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	Course Name:
      Course Number:
      Course Section(s): 
Quarter / Start Date: 
      Expected Enrollment per section:
      Max Enrollment per section:
CHOSE ONLY ONE
Printed Pack:  ☐   
Digital Pack:  ☐
	Number of Instructor Copies:_____________
Bill Instructor Copy to Department? :Yes☐ No☐
        Department Name: ______________
        Budget Number: _ _ - _ - _ _ _ _ _ _
We cannot bill your Instructor Copy to your Department without a budget number
Re-using Previous Pack? Yes☐ No☐
Reused from 
Quarter:  F☐     W☐     SP☐     SM☐ 
Year:____________

	Instructor Name: _________________
E-mail: ___________________
Phone: ___________________
Delivery: ☐  Location:___________
Pick up ☐

	Single sided print ☐ | Double sided print ☐
Cover Color:__________ 
Standard Bind ☐ (book staple, 3 hole (Only available for course packs under 98 pages): 
Special Bindery Request Coil: ☒
Other:_________________________


E-mail completed form to: copyright@seattleu.edu
Office of Copyright Compliance
P: 206.296.2308 - PAVL 020A
Document Submission
Submit originals for scanning to the Reprographic front desk. 
E-mail all available electronic documents to copyright@seattleu.edu to save on scanning costs.
Fair Use
For non-profit, educational use, you are generally allowed to use a short selection of a book or article as part of a course reader without the need to pay copyright fees. However, subsequent use of that material requires permission and the payment of any applicable fees.
[bookmark: _GoBack]Clearance Process
If selections do not qualify as fair use or public domain we will attempt obtain permissions. It can often take 6-8 weeks for copyright holders to respond to our inquiries. If usage permission is denied or the copyright holder cannot be located, an item will not be included in the coursepack. Once complete, we will then send you a price list including the final retail pack price. Upon your approval, we will then produce the pack and remit payment to copyright holders. Course packs are sold directly to students at SuperCopy unless other arrangements are made. 
Cost Estimate
Permission fees generally range from $0.10 to $0.25 per page or more, per copy, not including printing or production. 
Selection Size
Please note that rights holders generally only grant between 10-25% of a book to be used in a course reader with fee. You may be required to purchase the book instead. 

Re-Using Packs
Digital copies of previously published course packs are kept on file. If you are reusing a previous pack and do not wish to make any changes, you still need to fill out the request form.  To insure accuracy of your request. 
Library and Web-based Materials
Materials found on the Web or through Seattle University library online databases should not be included in course readers. Please provide your students with a link to that material.
Requested Material:

Required Information
The following information is required to obtain copyright permission from rights holders. Please fill in as much information as is possible for your selections. 

Note on Anthologies
Publishers of anthologies do not usually own the material they are reproducing. Anthologies are generally collections of work published elsewhere and usually include a note about the original copyright holder. Please also provide that information or we will be unable to obtain permission.

Order
Place selections in the order you would like them to appear in your reader.

1) Chapter/Article Title: 
Book/Journal Name: 
Chapter/Article Author(s), Editor(s): 
Publication Date: 
ISBN/ISSN: 
Pages Requested (This Format: x-xiv, 1-10): 
Publisher:
Copyright Holder:
Used Previously (Quarter/ Year): 
2) Chapter/Article Title: 
Book/Journal Name: 
Chapter/Article Author(s), Editor(s): 
Publication Date: 
ISBN/ISSN: 
Pages Requested (This Format: x-xiv, 1-10): 
Publisher:
Copyright Holder: 
Used Previously (Quarter/ Year): 
3) Chapter/Article Title: 
Book/Journal Name: 
Chapter/Article Author(s), Editor(s): 
Publication Date: 
ISBN/ISSN: 
Pages Requested (This Format: x-xiv, 1-10): 
Publisher:
Copyright Holder:
Used Previously (Quarter/ Year): 
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