UNIVERSITY OF WISCONSIN--STOUT

Determine if you need permission to use copyrighted material by following the Fair Use Guidelines (http://wwwcopyright.gov/title17/92chap1. html#107).  Be aware that media owned by the UW-Stout University Library requires permission for any online use.   If unsure, ask for permission.
Request for Permission to Use Copyrighted Material 

Include these elements in your letter, e-mail, fax, call to the copyright holder. Be clear, concise and thorough.
(Date)

(Your return address – always use official letterhead for written correspondence)

(Copyright holder/permissions department name and address)

Re:  (Request permission to use [Name of work] )

Dear (Personal Name; Permissions Staff; Sir or Madam)
I am (an instructional staff/a faculty) member in the (name of your department) at the University of Wisconsin-Stout.  I am currently (describe your project).  In developing my (name of project/course), I have found the (name of copyrighted work).  I believe this work would add depth to the understanding of (name of topic/idea) for my students.  I believe that you hold the copyright to this work; therefore, I am seeking your permission to use the following material from (name of the copyrighted work) in (name of your project).
(List all source information – see Step 3)
(Describe how the material will be used in your course – see Step 4)  
The need to use this material begins _______________ and ends_____​​​​​​​___________ .
If you are not the copyright holder on this material, would you please provide me with any information you can give me regarding the proper copyright holder, including current address(es). Otherwise, your permission confirms that you hold the right to grant the permission requested here. 
Your consent to my request would be greatly appreciated. If you need additional information, please do not hesitate to contact me. Proper acknowledgement of title, author, copyright owner, and copyright date will be given.  Would you kindly indicate your permission below and return this request?  Please make a copy for your records.

Sincerely, 
(Signature)
Return completed form to:___________________________________________________________

University of Wisconsin-Stout       Building Address:​​​​​​​​​​​​​​​​_____________________________     Menomonie, WI 54751

E-mail address: ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_______________________________________________________________________

Phone Number: ​​​​​​​​​​​​​​​​​​​__________________________  Fax Number: _________________________________

-  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  
Permission is granted to: __________________________________________________________
at the University of Wisconsin-Stout
to use: ____________________________________________________________________________________________
By: _______________________________________________ [Signature of copyright holder or representative]
Name: _____________________________________________ [Please Print] 

Title: ______________________________________________ Date: _______​​​​​​_____________________ 
Steps to Request Permission to Use Copyrighted Material
Determine if you need permission to use copyrighted material by following the Fair Use Guidelines (http://www. copyright.gov/title17/92chap1.html#107).   A checklist worksheet is available at http://www.lib.umn.edu/copyright/FU-checklist.pdf.   Be aware that media owned by the UW-Stout University Library requires permission for any online use.   If unsure, ask for permission.
Step 1

Start the process of securing permission long before the date you need to use the information. Some publishers take months to respond to permission requests, call them if the need is urgent. 
Emphasize both written and verbally that this is for “educational use” and no funds are available. When appropriate, ensure the copyright holder that an online course web site is “password protected”.
 If calling, record who, when, what, and end result of communication. Be clear, concise and thorough. Follow-up by summarizing the conversation with an e-mail or FAX and keep copies of all correspondence.
Ask if there are License Agreements available.

Step 2
Look for the publisher's contact information on the web, particularly the "Permissions Department."   Some publishers will send a Copyright permission form to fill out or provide a URL to download one. 

Step 3
List materials for which permission is sought, use as much detail as possible, including but not limited to:
· Type of Media

· Title, author/producer/editor, edition/volume/issue number, copyright date.
· Exact material to be used, including location on a VHS tape/CD/DVD, page numbers, chapters, etc .
· Form of distribution (ex: classroom, newsletter, online through D2L, courseware).
· Number of students involved.
Step 4
Include specific detail concerning how you will use the material. Examples include but are not limited to:

· making a digital reproduction of the work(s), and to retain the digital reproduction. 

· displaying digital reproductions of the work(s) via the Internet. 

· displaying digital reproductions of the work(s) via a Course Management System, restricted to University of Wisconsin-Stout students, staff, and faculty members. 

· distributing single copies of the digitized work to students for the purpose of educational and research purposes.

· incorporating work(s) in a music video for research and comment. 

· using all or portions of the digital reproductions of the work(s) for website design related to the work(s).
· making a course pack distributed to students at no charge to the student.
Step 5

Give the author and publisher credit in your final educational use of the materials whenever possible, even if you don't need written permission to use the materials. 

Step 6

Retain the signed permission letter in your files. 

* Be aware that most uses or the conversion of non-print media (CD/DVD/VHS tapes/music) require prior permission to use even portions of the material. 






