



Suggested contents of a letter requesting Copyright permission:

	First paragraph
	Identify the capacity in which you are requesting permission (i.e.  as a student, or staff) Introduce why you will be requiring permission 

	Second paragraph
	Identify the material which you seek permission for

· give the title, year of publication, volume/issue, author/editor, publisher, page numbers, URL address (if online) and a description of the material (e.g. figure numbers)

	Third paragraph
	Explain what you are asking permission for:
· whether you want to make hardcopies, or electronic

· how many copies you will make

· whether you wish to place it online

· who will have access to it

· whether your intended use is non-profit, or whether you wish to sell (if so, how for how much)

· when and how long you wish to use it
Include any other relevant information (e.g. you are unable to buy enough copies locally)

	Fourth paragraph
	State that you seek a royalty-free, non-exclusive licence to use, reproduce and communicate the material for the above purposes. State that you will acknowledge their material with a full citation and provide them with an opportunity of requesting alternative referencing

	Fifth paragraph
	Ask them to sign and return confirmation of the licence if they agree. Or if they do not agree, or do not own the copyright in the material, to contact you as soon as possible 

	Your signature and contact details
	Include your full name, address, e-mail address, fax and contact number

	Attach a confirmation for signature
	I / WE HAVE THE RIGHT TO GRANT A LICENCE FOR THE USE OF THE MATERIAL AS DESCRIBED ABOVE AND HEREBY GRANT YOU SUCH LICENCE.

Signed for and on behalf of [insert Publisher / copyright holder name]: _________________________

Position: __________________________

Date: _____________________________



	Include a stamped, self-addressed envelope
	


Please contact the University’s Copyright Officer if you would like assistance with your permission request letter.

SAMPLE 1: STAFF SEEKING PERMISSION FOR TEACHING PURPOSES

[Copyright owner’s details]

[insert date]

Dear [Sir / Madam / name of Copyright holder],

Request for Permission

I am the Course Co-ordinator for the Media Studies 3 course at the University of Adelaide, Australia. Within this course, we teach students about film techniques and require students to watch a variety of films. 

I would like to include the following film (“Film”), of which you are the producer, in the course curriculum:
Film title: 

Year of production:

Required parts: 2 min13 sec  to 10 min 15 sec

I own a DVD of the Film, however the Film is currently not in stock in shops in Adelaide, and has an 8 week delivery time if ordered. I would like to make 10 copies on DVD of the required parts of the Film and make these available to the 32 students enrolled in my class until the end of Semester 2. 
I therefore seek from you a royalty-free, non-exclusive licence until 31 November 2008, to reproduce and distribute the Film in the manner described above. I will of course ensure that each copy is clearly labelled and contains a warning that the DVD is only for use by the students.  Please let me know if you require any further information to be included on the copies. At the end of the semester, I will ensure all 10 copies are erased or destroyed.
If you agree to grant the licence, please sign below and return this whole document to me by fax, e-mail or post. If you do not agree, please notify me in writing.

Yours sincerely,

[your name]

[your address]

[your e-mail address]

[your fax number]

I / WE HAVE THE RIGHT TO GRANT A LICENCE FOR THE USE OF THE MATERIAL AS DESCRIBED ABOVE AND HEREBY GRANT YOU SUCH LICENCE.

Signed for and on behalf of [insert copyright holder name]: _________________________

Position: __________________________

Date: _____________________________

SAMPLE 2: STUDENT SEEKING PERMISSION FOR MATERIAL INCLUDED IN THESIS
[Copyright owner’s details]

[insert date]

Dear [Sir / Madam / name of Copyright holder],

Request for Permission

My name is [insert own name]. I am a postgraduate student at the University of Adelaide, Australia and as a requirement of my [Masters / PhD / Professional Doctorate] degree, will be submitting a thesis entitled “[insert thesis name]” (“Thesis”).

It is a requirement of the University of Adelaide that a digital version of the final accepted thesis be submitted to the Australasian Digital Theses (ADT) Program. This digital version is stored on the University’s server but is accessible at no cost by members of the public on the World Wide Web via the ADT database. The ADT database (http://adt.caul.edu.au) is the national repository of theses in Australia and is not-for-profit. 

My thesis includes the material described below (“Material”) in which you hold copyright or in relation to which you may be authorised to grant a licence. I wish to seek from you a limited, royalty-free, non-exclusive licence, for an indefinite period of time, to reproduce, communicate and publish the Material as part of my Thesis in the method set out above. The Material will of course be fully and correctly referenced.

Description of the Material

Journal or Book Title:

Volume and issue number: 

Year of publication:

Author / Editor:

Publisher:

Page number/s: 

Description of Material: [include figure/table number / any other relevant information]

If you agree to grant the licence, please sign below and return this whole document to me by fax, e-mail or post. If you do not agree, please notify me in writing.

Yours sincerely,

[your name]

[your address]

[your e-mail address]

[your fax number]

I / WE HAVE THE RIGHT TO GRANT A LICENCE FOR THE USE OF THE MATERIAL AS DESCRIBED ABOVE AND HEREBY GRANT YOU SUCH LICENCE.

Signed for and on behalf of [insert Publisher / copyright holder name]: _________________________

Position: __________________________

Date: _____________________________

Copyright Officer, The University of Adelaide 2008
Copyright Officer, The University of Adelaide 2008


