
[insert your
name and
address] 

[insert date]
[insert name and address
of copyright owner]

Dear Sir/Madam, 

RE: Request for permission to use copyright protected material
Material to be reproduced: 

Title: [insert title of work] 
URL if applicable: [insert web address of work]
Copyright owner: [insert name of copyright owner]
 

[I/We] plan to use [insert name and type of material intended to be used] found on [insert location of work] at the URL stated above for the following purpose at La Trobe University.
Intended use:
[state exactly how you are going to use the material including any adaptions or alterations to the original material, where you are wanting to place the material (i.e., in what context it is being used) and your intentions or aim of using the material]
Therefore, can [I/we], [insert name and area of LTU] be given permission from you [insert exact name of copyright owner] to use the material [insert name of material] as intended and as described above which would be [insert type of potential audience, e.g., ‘openly accessible’] for [insert type of purpose, e.g., educational, and commercial] purposes?
If permission is granted, could you please confirm any licence restrictions and specific attribution you prefer.

If [insert name of copyright owner] does not control the copyright in this item I would be grateful if you were able to advise me as to whom I might contact for this permission.
 


Thank you for giving this request your consideration. I look forward to hearing from you in the near future. Please feel free to contact me if you require further clarification.

Kind regards,
[your name and position title]
	The following information is a guide on how to use this template and should not be included in the correspondence with the copyright owner.


Permission letter considerations:
	Your Details
	In the top right corner place your name, the address which you want the permission letter to be sent and you email address.

	The date
	Underneath your details, on the left-hand side of the page. 

	The address of the copyright owner. 
	Underneath the date, place the address of the copyright owner. 

	Tell them what the letter is about.
	Title of the letter i.e., Request for permission to use material. 

	Give full details and citation of the material. 
	This should include date of creation or publication, author, publisher, copyright holder if different from the author or publisher, title of the material, if it is in a book the page numbers, if it is online the URL, volume/issue, edition etc. 

	Explain what you are asking permission for. 
	What do you want to do with the material? Communicate it online for open access worldwide public access for non-commercial use? Is it to go on LMS? Are you placing it in course materials? 

	Number of copies. 
	How many copies will you make of the material? i.e. 5 copies will appear in various student presentations OR 1 copy online with 50 students accessing OR 1 copy will appear online for world wide public access.

	Distribution
	How many people will be able to use it? Is access restricted to university staff and students, to a particular group of students, to only yourself and your supervisor or for worldwide public access of the internet or will be commercially published?

	Use
	Who will it be used by, students only, staff only, research group?

	Price
	If you are intending to sell the material, how much will you charge, and will it be for cost-recovery or for commercial gain? Remember that you have more of a chance of gaining free permission if there is no monetary gain from it. 

	Expected publication date
	When do you expect to publish or reproduce the material? When will it go online, when will you make the copy to go in your course notes or thesis?

	Target Market
	Who is your audience?

	Duration of use
	How long will you use this material? One semester, a year, ongoing, in future editions and revisions of publication etc. 

	Acknowledgement
	It is worth telling the copyright owner that you will acknowledge them with a full citation and that you will adhere to any particular attribution requirements that they have. 

	Make sure they own copyright
	You may want to ask the copyright owner to confirm if they indeed own copyright or have the authority to represent the copyright owner, BUT if they do not, it is useful to ask them if they know who does. 

	Thankyou
	Thank them for their time and for giving your request consideration. Give them the opportunity to contact you for any further information or clarification.


Information on this page adapted from University of Melbourne Copyright Office and used with permission from University of Melbourne

