Sample #1:

DRAFT LETTER TO PUBLISHER
Dear Publisher:

The copyrighted material cited on the attached form(s) has been assigned by a Pacific
Lutheran University faculty member as reserve reading for one or more courses during
the current academic year. We are requesting permission to place the cited material in
the Reserve Room in print format and in the Electronic Reserve System in digital image
format. Online access is restricted. A password is required for students, faculty, and
staff of Pacific Lutheran University to access the online reserves free of charge. Material
can only be accessed by searching for a particular course or professor and is not
accessible by author or title.

Because time is of the essence, we would appreciate an early reply to our request.
Thank you for helping us provide fast and efficient service to our students and faculty.

Sincerely,

Sample #2: Click on next page } button on the Tool Bar above,




PACIFIC LUTHERAN UNIVERSITY

Tacoma, Washington 98447-0013

To Whom It May Concern:

I would like permission to duplicate the following materials for continued instructional use in a
non-profit educational institution. This material will not be sold or used for any purpose other
than instructional use. The materials will be used for library reserves reading and distributed

to the students without charge. A self-addressed, stamped envelope is enclosed for your
convenience.

Title:

Author:

Publisher:

Year:

Pages to be duplicated:
Number of copies:

Type of reprint:

Sincerely,

Department:

PRODUCER REPLY:

Permission granted denied

Conditions, if any:

Producer/Publisher:

Signature: Date:




