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June 20, 2012
[Recipient’s name]
[Recipient’s title]
[Recipient’s company or university name]
[Recipient’s Street address]
[Recipient’s city, state, and zip code]
Dear [Recipient’s honorific and name]:
I am currently enrolled in the Grand Valley State University (GVSU), [Full program title] Program, and I am writing a Master’s [Project or Thesis] for the completion of my Master’s Degree in Education. My [project or thesis] is entitled “[Title].” May I receive permission to include in the appendixes of my Master’s [Project or Thesis] [a copy or copies] of the following [item or items]?
[Author and full citation of work
Description or title of chart, picture, list, letter, survey, etc. you wish to include in the appendixes. (Attach a copy of the piece to be reproduced.)]
Your signature at the bottom portion of this letter confirms your ownership of the above item. The inclusion of your copyrighted material will not restrict your re-publication of the material in any other form. Please advise if you wish a specific copyright notice to be included on each page. My [project or thesis] may be cataloged in the GVSU library and will be available to other students and colleges for circulation.

Sincerely,
[Your name]
[Your street address]
[Your city, state and zip code]
Phone: [Your phone number]
Fax: [Your fax number]
[Your e-mail address]

PERMISSION IS GRANTED to [Recipient’s name] to include the requested material(s) in their GVSU Master’s of Education [Project or Thesis].
Name: 	
Address: 	
Date: 	
Use the following permission signature format if a publishing house or other organization owns the copyright.
Name of Company/Organization:	
Permission granted by:	
Title:	
Date:	
