
HARVARD FINE ARTS LIBRARY 

DIGITAL IMAGES AND SLIDES COLLECTION (DISC) 
 

Our office locations: 
Sackler Building, 485 Broadway, Room 317. 
Hours: Monday through Friday: 10 am to 12 pm and 1 to 3 pm 
Lamont Library, Room 130 (ask at circulation desk).  
Hours: Monday through Friday: 9 am to 1 pm and 2 to 5 pm 
Departmental email: faviscol@fas.harvard.edu  Phone: 617-495-3376 
 

Instructions for Fine Arts Library DISC Reproduction Services Form: 
 

1. In top box, please choose image file type JPEG or TIFF.  JPEG is suitable for classroom use and 

most web publishing. Choose TIFF only if needed for print publishing.  (The remainder of top box 

is for internal use only.) 

 

2. At this time, an Aeon account is not required. 

 

3. Fill in required fields: 

 

a. REQUEST DATE 

b. DUE DATE (Please allow 5 full business days) 

c. IMAGE TOTAL 

d. NAME 

e. EMAIL (You will be sent an email with a link to your image files) 

f. AFFILIATION 

g. BOOK TITLE 

h. AUTHOR 

i. CALL NUMBER OR ISBN 

j. YEAR, VOLUME and NUMBER (for journal orders only) 

k. LIST OF IMAGES YOU WISH TO HAVE PHOTOGRAPHED 

 

4. Please read Copyright Notice. 

 

5. Check whether you want library book returned to library stacks or to you. 

 

6. Clearly indicate which images are to be shot, including Page, Plate and/or figure numbers as 

necessary. List in bottom section of request form. 

 

7. Leave order sheet inside book and give to library staff. Outside of our regular Sackler hours, 

books with completed order sheets may be left in our bin at the History of Art reception area on 

Sackler 3rd floor. If doing so, please email Chris Hyde or Bill Connor to let us know. 

 

mailto:faviscol@fas.harvard.edu


8. Your completed image files will be emailed to you. Please download files promptly after receipt. 

We will contact you about pick up of your materials, unless you have indicated they are library 

books to be returned to the stacks. 

 

Questions? 
Please contact Chris Hyde at christopher_hyde@harvard.edu  or Bill Connor at 

wsconnor@fas.harvard.edu 
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