



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
	If they are willing to grant permission ask them to agree to the following confirmation of the licence. 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: _____________________________




*Physical signature is not required, e.g. email signature with response agreeing to grant the licence is sufficient for a non-exclusive licence.  

SAMPLE 1: PERMISSION TO INCLUDE THIRD PARTY MATERIAL IN A 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 deposited to the University’s institutional repository, Adelaide Research & Scholarship. This digital version will be made available worldwide for anyone to access at no cost.  
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 are willing to grant the licence, please agree to the statement below in your reply. If you do not agree or are not the copyright owner of the material I would appreciate if you could let me know as soon as possible.

Yours sincerely,

[your name & details]

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: _____________________________

SAMPLE 2: PERMISSION TO INCLUDE PREVISOULY PUBLISHED MATERIAL IN A 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 deposited to the University’s institutional repository, Adelaide Research & Scholarship. This digital version will be made available worldwide for anyone to access at no cost.  

My thesis includes the material described below (“Material”) which I have previously published and in which you hold the copyright. 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 first publication will of course be acknowledged with the Material being 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 are willing to grant the licence, please agree to the statement below in your reply. If you do not agree or are not the copyright owner of the material I would appreciate if you could let me know as soon as possible.

Yours sincerely,

[your name & details]

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: _____________________________
TIPS FOR REQUESTING PERMISSION:

Creative Commons

· A Creative Commons licence allows you to use material in certain ways without requesting permission from the copyright owner. 

· They are typically applied to articles published in open access journals but there are also millions of images, videos and other material with a Creative Commons licence.  

· Check if the material you are using has been released under a Creative Commons licence before requesting permission.

Rightslink and publisher processes 

· Rightslink is an automated permissions request service operated by the Copyright Clearance Center which many of the major scholarly publishers use.

· Permission to include material in theses are often granted for free. 

· If the material is available online (e.g. journal article or ebook) check to see if there is a permissions or rights request link from the page, this will often open in Rightslink.

· Or you can go direct to the Copyright Clearance Center and search for the material by title or ISBN/ISSN.   

· If the publisher does not use Rightslink check their website to see if they have a permissions process to follow.

· Many publishers have information about requesting permission and may have a form which is required to the completed and/or a specific email address to use for permission requests. 

· Ensure that you follow the terms of any granted licence.  

Publication agreements & publisher policies

· If you are wanting to include material which you created and have previously published or co-published you should refer to your publication agreement. 

· If you don’t have a copy of the publication agreement refer to the publisher’s policy on the reuse of works (may be called a sharing policy, open access policy etc.). 

· Sherpa/Romeo is a useful search tool for determining if you can deposit material in a repository. 

· If you don’t have the publication agreement and can’t find the publisher’s policy then ask them what their policy is or request permission. 
Help and resources 

· More information available on the University of Adelaide Copyright website.

· Information sheets available on the Australian Copyright Council website. 

· Any questions please contact the Copyright & Open Access Coordinator, Anne Hawkins

· Email: copyright@adelaide.edu.au 

· Phone: 8313 3706

Sample permission letters 

The University of Adelaide 2019 (updated from 2008 version prepared by the Copyright Officer)

Sample permission letters 

The University of Adelaide 2019 (updated from 2008 version prepared by the Copyright Officer)


