
Revised 29-Nov-11 

Order No.   
PR � GR � HBCA � 

 

ARCHIVES OF MANITOBA 
REQUEST FOR PHOTOCOPIES, MICROFILM PRINTS AND MICROFILM SCANS 

 

Date Ordered:  Date Required:  

Name:  Will pick up � Deliver by mail � 

Address:  GST exempt � PST exempt � 

Phone:  Reproductions produced for the purpose of: 

Fax:  � research or private study 

Email:  � 
publication, exhibit, and film or for any purpose other than 
research or private use 

 

NOTES: 
Processing the Order: Copy orders are easier and faster to complete when the records requested are properly identified and flagged. 
Consult the Guide to Copy Services or ask staff for assistance if you have questions. 
Time Frame: Requests are processed in queue and can take up to 10 business days to complete. Client will be contacted when order is 
ready for pick up if that is the delivery option they have selected. 
Payment: Payment can be made at the Archives of Manitoba Research Room for clients who are onsite. If you have requested the 
order to be delivered by mail an invoice will accompany your copies, unless you have made another arrangement. Cheques must be 
made payable to THE MINISTER OF FINANCE. 
Terms of Use: Please consult the Archives of Manitoba Terms of Use for information about copyright, publication use and citation 
requirements. 
 

Location Code 
including box / file / page #s 

Description (title, date, subject)  # of items or pages Type of copy 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

Type of copy:  Photocopy = PC    Microfilm Scan = MS    Microfilm Print = MP 

ONSITE CLIENTS: PLEASE HAVE STAFF VERIFY ORDER PRIOR TO LEAVING 
 

STAFF USE ONLY Completed:  
Textual � Photograph � Map/Plan � Date:  
Visit � Mail � Email � Phone � Fax � Archives �   
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