
Derbyshire Record Office and Derby Diocesan Record Office 
 Scanning and Printing service 

 
         Form No. 

 
 
             
             
             

Please write your name and address in CAPITALS in this box 
 
 
 
 
 
 

We can scan images (up to A3 size), and send them as e-mail attachments, write 
them to CD, and/or print them on photo-quality paper. Images can be printed at 
original size or enlarged to A3. It may be possible to scan documents larger in 
size than A3 in sections: please ask for advice. Orders are dealt with in the 
sequence they are received. Small orders will normally be processed within 7 
days. For larger orders, estimates will be provided. Payment is required in 
advance for all orders. 
 
For supply of an A4 or A3 scanned colour image of 
a DRO document        £2.15p 
 
For scanning an A4  or A3  image and e-mailing it (JPEG format) £4.00 
 
For scanning an A4 or A3 image and writing to CD  £5.00 (& p&p) 
(Any subsequent images scanned and added to the  
same CD will be charged at the rate of £4.00 each) 
 
For scanning an A4 or A3 image and printing on    £5.50 (& p&p) 
photo-quality paper (up to A3 size).  
 
For scanning an A4 or A3 image, writing to CD    £7.25 (& p&p) 
and printing on photo-quality paper. A handling charge  
of £7.25p is payable on orders over £10 
 

Item reference Description of copying order Cost 

   

   

   
   
   

Handling fee  
Licence fee ( where applicable)  

Postage (2nd class unless specified otherwise)  
Payment 
received 

           

 Copies 
issued 

 Total cost 
(inc.VAT) 

 

Please turn over for information about copyright (where applicable) and 
details of how to pay. 



Derbyshire Record Office and Derby Diocesan Record Office 
Scanning and Printing service 

 
Copyright Designs and Patents Act 1988 
In respect of copies of material subject to copyright regulations, I declare that 
 
• I have not previously been supplied with a copy of the same material by you or by 

any other archive institution 
 
• I will not use the copy except for research or private study and will not supply a copy 

of it to any other person 
 
• To the best of my knowledge the item has not been published before the document 

was deposited in your archive and the copyright owner has not prohibited copying of 
the item. 

 
I understand that if this declaration is false in a material particular, the copy supplied to 
me by you will be infringing copies under the Copyright Designs and Patents Act, 1988 
 

 Signed                                                            Date 
 
Payment 
Please charge my VISA/Mastercard to a maximum of £                      My account 
number is: 
 
                  
Expiry Date:  
    
 

 Signed                                                            Date  
 
OR  
 
I enclose a cheque made payable to Derbyshire County Council for £ 
 

 Please write your telephone number here  
 (This will only be used if we have to contact you regarding your order) 
 
Please give your email address (essential for overseas customers)…………………... 
 
……………………………………………………………………………………………… 
 

 Please return this signed and completed form to: 
Derbyshire Record Office, County Hall, Matlock, Derbyshire DE4 3AG 

Cultural and Community Services 
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