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MICROFILM DRAWING ORDER FORM
Please use this form to order copies of drawings held on microfilm aperture cards. If you’re not sure if the drawings you require are on microfilm, please contact us using the details on this form. For prices, standards and further information, please see overleaf.

Please allow up to 6 weeks for your order.
	FOR OFFICE USE ONLY

	Order Number
	Received
	Scanned
	Printers
	Payment
	Invoiced
	Despatched

	
	
	
	
	
	
	

	Please complete this form clearly in BLOCK CAPITALS

	Delivery Address:

	Title:
	
	Name:
	

	Address:
	

	
	Postcode:
	

	Email: 
	

	Mobile Phone:
	

	Daytime Phone:
	

	Billing Details (if different):

	Title:
	
	Name:
	

	Address:
	

	
	Postcode:
	

	Email: 
	

	Mobile Phone:
	

	Daytime Phone:
	

	Delivery Options:

	Please send my digital scans via:      
	 FORMCHECKBOX 
 Download
	 FORMCHECKBOX 
 CD
	 FORMCHECKBOX 
 Both download & CD

	Please send my prints:
	 FORMCHECKBOX 
 Folded in an envelope
	 FORMCHECKBOX 
 Rolled in a poster tube

	Payment Options:

	I would like to pay via:
	 FORMCHECKBOX 
 Credit/Debit Card
	 FORMCHECKBOX 
 Invoice, PO: ___________

	I require a VAT receipt:
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	Copyright Declaration: (To be completed by the person receiving the order)
Important: if you plan to publish or display any of the drawings in this order, or you are using them for commercial research (e.g. building a model for later sale) you must notify us before placing this order.

	COPYRIGHT DECLARATION

I declare that I will not use the copies requested by me as listed except for private study and research for non-commercial purposes. I will not supply copies in any media to any other person. I will not publish or reproduce copies in any way (including electronic use) unless I obtain prior permission from the copyright holder. I understand that if this declaration is false the copies concerned will be an infringement of copyright and that I shall be personally liable for this infringement. I also understand that under the terms of the Data Protection Act I am personally liable for the use of any personal data contained within the copies taken.

Signed_________________________________________________________________ Date________________________________


Please list requested items on the next sheet
PLEASE LIST YOUR ORDER CLEARLY WITH AS MUCH DETAIL AS POSSIBLE
	Collection (e.g. OPC, BR Standard)
	Catalogue reference
	Description
	Digital or print size
	Price

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	
	
	
	
	


	
	
	
	
	

	
	
	
	
	


	
	
	
	
	


	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	SUB-TOTAL
	£


	POSTAGE
	£

	
	TOTAL
	£


Learn about events, conferences and new archive collections by signing up to the Search Engine Email Newsletter, just tick here:  FORMCHECKBOX 

PRICES
	Digital Scan
	A3 Print
	A2 Print
	A1 Print
	A0 Print

	£7.50
	£9.00
	£15.00
	£18.00
	£21.00 


*All prices are per aperture card. Some drawings are split between more than one card; please check in the catalogue.
OFFER: Add a digital scan to any size of print for just £3.00 
BULK ORDER DISCOUNT: Apply a 10% discount to any order sub-total of more than £300
POSTAGE OPTIONS & PRICES
	
	Digital Download
	CD or Folded Prints
	Poster Tube

	UK Addresses
	No Charge
	£3.00
	£9.00

	Overseas (Airmail)
	No Charge
	£6.00
	£15.00


· Digital downloads will be sent via a file transfer service. You will be emailed a link which will be active for 7 days. You will typically receive this email 2-5 days sooner than scans sent via CD.

· Prints sent folded will be sent in an A4 size envelope unless opting for a poster tube.

· Prints and CDs are sent via Royal Mail first class (UK) or Airmail for overseas addresses. If you require any additional postal service including special delivery or insurance please contact us for a quote.
SERVICE STANDARDS  
· Orders sent remotely are supplied against the reference number indicated on the order form. The best way to avoid errors is to make an appointment to visit Search Engine to examine the drawings in person.  
· Microfilm aperture cards are supplied in TIFF format. Every effort is made to ensure that the scan is legible but the quality of reproduction is dependent upon the quality of the microfilm. In general copies produced from the original drawing (where available) are of a higher standard.
· Prints can only be supplied at the standard paper sizes above. Where possible these will include the scale-marker placed next to the drawing when it was microfilmed. However, for peace of mind we recommend obtaining digital scans and printing your drawings locally. Requests to reprint drawings may incur additional charges.
· Copies of drawings are normally despatched within 4-6 weeks from receipt of your order. Please allow extra time if your order includes prints size A2 and above.
· Orders will not be processed unless the copyright declaration is completed and payment has been received.
PAYMENT INFORMATION
· To pay by credit or debit card please complete the form on the next page. Cards are only accepted with numbers beginning with a 4 or 5. Do not include card details in orders sent via email. If sending your order via email please call us to provide these using the details below. Your payment will be taken after your request has been received and condition checked and you will be notified if any additional charges are required before processing.
· If opting to pay via invoice please include any purchase order number/reference in the space on the form if necessary. Your invoice will be issued once your requested items have been retrieved and condition checked. Invoices must be paid within 30 days of sending and can be paid by cheque, card or bank transfer. Please do not send card details or cheques with your order, payment instructions are included on the invoice. If this is your first request for an invoice please allow extra time for your order so you can be setup on our system. If you have paid by invoice before, please notify us if your billing details have changed.

Orders by post should be addressed to: 
Search Engine Copying Services 
National Railway Museum

Leeman Road

YORK

YO26 4XJ 

Orders and enquiries by email should be sent to: copy.service@railwaymuseum.org.uk 
To provide card details or enquire about an order by phone: 01904 686235 (Wed-Sat 10am-5pm).
***IMPORTANT***

DO NOT COMPLETE THE SECTION BELOW IF YOU ARE RETURNING YOUR ORDER VIA EMAIL
The section below must only be completed for orders returned by post or in person.
For orders sent via email please call 01904 686235 Wednesday to Saturday 10am to 5pm to provide payment information.

The Science Museum Group cannot be held liable for any loss or damages resulting from fraud/identity theft where credit or debit card information has been sent via email or in any email attachment.
-----------------------------------------------------------------destroyed after processing--------------------------------------------------------
	Payment by Credit Card for Orders by Post 

Please note: we can only accept credit/debit cards with card numbers that begin with a 4 or a 5.


Please debit my:
Visa / Access / Mastercard  (Please delete as appropriate). 

Number:

Expiry Date:

Last 3 digits of security code:

        Name on Card (IN CAPITALS):
 _______________________________


Signature:


Date:  _______________
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