[Date]

[Your name]

[Your institution]
[Address]

[Your email address]

[Name of site]

[Name of site author]

[Email address of site author]
[Site URL]

Dear [site author]:

I am on the faculty at [your institution] in [your location], and have been preparing Web-based
instructional modules for use in my teaching. In the course of researching on the Web, I found
outstanding materials on your site that I would like to be able to use for my course site projects. I am
writing to request permission to use the materials for the courses listed below. I would, of course, include
full attribution with the materials, as well as include a link to your pages should you so desire. Also, if
you prefer, access to the materials can be restricted to class participants.

I seek your permission to use the following materials:

Course information Item URL Hold Grant
copyright? permission?

[Course Name] [Item description] [Item URL] Y or N Y or N

[Course Number]

[Term]

[

Number of students]

Please indicate above whether or not you hold copyright to the materials listed. If not, please supply
contact information for the copyright holder below. If you are copyright holder, please indicate above
whether or not you grant permission to use the materials. If you are granting permission, please sign
below and provide the text that should appear in the credit line.

Many thanks for your time and assistance, and for your excellent Web content.

Sincerely,

[Your name]

Permission to reproduce is granted for the purposes stated above.

The credit line should read as follows:

Signed: Date:

Address:



