March 2013

SAMPLE LETTER FOR PERMISSION TO USE COPYRIGHTED WORKS
[Letterhead]

[Date]

[Name and address of copyright owner or agent - copyright notices will normally tell you who has the authority to provide permission]
Dear [title, name]:
I am a [your position: student, graduate student, post-doc, faculty, researcher, scientist] at Lehman College and I am seeking permission to showcase examples of classroom work that pertains to [describe the type of work] at a conference presentation to be held at Lehman College on Friday May 3, 2013. 
The work will be used in the following manner and portions of my presentation may be recorded and exhibited on a College associated web page: [Explain the intended use, including who will be using the material and how it will be accessed].
Please indicate your approval of this request by signing the letter where indicated.  Your signing of this letter will also confirm that you own the copyright to the above-described material.

Very truly yours,
[Your name, title, and signature]

[Contact information]
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