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Sample Flow Chart 

Do you have permission 
or a license from the 
owner to copy this?  

Is this work 
in the 
public 
domain? 

No 

Yes
You may copy. 
 

Yes
You may copy. 
 

No 

Don’t copy. 

No 

Does this copying 
fit under fair use or 
another statutory 
exemption? 

Yes
You may copy, 
within the 
limitations granted. 

 
Butler, R.P. (2004). Copyright for teachers and librarians. New York: Neal-Schuman. 
 



Sample Permission Letter Contents 
 

• Your name and address; 
• Date; 
• Name and address of copyright owner/creator or publisher; 
• Request for permission to copy work; 
• Work title, copyright date, publisher, place of publication, distributor, other 

information imperative to the specific work under consideration; 
• How the work under consideration will be used; 
• # of times the work under consideration will be used; 
• Date by which permission is needed; 
• If the wrong person has been contacted, request for name of the correct person; 
• Inclusion of SASE; 
• Thank you; 
• Signature of Requestor; 
• Place for owner/creator/publisher to sign and date that permission has been 

granted.   
 

 
 

Selected Copyright URLs 
 

Permission Letters and Information 
• http://www.landmark-project.com/permission1.php 
• http://www.copyright.iupui.edu/pgeneral.htm 
• http://www.proteacher.com 

 
Clearinghouses/Music 

• www.ascap.com 
• http://bmi.com/home.asp 
• http://www.riaa.com 
• http://sesac.com 

 
Clearinghouse/Videos/Motion Pictures 

• http://www.mplc.com 
 
Clearinghouse/Theatrical Performances 

• http://www.mtishows.com/licensing.asp 
 
U.S. Copyright Office 

• http://www.loc.gov/copyright/circs/circ22.html#searching 
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Selected Copyright Sources 
 
Association for Information Media and Equipment 

www.aime.org
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