Draft Letter Asking for Copyright Permission





Adapt as needed

Distributor

(insert distributor/publisher’s address)
Dear Sir or Madam:

I will be teaching my course for delivery via a secure course management system.  The University of Delaware’s UD Online program is designed for students (primarily working adults) whose work schedules, family responsibilities, or geographic locations prevent them from attending on-campus classes. UD Online students enrolled in my course will watch CD-ROMs or log onto a password protected Web classroom to view video streamed lectures.  The Web classroom is only available to those students enrolled in the course during the semester.  The distance students will complete homework and exams just as my on-campus students do.

For instructional purposes, I would like to show the copyrighted material listed on the enclosed form to my students as the course is being videotaped, and would like your written permission (as evidenced by your signature on the enclosed form) to use the material for this purpose.  It is very important to the program that both on-campus and distance students be exposed to the same subject matter.  

The University of Delaware’s UD Online courses are coordinated by the Division of Professional and Continuing Studies.  Videotaped and videostreamed courses may be used in the UD Online program for several years after they are produced.  The course CD-ROMs are destroyed when the instructor cannot support distance students or when the course is updated and re-taped. 

Please contact me at ______________________________ or Tim Danner, UD Online Program Manager (tdanner@udel.edu) if you have any questions about the UD Online program.

Sincerely,

________

Title

Enclosure

