SALT LAKE REQUEST FOR PHOTOCOPIESPRIVATE 


Salt Lake "Request for Photocopies" forms are used to request paper copies of pages from books or microfilm housed in the Salt Lake Family History Library.  There are two different types of this form.  Copies are found on pages A - 46 and A - 47.  Use the form that corresponds with the type of item to be copied.  Copies of pages from books and film may be ordered if the page numbers are known, or copies of pages from an index may be ordered.

· DO NOT SEND TO SALT LAKE FOR COPIES OF PAGES FROM THE AIS OR IGI MICROFICHE AS THEY CAN BE COPIED HERE.  

· CENSUS MICROFILMS SHOULD BE VIEWED AND COPIED HERE OR AT FEDERAL RECORDS CENTER AT LAGUNA NIGUEL OR PRINTED OUT FROM COMPUTER IMAGES.

PROCEDURE:


1. Be sure the patron is using the correct form for the type of record requested.  The uses of the two types of this form are described below.


2. Check the form for accuracy and completeness. Be sure our Family History Center name and number are stamped in the proper space.


3. Give the form back to the patron for him to send to Salt Lake. The address is on the top of the form.  The cost $2.00 per page (exposure) with a minimum charge of   $4.00

TO GET A COPY OF A SOURCE RECORD OF AN IGI ENTRY:


First determine what type of source the IGI entry comes from by checking the batch number

in the red notebook labeled "IGI."  

FOR THE SOURCE OF AN IGI ENTRY THAT IS PATRON SUBMITTED:
   To obtain a copy of the sheet submitted by the patron:

   1. Help the patron find the batch number from the I.G.I. entry in the Batch Number Index or from the computer entry.  The number listed in the column labeled "input source" on the Batch Number Index is the microfilm number of the film that includes the sheet submitted.

   2. Enter the film number from the column titled "input source" on the form titled "Request for Photocopies--I.G.I. and Sources." (For example of this form see A - 46.

  FOR THE SOURCE OF AN IGI ENTRY THAT IS FROM EXTRACTION:
 
Due to the heavy load of copy orders, Salt Lake staff has requested that if a patron wants a copy of the original source from an I.G.I. entry originating from extraction, he order the film of the source record from Salt Lake, locate the page and copy it at our center.  


To get the film number of the source record or the alphabetical printout of the source record use the Parish and Vital Records List. 

TO GET A COPY OF A PAGE FROM A BOOK, MICROFILM OR MICROFICHE OTHER THAN AN IGI SOURCE:


Use the form titled "Request for Photocopies-Census Records, Books, Microfilm or Microfiche" A - 46


This form is used if a book is not available on film or fiche or a film is restricted from circulation to Family History Centers.


If you know the page(s) desired from a reference, enter them on the form.  Pages from an index may be ordered, for example: the page or pages that include the name Murdock.  After the index pages are received, a second form can be sent for the pages needed from the text.
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