
Sample permission letter:  
Attention: Permission Department  

Date: xxxx  

 

Dear Permissions Editor:  

I am requesting permission to photocopy the following for my classroom use at Cornell 

University.  

 

This material will be used in: (ex:HIST101)  

Semester/Year: xxxx  

Number of Copies: xx  

 

I am the instructor for this class, and responsible for the adoption of all textbooks and course 

materials for this course. I would appreciate receiving your permission to use, without charge, 

the following material:  

 

Title:  

Edition or issue:  

ISBN/ISSN:  

Author:  

Article or chapter:  

Pages:  

 

Sincerely,  

xxx  

 

Be sure to let us know if you have contacted a publisher for permissions when you submit your 

course packet.  

 


