SAMPLE COPYRIGHT CLEARANCE LETTERS

When previously copyrighted material is to be reprinted or modified for use in an APTA standard, the working group should avoid any possible copyright infringement. The working group shall obtain clear, written permission from the copyright holder as early as possible in the process, but in no event later than submittal of the document for approval as a standard.

The following pages provide sample letters for requesting permission to reprint material from a previously copyrighted publication, as well as to modify copyrighted material. In each case, the first letter is to be completed by the working group chair or designated contact. This is the letter of request for permission to use the identified material. The second letter, which is to be completed by the copyright holder, grants the working group permission to use the material as requested. These permissions shall be obtained in writing on letterhead of the copyright holder. 

These letters are only samples. The text of these letters may be altered to meet the needs of the working group and the intended use of the material. 

Copies of any correspondence regarding copyrights shall be sent to:

Director – Technical Services
American Public Transportation Association
1666 K Street, N.W.
Washington, D.C. 20006 USA
FAX (+1 202 494 4335)

NOTE-If the working group is planning to use a previously copyrighted document in its entirety or as a base document in a proposed APTA standard, these sample letters may not be sufficient. It may be necessary for the Standards Department staff to negotiate a license agreement with the copyright owner, so it is advisable that the staff be notified as early in the process as possible. 

	
	_________________________

APTA Working Group Chair

	
	_________________________

Name of APTA Working Group

	
	_________________________

Street Address

	
	_________________________

City     State     Zip

	
	_________________________

Date

	
	

	_________________________

Copyright Holder
	

	_________________________

Street Address
	

	_________________________

City     State     Zip
	

	
	

	
	


	Dear _________________________
	


The _________________________ working group of the ____________________ Committee of The American Public Transportation Association is in the process of developing the standard document listed below:


_______________________________________________________________________


Project Number               Project Title

_______________________________________________________________________

We have reviewed your document entitled _________________________ and would like permission to reproduce the text (figure/table) that appears in (indicate section/chapter/number) for inclusion in our document.

_______________________________________________________________________

Title, Author(s), Year of Publication

_______________________________________________________________________

Page Number, Reference Number to Clauses, or Pages Used (Be very specific here.)

The APTA requires worldwide rights for distribution and permission to modify and reprint in future revisions and editions in all media known or hereinafter known.  Please let us know what permissions credit line and placement you may require.  If you do not hold the copyright for this material, please inform us of this and, if possible, of the name of the actual copyright holder.

Thank you for your attention to this matter.  I look forward to hearing from you soon.

Sincerely,

_____________________________________

APTA Working Group Chair or Representative

Cc: APTA Standards Contract Administrator

	
	_________________________

Copyright Holder

	
	_________________________

Street Address

	
	_________________________

City     State     Zip

	
	_________________________

Date

	
	

	_________________________

Name of Working Group Chair
	

	_________________________

Name of  APTA Working Group
	

	_________________________

Street Address
	

	_________________________

City     State     Zip
	

	
	

	
	


	Dear _________________________
	


I hereby grant permission to the American Public Transportation Association to reprint the material mentioned below in:


_______________________________________________________________________


APTA Project Number      APTA Project Title

_______________________________________________________________________

_______________________________________________________________________

Title, Author(s), Year of Publication, Copyright Holder

_______________________________________________________________________

Page Number, Reference Number to Clauses or Pages Used (Be very specific here.)

This permission to use this material is granted for worldwide rights and applies to all future revisions and editions in all media known or hereinafter known.

__________________________________


_________________________

Name







  Date

_____________________________________

Affiliation

Credit Line and Placement Requested:_______________________________________________

______________________________________________________________________________

	
	_________________________

APTA Working Group Chair

	
	_________________________

Name of APTA Working Group

	
	_________________________

Street Address

	
	_________________________

City     State     Zip

	
	_________________________

Date

	
	

	_________________________

Copyright Holder
	

	_________________________

Street Address
	

	_________________________

City     State     Zip
	

	
	

	
	


	Dear _________________________
	


The _________________________ working group of the ____________________ Committee of The American Public Transportation Association is in the process of developing the standard document listed below:


_______________________________________________________________________


Project Number               Project Title

We have reviewed your document entitled _________________________ and would like permission to modify the text (figure/table) that appears in (indicate section/chapter/number) for inclusion in our document.

_______________________________________________________________________

Title, Author(s), Year of Publication

_______________________________________________________________________

Page Number, Reference Number to Clauses, or Pages Used (Be very specific here.)

We request your permission to include the modified text (figure/table) in the APTA standard.  The APTA requires worldwide rights for distribution and permission to modify and reprint in future revisions and editions in all media known or hereinafter known.  Please advise if you have a particular credit line that you would like us to use.

Thank you for your attention to this matter.  I look forward to hearing from you soon.

Sincerely,

_____________________________________

APTA Working Group Chair or Representative

Cc: APTA Standards Contract Administrator

	
	_________________________

Copyright Holder

	
	_________________________

Street Address

	
	_________________________

City     State     Zip

	
	_________________________

Date

	
	

	_________________________

Name of Working Group Chair
	

	_________________________

Name of  APTA Working Group
	

	_________________________

Street Address
	

	_________________________

City     State     Zip
	

	
	

	
	


	Dear _________________________
	


I hereby grant permission to the American Public Transportation Association to modify the material as detailed below in the specified standards project:


_______________________________________________________________________


APTA Project Number      APTA Project Title

_______________________________________________________________________

_______________________________________________________________________

Title, Author(s), Year of Publication, Copyright Holder

_______________________________________________________________________

Page Number, Reference Number to Clauses or Pages Used (Be very specific here.)

This permission to use this material is granted for worldwide rights and applies to all future revisions and editions in all media known or hereinafter known.

__________________________________


_________________________

Name







  Date

_____________________________________

Affiliation

Credit Line and Placement Requested:_______________________________________________

______________________________________________________________________________
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