
 DOCUMENT DELIVERY REQUEST FORM 
 
DATE REQUESTED:                                       TAKEN BY:                                                                                            
 
TIME TAKEN: __________________________TOTAL # PAGES: _________________________________    
        
PATRON NAME:  ________________________________________________________________________ 
 

 
 
FIRM:              
 
ADDRESS:             
 
CITY:      STATE:        ZIP:                   
 
PHONE #:     TELEFAX #:        
 
EMAIL:              
 

 
 
CITATION 1 
Title (book or journal):            
Author:               
Title (case of article):            
Volume:    Page(s):     Date:       
 
CITATION 2 
Title (book or journal):            
Author:               
Title (case of article):            
Volume:    Page(s):     Date:       
 

 
 
 DELIVERY/COST 
  Email: ___ (PDF) / Pick up: ___  $0.50 per page 
  Mail: ___    $0.75 per page 
  Fax: ___  (25 pages maximum)  $0.50 per page (local) 
                   $1.00 per page (long distance) 
 All Fiche (cannot be faxed)  $0.75 per exposure 
 

The Law Library will deliver documents via email, U.S. Postal mail, hold for pick up, or fax. Material is usually ready within 3 business 

day, depending on size and scope of request.  The Law Library assesses a $20.00 service charge for each 100 pages or portion 

thereof, per request.  We will assess a charge of $10.00 for each 50 pages or portion thereof after the initial 100 pages. We will 

provide RUSH service, if staff is available, at an additional charge of $10.00 for handling. In addition, we will assess a charge of 

$10.00 for each 50 pages or portion thereof after the initial 100 pages.  Requests should be made at the circulation desk, in person 

or by phone. 

 GIVE THIS FORM TO AN ACCESS SERVICES STAFF PERSON WITH THE COPIES OR THE FAX BILL FORM 


