SAMPLE Permission Letter for Reserves

This is a sample letter, outlining the pertinent information you should include in your own letter.
Dear (Insert name here)
In conjunction with a course I am teaching at California State University, Northridge, I would like to place the following material(s) on (reserve, electronic reserve, media reserve, etc.) at the Oviatt Library: 

(Full citation and source)
This request is for (enter semester, year, duration of reserves) and for the following course:
(Full course information, including department name, course number, and number of students)
(Please include the following for electronic reserves requests:)

For your information, California State University, Northridge’s electronic reserves are stored on a secure server, and require two separate verifications before use; users must prove they are currently enrolled students, and are enrolled in the specific course to which the electronic reserve is attached.
If you do not control the copyright on the above-referenced material, I would appreciate any information you can give me regarding the rights holder(s).
I would greatly appreciate your consent to my request. If you require any additional information, please do not hesitate to contact me. I can be reached at:
(Your contact information)
A duplicate copy of this request has been provided for your records. If you agree with the terms as described above, please sign the release form below and send one copy with the self-addressed return envelope I have provided.
Alternately, please email me the permission at (insert your email address here) or fax me at (insert your fax number here).
Sincerely, 
(Your name)

_________________________________________


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

Agreed to: ______________________________________________ 

Name & Title: ____________________________________________ 

Company/Affiliation: ______________________________________ 

Date: __________________________________________________
