Part A: ALTERNATI VE FORVAT REQUEST FORM (RETAIN ONE COPY FOR THE

I NSTI TUTI ON AND RETURN THE ORI G NAL TO THE PUBLI SHER)

REQUEST FOR FI LES FOR CREATI NG ALTERNATE FORVMAT | NSTRUCTI ONAL MATERI ALS

Publ i sher: CHARLES C THOVAS, PUBLI SHER, LTD.

Files are provided to create alternate fornats for a student who has a verified
disability that prevents himher fromusing standard instructional nmaterials.

Files are only provided to the institution’s Disabilities Service Coordinator or
other official responsible for providing materials to disabled students (such as

t he ADA Conpliance Oficer), not directly to the student.

W are conmitted to respond as quickly as possible; our goal is to supply files
in less than 15 business days if there are no unusual circunstances. Please
supply the following information. Fields marked with an asterisk (*) are

required.

Section 1. Product |nformation
*| SBN:

* Aut hor :

*Title:

*Edi ti on:



*Copyright Year:

__Student has purchased the textbook.

Section 2. Not all titles will be available in Alternate Format; the ones that

are will be copied to a disk in PDF and mailed to the school).

Section 3. Student’s School Information (if different from DSS of fi ce address).
*Nane of Coll ege/ University:

*Institution:

* Addr ess:

* Addr ess:

*City:

*Stat e/ Country:

*Zi p/ Post al Code:

Section 4. DSS O fice or Gther School Oficial
*First Nane:

*Last Nane:

*Institution:

*Depart ment :

* Addr ess:

* Addr ess:

*City:

*Stat e/ Country:

*Zi p/ Post al Code:



*Phone:
Fax Number:
*E- mai |
*I nstructor’s Nane:
*Cour se Nane:

*Senest er :

Section 5. Verification and Agreenent

| /we, the undersigned, request an electronic file of the above Title and verify
and agree that:

1. The requesting institution or qualified student has purchased the above naned
work (the “Title”).

2. The student is registered to take or attend the above course requiring the
use of the Title.

3. The student has a qualified disability that prevents him or her from using
the Title inits current fornat.

4. The request is made or supported by the Coordinator of Services for Students
with Disabilities or other official responsible for providing materials to
di sabl ed students (such as the ADA Conpliance O ficer).

5. The Title is required or essential for the student’s successful conpletion of
the course.

6. The student will use the electronic file in specialized format solely for his
or her own educational purposes.

7. If the school pernits a student to directly use the electronic file, the file

shal |l be copy-protected or the school shall take other reasonable precautions to



ensure that the student does not copy or distribute the electronic file itself
or another alternate format of the Title. The student and the school wll not
use or further distribute or copy the electronic files for the Title for any
ot her purpose.

8. In using the electronic files provided by the publisher, the disabled
student, the College Disabled Student Services Ofice, or other canmpus official,
wi || abide by the Copyright Law of the United States of Anmerica, as anmended (17
US.C Sec 101 et seq.) and the applicable code of conduct and policy of the
requestor’s school .

9. The student and the institution have only the right to use the electronic
files for the purposes set forth in this request.

10. | certify that the student with a disability has signed the Student
Agreement on the Use of Recorded, Electronic or Oher Aternatively Fornatted

Course Materials and the signed Agreenment will be kept on file at the coll ege.

Attested by:

By

Aut hori zed Signature

Title:



Part B: Agreenent by Student (TO BE RETAINED BY THE I NSTI TUTI ON ONLY) *

Agreenent on the Use of Recorded, Electronic or Oher

Alternatively Formatted Course Materials

« | agree that | amenrolled for the semester and the particular course(s) for

which | amrequesting alternatively fornmatted instructional naterials.

e | have provided the designated institution with appropriate docunentation of
the disability that prevents me from using standard instructional material. |

understand that this documentation will be kept on file at the coll ege.

| have purchased the required course materials.

« | agree that | wll not copy or reproduce alternatively formatted
instructional materials nor allow anyone else to do so pursuant to the
requi renents of the copyright revision act of 1976 as amended (17 U.S. C. 8101 et
seq.).

e« | will not share alternatively formatted naterials with any other party.

« If and when | 1) re-sell ny copy of the standard materials, or 2) drop the
course, | will return the alternatively formatted instructional materials to the

DSS of fice.



e | understand that any violation of this agreenent may be considered a
violation of the college’s Student Code of Conduct and may result in penalties
i ncludi ng suspension and expulsion. Violations nmay also constitute a violation
of federal and/or state laws and nay result in civil proceedi ngs and paynent of
fines or other moneys to the copyright holder. Furthermore, if | violate this
agreenent the publisher may not be required to provide electronic formats of any

other instructional materials to the college for ne to use.

Before receipt of materials, this agreenment shall be signed by the student and
the designated college official and kept on file each semester in which the

student requests alternatively formatted naterial s.

I have read and understand the policies and procedures outlined above and agree

to conply with them

Si gnature of Student Dat e

Signature of Coll ege Representative

Read to Student prior to signing by

Si gnature

* Parts A and B should be retained in the institution's files.



