Information for VCU Faculty

Copyright Information

Sample Copyright Permission Request Letter

(Use letterhead stationary or return address with the date, fax number, telephone number) 

(Copyright owner's name)

(Copyright owner's Address)

City, State, zip code)

Dear (Copyright owner's name):

The copyrighted material cited below has been assigned by me as a reserve reading for a course during ____________semester.  I am requesting permission to copy this material for inclusion in our library course reserves collection.  Access to the material will be restricted to students of Virginia Commonwealth University and will be delivered free of charge.  A copyright  statement will be attached to each document in the reserves collection.  Proper acknowledgement of title, author, copyright owner and copyright date will be given.

Because time is of the essence, we will appreciate an early reply to our request.  Thank you in advance for your consideration and timely response.

Sincerely,

(Instructor’s signature)

(Instructor’s name typed)

______________________________________________________________________________________________

Title (book/journal, etc):__________________________________________________________

Author/Editor:___________________________________________________

Title of work, article, chapter:_______________________________________________________

Vol/Issue:____________  Date of Publication:___________  From page: ___________     to page:__________

Period item will remain on reserve:_______________________  Number of students in the class:____________

Please indicate your permission below and return this request in the enclosed self-address envelope.  An extra copy of this letter is enclosed for your records.

· Permission granted

· Permission granted with the following restrictions:____________________________________________________

· Permission granted with payment of royalties

Enter the amount:______________________

· Permission denied. (If so, is there another mean by which we can make this material available to a large number of students?) __________________________________________________________

· Not copyright owner.  Contact, instead: _________________________

Copyright owner or agent:   ____________________________________________

Signature: ____________________________________________

Date:  ________________________________________________
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