[bookmark: Checklistforseekingpermission]Checklist for seeking permission

You will need to seek permission if you wish to include more than short quote or extract from someone else’s work in research which you are submitting for publication or publishing online. Works used with permission may only be used for the purpose for which the permission has been obtained and you must abide by any terms specified in the permissions letter.

Do not re-use material for which you have not received written permission from the copyright owner. For assistance with identifying the copyright owner, contact Ask the Library.

When seeking permission, make sure that the copyright owner knows and understands how and why you want to use their material. You can do this by including the following information in your permissions letter:

	1. Date of request;

	2. Names of all relevant parties (i.e. in works of multiple authorship, all authors must consent to your planned re-use of their work);

	3. Detailed description of the work to be used and its source making sure to state amount you want to use, page numbers, figure or table numbers, chapters. Wherever possible, include a copy of the material to be used or, if the work is available online, a weblink to the material you wish to copy;

	4. Detailed explanation of how you intend to use the work (i.e. in your thesis, journal article, book chapter, multimedia presentation);

	5. Information about any changes (adaptations) you intend to make to the work;

	6. Detailed explanation of how the work will be distributed (i.e. institutional repository, printed publication, webpage). If publishing online, you should provide the URL or website where the work will be made available; if publishing in print, you should provide as much information about the publication as you can, including publication title, expected publication date and size of print run;

	7. Explanation about how the publication will be sold (i.e. cost recovery, profit, neither);

	8. Information about yourself, including your title and affiliation (if applicable); return postal address, telephone, fax and email.





[bookmark: Sample][bookmark: Samplepermissionletter][bookmark: requests][bookmark: fees]Sample permission letter 


[Copyright owner’s details if possible]

[Date]

Dear [insert name or tile of addressee / To Whom It May Concern],


My name is [Your name] and I am completing a [Honours / Masters / PhD] thesis for [Unit Name] at the University of South Australia. I am seeking permission to include the following material:

[description / reference of material copied e.g. give diagram / figure numbers / detailed to description of image, page numbers, journal volume and issues details etc.]

in my thesis which will be made available online through the University of South Australia’s institutional repository, UniSA Research Outputs Repository (https://library.unisa.edu.au/go/ror).

The UniSA Research Outputs Repository aims to capture and preserve the University’s research and intellectual output. Students are required to deposit their thesis in the repository as a condition of completion. Theses are made open access and will be available to members of the public as well as University staff and students.
Full and correct acknowledgment of authorship and source will be provided with the material or as requested by you.

If you are willing to grant permission for me to use the material in the manner described above, please sign in the space provided below and provide details of any special conditions under which you grant this permission, as well as any particular form of acknowledgement which you require.

By signing this letter, you confirm that you own [or your company owns] the copyright to the material above described.  If you or your company do not own the copyright, I would be grateful if you could provide details of whom I might contact for this permission.

Please return the completed letter to me, at the address indicated, at your earliest convenience, (retaining a copy for your reference).  Thank you for your consideration of this request. Should you require further clarification or additional information to assist you in processing this request, please do not hesitate to contact me at the address provided below.


PERMISSION GRANTED FOR THE USE REQUESTED ABOVE:

Conditions, if any, under which this permission is granted:

_______________________________________________________

Form of acknowledgement:

_______________________________________________________


_____________________________           _____________________
              Signature                                                       Date


Yours faithfully,
[signature and official address e.g.] 
[Your name, title and postal or email address for correspondence] 
Last updated 11th April 2022.

