SAMPLE LETTER REQUESTING PERMISSION TO 
USE COPYRIGHTED MATERIALS

FOR SUPPORTING RESOURCES

Contractor's Letterhead

Addressee (publisher of the material or author of unpublished work) 

I am writing to request permission to reprint the following material from your publication: 

(Author, title, date of publication) 

(Pages on which material appears and other identifying information such as title and 

number of figure or table ) 

This material is to appear as originally published (or with the changes or deletions as noted on 

the reverse side of this letter) in the following work, which the Water Research Foundation (formerly AwwaRF), a nonprofit drinking water organization, plans to publish in (month and year) in print and electronic format. It will carry the number Figure or Table ___ in our work below. 

(Author, title, approximate length) 

I will use the standard scholarly form of acknowledgment, including author, title, publisher's name, and date, unless you specify otherwise. 

Thank you for considering this request. I am enclosing a duplicate copy of this letter for your records. 

Sincerely yours, 

The above request is approved with any conditions noted below and with the understanding that full credit will be given to the source. 

______________________________________________________________________________

Approved by






Date

