ROCKEFELLER ARCHIVE CENTER

15 Dayton Avenue, Pocantico Hills
Sleepy Hollow, NY 10591-1598
Telephone: (914) 631-4505 FAX: (914) 631-6017

PHOTOCOPYING FOR RESEARCHERS

The cost of photocopying archival material during any calendar year is limited to a maximum of
2000 pages per year. The prices for copies are as follows:

.40 per page for copies 1-1000
.55 per page for copies 1001-2000

The making of a photocopy does not imply permission to publish all or any part of it in any form;
a separate application is necessary to obtain such permission. The Rockefeller Archive Center
may decline to copy certain documents that may suffer damage as a result of photocopying.

Photocopying Procedures:

1. Fill out “Request for Copies” form.
2. Leave documents to be photocopied in place in their folders.
3. Place a completed copy request slip around each document or group of

consecutive documents of which a copy is requested. Make sure that the slip
extends above the folder. Any special instructions (“both sides,” “pages xx to xx,”
etc.) and all bibliographic information should be added to these slips, because the
photocopy slips will be attached to your copies.

4, For unusually-sized items, please ask the monitor for assistance in attaching the
photocopy slip.

5. Place folders containing material to be photocopied in the copy box located on
your cart.

Photocopying is done on a first-come basis and therefore the Archive Center cannot
guarantee to furnish photocopies by any specific time.

Photocopying will be mailed to the address specified on the researcher registration form.

Payment may be made in U.S. currency, by check or money order made payable to the
Rockefeller Archive Center and drawn on a U.S. bank in U.S. funds, or by certain credit cards.

If you have any questions about photocopy procedures, please ask the reading room monitor.
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