
Form 9
Sample letter requesting

reprint permission

Your Address
Date __________________

Business’ Address

Dear __________________________:

We are interested in obtaining permission to reproduce the following:

In the event that the material is still under copyright protection, please inform us of the
proper procedure necessary in seeking permission to reproduce.

We are an educational institution. The materials would not be distributed indiscriminately
nor sold.

Your permission or direction toward obtaining permission will be appreciated.

Sincerely,

(Your name)
(Your position)
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