Richmond Villa
120 Kent Street, Sydney NSW 2000
W: www.sag.org.au E: info@sag.org.au
T: 02 9247 3953
ABN: 45 029 698 871 ACN 000 049 678

Digitisation on demand
Digital copies of archival materials can also be requested through the catalogue online. There are
charges for processing/scanning materials and SAG members receive a discount for this service.
See below for the steps to visit and request copies from our collection.
Step 1: Search the catalogue
Search Archive Catalogue
Start by searching the archive catalogue by clicking on the above button.
You do not need to log in to the catalogue to search, however, members who log in first will see
greater detail in search results, such as lists of item references.
Start with a broad search using a key word, such as a surname or a place name. Then you can
refine your search, if necessary.
Use an Advanced Search to refine your search. For example, if you were looking for a photograph
you could specify Series 5 or 6; or specify the classification of photographs.
For a video walk-through of how to perform a basic search in the archive catalogue please click
on this link.
For a video walk-through of how to do an advanced search in archive catalogue please click on
this link.
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Step 2: Book an appointment to view an item or items
When you find an item in the catalogue that you wish to look at, click on the ‘Request View or
Copy’ tab, then click on the ‘Appointment to View’ button and choose a date and time you wish
to visit the Villa to view the item. You must do this for each item you wish to view. Appointments
are generally available on Wednesdays and Thursdays but other days may be possible on request.
Appointments are free for members; non-members pay a $20 a day research fee.
Step 3: Order a DIGITAL copy of an item or items
When you find an item in the catalogue that you would like to have digitised, click on the
‘Request View or Copy’ tab, then click on the ‘Order a copy’ button. We will send you a quote and
after payment your copies will generally be provided via a Dropbox link.
Anyone can visit the archive or request materials to be digitised, but non-members pay a
surcharge.
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