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LETTER SEEKING PERMISSION TO USE COPYRIGHT MATERIAL

Notes:
1.	Replace the blue text with relevant details, and ensure that all blue text is replaced or deleted before sending.
2.	Send a signed copy of this letter, to the addressee.
3.	Also attach a blank version of the RRH Exclusive Licence to Publish.


[Place your letterhead here]

[insert date]



[insert the recipient’s name]
[insert the recipient’s title]
[insert the recipinet’s address details]

Dear [insert recipient name]

REQUEST FOR PERMISSION TO USE [INSERT DESCRIPTION OF COPYRIGHT MATERIAL]

I am writing on behalf of myself and the other authors of a manuscript entitled [name of article] (“the Article”).

In this article, we cite your previous work and would like to seek your permission to use this material in our Article, if accepted for publication by the journal Rural and Remote Health. Specifically, we wish to use the following material (“the Material”) of which you are the copyright owner:

[insert details of material sought to be used including bibliographic citation and portion of the material if applicable – type (eg photograh, quote (cite in full), art work, logos, diagrams, graphs, tables, music etc) author/composer, date of publication, title, publication, page, section and/or paragraph/s]

We propose to:

(a) Incorporate, with appropriate attribution (i.e. citing your original work), the Material into the Article we have prepared and will submit/have submitted to the journal Rural and Remote Health to consider for publication; and

(b) grant to James Cook University (through Rural and Remote Health) an exclusive licence to publish the Article, which will incorporate the Material, upon the attached Terms and Conditions (also available to be viewed at the journal’s website). (Note: James Cook University administers and publishes the journal Rural and Remote Health.)

This request is for a non-exclusive, irrevocable and royalty-free permission to use the Material in our Article (acknowledging that we will be granting an exclusive licence to publish the Article to James Cook University, who publish Rural and Remote Health).

We will provide proper attribution for your material in our Article. Unless you specify otherwise, the Material will be accompanied on publication by the following credit line:  [specify credit line, (e.g. Reprinted with permission of John Doe Publishing © or other acknowledgement including a full citation)]

If you do not own the copyright in the Material

If you do not own the copyright in all of the Material, I would appreciate any contact information you can give me regarding the proper rights holder(s). Otherwise, your permission confirms that you hold the right to grant the permission requested here. 

If you require any additional information, please contact me on [    insert your contact phone number                    ] or by email on [      insert your email address                 ].

If you agree with the terms as described above, please sign the permission form below and return a full copy of the letter to me (by email, preferably).

Yours sincerely

[your signature]


[insert your name]
[insert your position]
[insert your division/school]

cc. copyright@jcu.edu.au


Permission granted for the use of the Material as described above:

Name:………………………………………………

Title: ……………………………………………...

Company/Organisation: ………………………………………..

Signature: ………………………………………………………..

Witness Name: …………………………………………………..

Witness Signature: ………………………………………………

Date: ………………………………………………………………
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