Use or reproduction fees:

	Use
	Extract*
	Complete recording

	Private research


	£0.00
	£0.00

	Educational use

	Use in class/lectures


	£0.00
	£0.00

	Educational resources (created for use in teaching or personal development, non-broadcast):

· to be distributed free of charge

· to be sold not for profit

· to be sold for profit


	£0.00

£0.00

 £60.00
	£0.00

£40.00
 £170.00

	Exhibitions

	Temporary exhibition


	£0.00
	£35.00


	Permanent exhibition


	 £60.00
	 £120.00

	Dramatic productions (not including film productions) and works of art

	Amateur productions


	£0.00
	 £35.00

	Professional productions


	 £60.00
	 £170.00

	Publications (see also educational resources above)

	Publications sold not for profit


	£0.00
	£40.00


	Publications sold for profit


	£60.00 advance against future sales and 10% of gross sales revenue (pro rata for compilations) 
	£150.00 advance against future sales and 10% of gross sales revenue (pro rata for compilations)

 


* An extract will generally be defined as a recording, or part of a recording, of less than three minutes duration. A complete recording will generally be defined as any recording of longer than three minutes duration.

	Broadcasting

	SOUND RECORDINGS

Single use:

Local and regional (East of England)

UK

Rest of the World


	£0.00

£2.50 per second**

£5.00 per second**

**Minimum charge of 30 seconds. Repeats charged at 50% of original fee. 



	VIDEO

Single use:

Local and regional (East of England)

UK

Rest of the World

Multiple use (unlimited, non-exclusive):

5 year licence 
     UK

     Rest of the World

10 year licence    
     UK

     Rest of the World


	£0.00

£5.00 per second**

£10.00 per second**

**Minimum charge of 30 seconds. Repeats charged at 50% of original fee. 

£10.00 per second°°
£20.00 per second°°
£15.00 per second°°
£25.00 per second°°

°°Minimum charge of 30 seconds.



HOW TO PAY


Please tick one of the boxes below:


�
�



I would like to pay by credit/debit card. Please contact me when the copies have been made.


�
�



I attach a sterling cheque for ‘Not more than [amount I do not wish to exceed] pounds’, leaving the Essex Sound and Video Archive to fill in the exact figure on completion. Cheques should be made payable to Essex County Council.


�
�



I would like to pay by sterling cheque for the precise amount. Please contact me when the copies have been made.


�
�
………………………………………………�
�






STAFF USE ONLY 
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