
Lincolnshire Archives 

Reprographics Order Form 
Copy of whole or part of (un)published work and images 
 

 

 

 LA Job No:  

 

Please tick 
 

1. Copy on paper Black & White/Colour 
preferred  

 

2. Digital image on CD Black & White/Colour 
format 

 

3. Digital image by email (suitable for small orders only) Black & White/Colour 
 

The techniques used to produce copies are determined by the dimensions, condition and preservation requirements of each 
original document. The cost of copies will vary according to the techniques that have been employed to produce the copy.  
Please see the Reprographics Price Guide if you wish to see a detailed breakdown of these costs.  
 

Mr/Mrs/Ms/other:  Initials:  Surname:  
 

Address, 
including 
postcode: 

 

 

 

Daytime 
telephone: 

 E-mail:  

 

Payment:         Please print the email address clearly 
Payment will be taken after the completion of the order. You should expect to receive an email on behalf of Lincolnshire 
County Council requesting payment and providing a link to the secure World Pay online system. If you do not wish to use 
this system, contact details are provided in the email to that you can pay over the phone. 
 

By email? 

 B 
 

Copyright Declaration 
Please supply me with a copy of the document(s) or article in the periodical or part of the (un)published work(s) listed on 
this form required by me for the purposes of research or private study*. I declare that: 
a) I have not previously been supplied with a copy of the same material by you or any other librarian; 
b) I will not use the copy except for research for a non-commercial purpose, or private study and will not supply a 

copy of it to any other person; and 
c) to the best of my knowledge no other person with whom I work or study has made or intends to make, at about 

the same time as this request, a request for substantially the same material for substantially the same purpose. 
I understand that if the declaration is false in a material particular the copy supplied to me by you will be an infringing copy 
and that I shall be liable for infringement of copyright as if I made the copy myself. 

Data Protection Declaration (Use of personal data in archival documents) 
I declare that I will not use any personal data relating to living persons, i.e. assuming a life span of 100 years, that I find to 
support measures or decisions with respect to such persons. 
I will not cause or be likely to cause substantial damage or substantial distress to any person who is the subject of those 
data while he or she is alive or likely to be alive. 
I will not make the results of my research available in a form that identifies any data subject without the consent in writing 
of the data subject or the data controller. 
I understand that I shall become responsible for compliance with the Data Protection Act 2018 in relation to any 
processing by me of personal data obtained from the archives. 
 
Signature (in ink) …………………………………………...               Date ………………………….…. 
This must be the personal signature of the person making the request. A stamped or typewritten name, or the 
signature of an agent, cannot be accepted. 

Do you intend to reproduce item(s) on this form?  (please tick). Requests for publication must also be made in writing. 

Lincolnshire Archives will respond regarding permission separately. 

Staff use only      £            p            £           p
     New image……..…………………      
Receipt No ……………………...  Existing image…………………..    Sub Total………………………... 
 

     DP ……………………………..…   Postage………………………..… 
Updated By ……………………..  Email/CD ………………………   VAT on P&P…………………….. 
   

     Document Handling ……………….  VAT (non-EU adj)………………. 
Notified: .................................  PC ………………………….   
 

Order despatched/collected on:  Receipt scanned for emailing:   Total to pay   £…………………  
 

 

How do you wish to receive your copies? By post?  Collect?  

Documents held over from Search Room visit  



 

Further Information 
An addition, amendment or cancellation regarding this order cannot be accepted if the order has already 
been processed.  
 
Orders may take up to 4 weeks to process.  
We aim to complete within 28 days of receipt of the order. 
 
Orders for official probate material, such as wills. 
Copies can only be supplied from material proved in the ecclesiastical courts of Lincoln Diocese, i.e. up to 
early 1858. For wills after 1858, customers should apply to the Probate Copies and Searches Dept., York 
House, 31 York Place, Leeds LS1 2BA. 
 
Please state how you intend to use the documents giving as much detail as possible. 
............................................................................................................................................................................. 
............................................................................................................................................................................. 
.............................................................................................................................................................................  
.............................................................................................................................................................................   
 
Do you have any other comments about your order? 

................................................................................................................................................................ 
 

.................................................................................................................................................................  
 
 
 

For Customer Use For Staff Use Only 

Reference No. and  
description of original document 

Colour B&W A4 A3 
New 

image 
Existing 
image 

Doc 
Handling 

Email/CD £ P 

         
 

  

         
 
 

  

         
 
 

  

         
 
 

  

         
 
 

  

         
 
 

  

 

Please ensure that you have entered your address and contact details, signed and dated the Copyright Declaration 
section and supplied the Reference Number and Description of the documents you require.  
Please return the completed form to the following address.  
 

c/o Archive Copies, Lincolnshire Archives, St Rumbold Street, Lincoln, LN2 5AB 
 

Contact details for enquiries:  
Tel: 01522 782040 
E-mail: archive.copies@lincolnshire.gov.uk   

Website:  www.lincolnshire.gov.uk/archives 
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