[Delete] NOTE:  This letter may be adapted to suit your specific request or use.  Requests should be made in writing, either by letter or email.

[bookmark: _GoBack][Date] 
[Address]

[Salutation]
Re: Request for Copyright Permission for Educational Use
I am contacting you as a representative of the [Department/College] at the University of Saskatchewan, to request permission for
EITHER “the ongoing non-exclusive right to provide copies of the following material to students enrolled in [name of program and/or course]:”
OR “the non-exclusive right to provide copies of the following material to students enrolled in [name of program and/or course] in [year OR term(s), e.g., the 2018-19 academic year, Winter 2019 term]:”
[Title of work] 
[Author] 
[Publication date] [Publisher] 
[ISSN/ISBN] 
[If applicable: Online source, URL]

This material may be provided in print or digital format to approximately [insert number] students per academic term.  The material is for the students’ educational use to advance their understanding in their chosen field of study.
A statement acknowledging your copyright ownership and grant of permission will appear with the selected material.  If you prefer that statement appear in a specific manner/format, please let me know.
If you are not the copyright owner or this work, or cannot act with the authority of the owner to grant copyright permission in the manner requested, please let me know. 
Thank you for your time and consideration.  If you have any questions, or require additional information, please contact me at [insert contact information].  
Sincerely,
[Name]
[Title]


Template letter adapted with permission from the University of Regina Copyright Office.
