
DEPARTMENT OF COMMUNICATION
UNIVERSITY OF HAWAII AT MANOA

This is a suggested format for a permission request. You
are free to modify it to suit your project's particular needs.

TYPICAL REQUEST

Dear Sirs:

I am currently producing a computer-based multimedia presentation with a working
title of [TITLE].  My publisher is [PUBLISHER], [PUBLISHERÕS ADDRESS].  The
anticipated completion date of the work is [MONTH / YEAR].  It will be used for
[USE].

This letter is to request your permission to incorporate into this work a brief passage
from: [TITLE], [AUTHOR], [EDITION], [ISBN], [PAGE].

the text/picture I wish to reproduce is: [TEXT / PICTURE].

Please process this request at your earliest convenience and use this letter or your
own form to return your approval by mail or fax to: [YOUR NAME / ADDRESS /
FAX].

The undersigned, having full authority, hereby grants permission to [YOUR NAME]
to copy and reproduce the referenced text for use in the work cited above.

TYPICAL TERMS
(from a large publishing company)

1) To give full credit in every copy printed, on the copyright page or as a footnote on the page on
which the quotation begins, or if in a magazine or a newspaper, on the first page of each
quotation covered by the permission, exactly as:  ÒReprinted with the permission of
[PUBLISHER] from [TITLE] by [AUTHOR]. Copyright [YEAR] by [PUBLISHER].Ó

2) To pay on publication of the work, or within 24 months of the date of granting the permission,
whichever is earlier, a fee of : $________.

3) To forward one copy of the work and payment on publication to the Permissions Department of
[PUBLISHER].

4) To make no deletions from, additions to, or changes in the text [or picture], without the written
approval of [PUBLISHER].

5) That the permission hereby granted applies only to the edition of the work specified in this
agreement.

6) That permission granted herein is nonexclusive and not transferable.
7) That this permission applies, unless otherwise stated, solely to publication of the above-cited

work in the English language in the United States, its territories and dependencies and
throughout the world. For translation rights, apply to the international rights department of
[PUBLISHER].

8) That unless the work is published within two years from the date of the applicantÕs signature
(unless extended by written permission of [PUBLISHER]) or if published, it remains out of print
for a period of six months, this permission shall automatically terminate.

9) This permission does not extend to any copyrighted material from other sources that may be
incorporated in the books [or multimedia title] in question, nor to nay illustrations or charts, nor
to poetry, unless otherwise specified.

10) That the work containing our selection may be reproduced in Braille, large type, and sound
recordings provided no change is made to the visually handicapped.

11) That unless the agreement is signed and returned within six months from the date of issue, the
permission shall automatically terminate.


