Sample permissions letter and sample copyright permissions form

If your publication contains any intellectual property--artwork, tables, figures, photographs, quotations--that is not your own, you must obtain the permission of the creator or the creator’s representative. Send a letter of permissions and an accompanying permissions form to the creator (or the creator’s representative) of the intellectual property you wish to use. The form is for the creator or other agent to fill out and return to you.

Adapt these samples for your use. Copy and paste them into a blank word processor document. Use the relevant information inside the brackets and delete what is not applicable. Replace the dotted lines with your own information. Single space your actual letter and form.

Sample Letter of Permissions

[Begin actual letter here]

[Date]

[Address]

Re: Copyright Permission 

Dear _ _ _ _ _ _ _ _ _ _ _ _ _ _ _:

I am writing, on behalf of the University Of Maryland, [Cooperative Extension] [Department of _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ ], to request your permission to reproduce and incorporate [original work, e.g., artwork, photograph, figure, quotation] in a [bulletin, fact sheet, other publication] titled _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ . The publication is being published by and through _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ for distribution to_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _.

The publication will be approximately _ _ _ _ _ pages in length. It will be written by a University Of Maryland [Cooperative Extension faculty member; educator]. The University intends to publish approximately _ _ _ _ _ copies of the publication and [distribute them free of charge] [sell them at a price that will allow us to recover our costs]. The publication will be included in our catalog of publications and will be available online for [downloading] [for purchase] at [fill in the URL] and at programs that [Extension] [the Department of _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ ] offers throughout the State of Maryland. We anticipate that most [purchasers] [users of the publication] will be Maryland residents who attend our programs. 

We specifically request your permission to reproduce and distribute the [original work], without charge, in the publication in both written and electronic forms for the duration of the copyright of the [original work]. We will include a statement acknowledging you as the [author, creator and/or] copyright owner of the [original work]. 

Please check the correct statements on the enclosed form and return it [by fax to (fax number)] [in the enclosed preaddressed, stamped envelope]. Thank you for your time and consideration. If you have any questions about the publication or how your [original work] would be used, do not hesitate to contact me at [phone number and/or e-mail]. 

Sincerely,

[Name of authorized UM representative]

[Title] 

Sample copyright permissions form

[Begin actual form here]
Copyright Permission

Please return completed form by [date]

________________________________________________________________

Original work

________________________________________________________________

Author, creator, etc.

________________________________________________________________

Publisher/Date of Publication

□ I do not have the authority to grant or deny permission to use the [original 


work]. Please contact: (include name, address, telephone number, and other 


contact information, if available) 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

_ I represent that I have authority to grant or deny permission to use the 


[original work] based on the following (please check one): 


□ I am the sole owner of copyright in the [original work]. 


□ I am a joint owner of copyright in the [original work].


□ I am the authorized agent of the sole owner of copyright.

□ I hereby grant the University of Maryland a nonexclusive, nontransferable, 


irrevocable right and license to reproduce and distribute the [original work] 

in electronic and paper form for the purpose described in the request for the duration of copyright of the [original work]. The license is 

□ royalty free and fully paid.


□ subject to a royalty payment of ___________________.

Please provide the following information to be used in the copyright notice that will accompany the [original work]: 

Name of copyright holder and year of copyright: 

________________________________________________________________

Name of author/creator if different from copyright owner: 

________________________________________________________________

AGREED TO:

By ______________________________________________________________

Print name

________________________________________________________________

Signature and Date

________________________________________________________________

Title and employer or affiliation (if applicable)

Address _________________________________________________________

________________________________________________________________

Telephone number ________________________________________________

Fax number ______________________________________________________

E-mail address ___________________________________________________

