
Ing  
[Date] 
 
 
Dear Sir or Madam: 
 
I would like to request permission to use the following work for the purpose(s) indicated below.  
For your convenience, I have enclosed a copy of the material I would like to use. 
 
Title: 
Author(s): 
Journal Title/Issue/Year/Pages: 
 
Proposed Use:     
 
Number of copies to be made:                 
Anticipated date of first use: 
Anticipated duration of use: 
Distribution:  [electronic reserve/hand out in class/post to Blackboard/etc] 
Type of reprint: [photocopy/digital scan/etc] 
     
If you do not hold the exclusive copyright to all parts of this material, I would appreciate any 
contact information you can give me regarding the proper rights holder(s), including current 
address(es).  By granting permission for this request, you confirm that you hold the right to grant 
said permission. 

I would greatly appreciate your consent to my request. If you require any additional information, 
please do not hesitate to contact me. I can be reached at:  

[Your contact information]  

A duplicate copy of this request has been provided for your records. If you agree with the terms 
as described above, please sign the release form below and send one copy with the self-addressed 
return envelope I have provided.  

 
Sincerely, 
 
 
 
 

-------------------------------------------------------------------------- 
 
Permission granted for the use of the material as described above: 
 
Agreed to: __________________________ Name & Title: _______________________ 
 
Company/Affiliation: __________________ Date: ______________________________ 


