Day Month Year (e.g., 19 April 2011)
Recipient Full Name (e.g. Copyright Owner’s name)
Address 1
Address 2
City Postcode
Dear Preferred Forename (e.g. Copyright Owner’s name)
Subject Line
Unitec is a tertiary education institution which offers certificates, diplomas undergraduate and post graduate degrees in professional and vocational education.

We would like to request permission to copy (Author, Title, Publisher, Date or URL details if on the internet)

The item will only be accessed by authorised Unitec staff and enrolled students, and will be used solely for educational purposes.

We would also like to ask your permission to allow multiple copying of the item, within the bounds described above, e.g. a class of students, approximately ???  in number, studying a particular course, for the duration of that course.

We hope to receive your permission as copyright holder in order to allow us to update our teaching resources.

If you agree to this request we would ask you to complete and sign the attached form and return it to me at the address given below.

I would be pleased to discuss this proposal with you further, if required.

Yours sincerely
Sender Name
Sender Position
yourname@unitec.ac.nz

Tel  +64 9 000 0000 Ext 0000 

Mob +64 (0) 20 000000
Fax +64 9 000 0000
Copyright Owner Permission Form

I, ______________________________________________________, full copyright owner of _________________________________________________________________
_______________________________________, authorise Unitec to copy parts, or all, of the above named resource for educational purposes including making multiple copies by Unitec authorised staff and Unitec-enrolled students as per the covering letter attached to this form.

Signed as copyright owner

Full name

Dated ____/____/____

