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Stoke on Trent City
Archives

City Central Library
Bethesda Street
Hanley

Stoke on Trent

ST1 3RS

Tel: 01782 238420
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Order No. :

PLEASE COMPLETE BOTH SIDES OF THIS FORM IN BLOCK CAPITALS

Name

Address

| Post Code

Daytime telephone number (in
case of queries)

Fax number

Email address

SCALE OF CHARGES AND METHOD OF PAYMENT —SELECT AN OPTION

£1.50p for first paper copy (inclusive of UK postage and packing up to 100g weight);
80p for each subsequent paper copy. UK postage over 100g weight and overseas
postage is charged at current rates. Prices are inclusive of VAT.

Copies are to be collected / posted 1% class / 2" class / airmail

If you prefer digital images at £5.00 per copy, supplied by email or server download,
visit the web pages for Staffordshire Record Office and download one of their order forms.

Search fees of £11-00 per half hour will be charged on orders where it is necessary to
undertake a search because of inaccurate or incomplete information given on the order
form or where we cannot easily and quickly identify documents for copying.

o  We will let you know the cost of the order when it is completed and will send the copies to
you when we receive your payment.

e Payments should be made in pounds sterling to “Stoke on Trent City Council” by bank draft
on a United Kingdom Bank.

e You can make an online payment by visiting the Archive Service website, selecting the link
for Stoke, then “Payments for Archive Services”, then “Online Credit/Debit Card Payments”,
then following the instructions.

Data Protection Act, 1998 - the information you have provided will be used to process
your request for photocopies and will not be passed to anyone else. This form will be kept
for 7 years after the current one to comply with copyright legislation and for audit
purposes.

COPYRIGHT DECLARATION: PLEASE READ CAREFULLY BEFORE SIGNING

Please supply me with a copy of the item(s), details of which are given overleaf.

| declare that -

I will not use any copies provided except for research for a non-commercial purpose or
private study. | will not supply or electronically transmit a copy of it to any other person. |
have not been previously supplied with a copy of the same material by Staffordshire and
Stoke on Trent Archive Service. To the best of my knowledge no item listed overleaf has
been published at any time before the records were deposited in the Staffordshire Record
Office nor has the copyright owner prohibited copying. | understand that if the declaration
is false in a material particular the copy supplied to me by you will be an infringing copy
and | shall be liable for infringement of copyright as if | had made the copy myself.

Please note that this must be the personal signature of the person making the
request. A stamped, typewritten or electronically transmitted signature or the signature of
an agent is not acceptable.

SIGNED: DATE:




ORDER NO. :

DETAILS OF ITEMS TO BE COPIED. PLEASE COMPLETE ALL SECTIONS AND WRITE CLEARLY.

PARISH OR CHAPEL Fiche/film Fiche sheet | Page no Entry no | Type of DATE Party/parties names
reference no no (e.g. 2 of | (if any) (if any) entry
e.g.F3773/1/5 | 4) (Bap/mar
/bur)
FOR STAFF USE ONLY
: i PLEASE REMEMBER TO ENTER YOUR NAME
Date received Cheque pending £ AND ADDRESS AND SIGN THE COPYRIGHT
DECLARATION OVERLEAF.
Acknowledged wks
Number of Prints Nofification sent Orders are processed strictly in order of receipt and we
cannot provide print - outs on the spot.
Cost of Prints Performance Ind’ days To avoid long processing delays, we will only accept

Postage & Packing

Payment received

Search Fee

Receipt Number

Total

Prints Despatched

requests for a maximum of 10 print-outs of entries from
parish register fiche at a time.

Staff may give an estimate of the delay in processing
your order but please note that this is not a
commitment to a specific production date.
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