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Securing Permission for Copyrighted Material

You are responsible for securing permission to reproduce any copyrighted figures, images, or extended 
text excerpts that you wish to include in your book. 

1.  Fill out a form for each copyright holder. The form is interactive, so you may fill it out on your 
computer (best accomplished using Adobe Acrobat Reader, a free software you can download from the 
web). Alternately, you may print the form and fill it out.

2.  Send the document to the copyright holder (via mail or email).

3.  The copyright holder should print the document and fill out the section in the gray box. They can mail 
the document back to you, or they may scan and email it.

4.  You may submit the forms to us electronically or in print. If you send us hard copies, please mail them 
to:

Jennie Goforth
Center for Engaged Learning
Elon University
2610 Campus Box
Elon, NC 27244

5.  Keep a copy for your records.

As always, please contact us if you have any questions!



From:

To:

Date:

Sincerely,

Dear

Approved by Date

I am writing or editing a book with the working title of:

The above request is approved with the understanding that the following credit line 
will be used (optional):

To be published in open access format by the Center for Engaged Learning at Elon University. The book 
will be freely accessible on their website and carry a Creative Commons Attribution-NonCommercial-
NoDerivatives 4.0 International license, meaning that anyone who shares the work must give appropriate 
credit, may not use the work for commercial purposes, and may not change the original work when 
sharing it.
I request permission to include the following material in this work, in digital format and hard copy:

If you grant permission, please print this form, complete the following section, and return it to me at your 
earliest convenience. In signing, you are representing that you are the sole owner of the rights to the 
material granted by you in this letter and that you have the authority to grant this permission.

Name

This section to be completed by the copyright holder

Signature
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