
 
[Date] 
 
[Addressee] 
 
Dear [Copyright Holder]: 
 
[This will confirm our recent telephone conversation (or e-mail)]  I am 
[position] at Wesleyan University. I would like permission to (choose 
appropriate action) 
  

o Reprint 
o Photocopy 
o Digitally reproduce 
o Record 
o Quote from 
o Incorporate into  

 Multimedia courseware 
 On-line course materials 
 A dissertation/thesis 
 A print publication 
 A Web site 
 A coursepak 
 Other 

 
the following material:  
  
[Include full citation of the work for which you are seeking permission, and the 
specific pages or segments.  You must try to eliminate all ambiguities in regard 
to what you are asking permission to copy.  It may be useful to attach a copy of 
what you want to use.] 
  
I would like to use [the material] for my [name of course, semester(s), year(s)] 
to (choose) 
  
o make a [digital, photocopied] reproduction and to retain the [digital, 

photocopied] reproduction. 
o display digital reproductions of the work via the Internet. 
o display digital reproductions of the work via the Internet, restricted to 

Wesleyan University students, staff, and faculty members 
o distribute single copies of the copied work to students [colleagues, 

librarians] for the purpose of educational and research purposes.  
(Reproduction fees may be charged according to the Library’s fee schedule.) 

[Return Address] 
 
 
Date 



o index or encode the works so that they can be retrieved by a search engine. 
o use all or portions of the digital reproductions of the work for Web site 

design related to the work. 
o have a local copy service photocopy these pages for students. 
o use in a printed book to be published by [provide details] 
o use in a film to be shown to 

 the public 
 the Wesleyan community 
 library patrons 
 or?  

o use in a sound recording to be shown to 
 the public 
 the Wesleyan community 
 library patrons 
 or?  

o [Other specific uses]  
 
Please indicate your approval of this permission by signing the letter where 
indicated below and returning it to me as soon as possible.  My fax number is 
[000.000.0000]. Your signing of this letter will also confirm that you own the 
copyright to the above requested material.  If you do not solely control 
copyright in the requested materials, I would appreciate any information you 
can provide about others to whom I should write including most recent contact 
information. Thank you very much. 
  
Sincerely, 
 
 
[name and signature] 
  
  
PERMISSION GRANTED FOR THE USE REQUESTED ABOVE: 
  

 
[Type name of addressee below signature line]                                                        
[Date] 
[If company, include name of company, and the name and title of authorized 
signatory] 
 
 


