Sample Copyright Permission Request Letter

The following is a sample letter for seeking permission to use copyrighted material in a thesis or dissertation.  This letter is offered as a starting place for drafting a letter suitable to your needs.  The University Libraries offers this material as a service and makes no representation or warranty about the suitability of this draft for individual purposes.  Users should consult an attorney for advice concerning their specific situation.





Adapted under a Creative Commons BY-NC license from the Copyright Advisory Office of Columbia University, Kenneth D. Crews, director.


[Insert: Today’s Date and Your Address and Contact Information] 

Name and Address of Addressee 

Dear ______________________________: 

I am requesting permission to reprint [a portion of] the following work: 

[Add here full citation information about the work, including author, title, publisher, date of publication, exact pages you are requesting, and any other identifying information.] 

This request is for permission to include the above content as part of the following project that I am preparing: 

[Add here full citation information about the project that you are preparing, including the name of the publisher and likely date of publication; also add a brief description of the subject or nature of the work.] 

[bookmark: _GoBack]I believe that you/your company, __________, are/is currently the holder of the copyright, because the original work states that copyright is held in your name/the name of the publisher, and my research indicates that ________________ [additional reason you think this person/company owns the copyright]. If you do not currently hold the rights, please provide me with any information that can help me contact the proper rights holder. Otherwise, your permission confirms that you hold the right to grant this permission. 

This request is for a non-exclusive, irrevocable, and royalty-free permission, and it is not intended to interfere with other uses of the same work by you. The permission requested extends to the prospective publication of this thesis/dissertation by the Grand Valley State University Libraries, which will make this work available to the public through its online institutional repository, ScholarWorks@GVSU. I would be pleased to include a full citation to your work and other acknowledgement as you might request. 

I would greatly appreciate your permission. If you require any additional information, do not hesitate to contact me at the address and number above. 

A duplicate copy of this request has been provided for your records. If you agree with the terms as described above, please sign the letter where indicated below and return one copy in the enclosed return envelope. 

Sincerely, 
________________ 

Permission is hereby granted: 

Signature: ___________________________ 
Name & Title: _______________________ 
Company/Affiliation: ______________________________ 
Date: __________________
