
  

IMPORTANT NOTE 
Original records and printed books are protected by copyright. In accordance with the terms of the Copyright, Designs and Patents Act 
(1988) and the Copyright and Related Rights Regulations (2003), Archives: Wigan & Leigh can only supply one copy of an item in 
copyright and only for private and non-commercial research. If you wish to reproduce or publish material in copyright then you must 
obtain permission from both the owner of the copyright and also (in the case of original records) from the owner of the record. For 
records held by Archives: Wigan & Leigh this will often, but not always be Wigan Council. Please ask staff for further advice. 
If you publish records, you should acknowledge the Archives & Local Studies and quote the reference of the document. This should be 
done in the form: Archives: Wigan & Leigh (Wigan Council) 

Archives: Wigan & Leigh, Wigan Council, Leigh Town Hall, Leigh 
01942 404 430 archives@wigan.gov.uk  
 
Reproduction Order Form and Copyright Declaration 
 
If you are requesting copies of material from the Archives and Local Studies collections, or 
microform/computer print-outs, you will be asked to complete this order form and copyright 
declaration. This declaration applies also to materials supplied from the collections and 
photographed using personal cameras. 
 
We will be unable to supply you with the copies you require until payment and a completed 
form has been received (notes of charges appear on the order form). 
 
Declaration 
 
1. Please supply me with copies – digital or paper – of the items listed below. 
 
Please complete the form below for all reprographics requests, noting that: 
 

• Charges are calculated to include costs for staff time to locate and copy material. 

• It may not be possible to provide an accurate quote for the price of a postal order in 
advance. Once work is complete staff will notify you of the total cost of your order (copies, 
postage and staff time) and once payment is received your copies will be sent. 

• Cheques should be made payable to: ‘Wigan Council’. 

• This form should also be completed for users of personal cameras in the searchroom even if 
no charges are applicable, recording items photographed below. 

 
 

Description of Item 
 

Item Reference 
 

Reproduction 
Type 

 
 
 
 
 
 
 
 
 
 
 
 
 
Please continue on additional sheets if necessary. 
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2. I declare that: 

 
a. I have not previously been supplied with a copy of the same material by you or any 

other archivist or librarian. 
b. I will not use the copy except for non-commercial research or private study and will 

not supply a copy of it to any other person. 
c. FOR UNPUBLISHED MATERIAL ONLY: To the best of my knowledge the work has not 

been published before the document was deposited with Wigan Archives & Local 
Studies and the copyright owner has not prohibited copying of the work. 

d. FOR PUBLISHED MATERIAL ONLY: To the best of my knowledge no other person 
with whom I work or study has made or intends to make, at or about the same time 
as this request, a request for substantially the same material for substantially the 
same purpose. 
 

3. I declare that the copy will not be altered, transmitted electronically or displayed in any 
format (including online) and that it will not be further copied. 
 

4. I understand that if this 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 
had made the copy myself. 
 
 

Signature: __________________________ Date:  ______________ 
 
Name:  ____________________________________________ 
 
Address: ____________________________________________ 
 
Email:  ____________________________________________ 
 
 
Your can find details of how Archives: Wigan & Leigh and Wigan Council will look after your 
personal data by viewing our Privacy Policy at:  
 
https://www.wigan.gov.uk/Council/DataProtection-FOI-Stats/Privacy-notices/Data-Primary-
Privacy-Notice.aspx  
 

For Staff Use Only 

Charges: 
Copies: 
Postage: 
Duration of job: 
Staff time: 
Total cost: 

 Date: 
Completed: 
Invoice sent: 
Payment Received: 
Copies 
posted/collected: 
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