{SAMPLE PERMISSION LETTER} Date:

Permissions Department
Publisher Name
Publisher Address

To Whom It May Concern:
I would like to obtain permission to make copies and place on Library Reserve the following

items to be used at Dalton State College, Dalton, GA. Access will be limited to currently
enrolled students.

Book / Journal Title / Internet Resource Book edition / Journal Issue / URL
Author’s Full Name Book Chapter / Article Title
Copyright / Publication Date ISBN (Books) / ISSN (Journals
Pages Volume

Course Information

Name and Course #

Expected Class Size Requested Semester

Used in future semesters Yes No

Number of copies to be placed on Reserve

Name and Contact Information — Course Instructor

I would appreciate any redirection to the holder of copyright for this material if you are not that
person. Copies will include notice of copyright. | have included a self-addressed envelop for
your convenience. Thank you for you timely consideration of this request.

Sincerely,

The above request is approved, subject to the conditions noted here.

Permission Granted
Permission Granted with Restrictions
Date





