Sample Permission Letter 
for material in OA work with option for print
Dear [name of person or Sir or Madam]:

I am writing to request your permission, as copyright owner, to create and distribute digital copies of the following materials {complete appropriate fields}

Author or Artist:

Book Title:

Journal Title: 





Vol.: 

Issue: 

Year:

Page numbers:

Figure or table number(s):

Image title:

or material located at: [url].

This material will appear in a digital scholarly work titled [name of work] to be published open access by [name of press]. There will be no charge for readers to access this work.  [name of press] may also make the work available for purchase in other formats, and include my work in an institutional repository for preservation, accessibility, and/or research.  
The requested permission extends in perpetuity and to any future revisions and editions of my work, in all languages and territories and in all media now known or hereafter developed.  These rights will in no way restrict republication of the material in any other form by you or by others authorized by you. If you want to be acknowledged as the source of the material, please provide your preferred form of acknowledgement below:

If you do not control the copyright on the above listed material, I would appreciate any contact information you can provide regarding the proper rights holder(s), including current address(es). Otherwise, your signature below confirms that you hold the rights to grant the permission requested here. 

If you require any additional information, please do not hesitate to contact me. Thank you very much.

Sincerely,

[Your signature, name and contact information]

Approved: _________________________________
Date:__________________




(signature)

Instructions for permission letters:

1. This sample permissions letter is freely available for copying and redistribution under Creative Commons license CC0 1.0.  All rights in this letter have been intentionally waived to facilitate adoption and re-use.  Therefore, this letter can be modified and used without original attribution.  https://creativecommons.org/publicdomain/zero/1.0/ 
2. This sample permissions letter was created for email. If you plan to mail a letter by post, be sure to include your return address, telephone and fax numbers, and date at the top of the letter.

3. You will need to remove the instructions {in italics and curly brackets}.
4. Describe the material as precisely as possible, using the appropriate labels included in the letter and deleting the rest. If necessary or appropriate, attach a copy of the images or figures.
5. A blank indicates a place where you need to fill in information before sending the permissions email.

6. It is worth the effort to confirm the exact name and address of the addressee. 

7. Describe precisely the proposed use of the copyrighted material. Your objective is to eliminate any ambiguity and to be sure the permission encompasses the full scope of your needs.  If you have questions, consult with your publisher prior to sending the permissions letter to the copyright holder.
8. Retain a copy of the signed permission letter in your files in case a question comes up in the future regarding your use of the copyrighted work.  Your publisher may also request the original or a copy of the permission letter for their records.
