
 

 

 

Memo 
 

To:  

From:  

Date:  

Reference: Permission Request for Use of School Material  

 

 

To process your request for permission to use material published or owned by our company, 
please do the following: 

1.  Copy the Request for Permission to use School Group Content onto your 
school/company letterhead, or provide your contact information; 

2. Attach a photocopy of the material you would like to use along with a copy of the title 
page, acknowledgement/credit page, and copyright notice for your particular request 
(in the case of technology product, videotape, CD, or CD-Rom, please photocopy the 
label and any instructional or liner notes); 

3. Complete all sections on the form pertaining to your particular request; 

4. Return form and photocopies by fax or mail to the address on the form. 

 

Please note that we cannot grant permission for any material that appears in our books with 
credit to any other source. Review the material you are requesting very carefully to make sure 
that Pearson controls the rights.  If the acknowledgements and credits in the front or back of 
the book list other companies as controlling the rights, the material is not ours.  

 

Credit for the book or selection on the acknowledgement page is often followed by the words 
“used by permission.”  Please consult your school media specialist if you need assistance in 
locating this information. If other sources are cited, permission must be obtained from the 
original sources. We can not always provide contact names for these third parties, but we 
recommend that you consult the Literary Market Place (LMP) or another publishing directory. 

 

If no additional information is required, you can expect a response within two weeks from 
receipt of the completed form letter and photocopied materials.  

 

Thank you for respecting the copyright laws and for your interest in our publications. 

 

Sincerely, 

Grace Mensah 

Assistant IP Administrator, Rights 

 

To process your request for permission to use material published or owned by our 

company, please do the following: 

1.  Copy the Request for Permission to use School Content onto your 

school/company letterhead, or provide your contact information; 

2. Attach a photocopy of the material you would like to use along with a copy of 

the title page, acknowledgement/credit page, and copyright notice for your 

particular request (in the case of technology product, videotape, CD, or CD-

Rom, please photocopy the label and any instructional or liner notes); 

3. Complete all sections on the form pertaining to your particular request; 

4. Return form and photocopies by fax, mail or email 

(Grace.mensah@pearson.com) to the address on the form. 

 

Please note that we cannot grant permission for any material that appears in our 

books with credit to any other source. Review the material you are requesting very 

carefully to make sure that Pearson controls the rights.  If the acknowledgements and 

credits in the front or back of the book list other companies as controlling the rights, 

the material is not ours.  

 

Credit for the book or selection on the acknowledgement page is often followed by the 

words “used by permission.”  Please consult your school media specialist if you need 

assistance in locating this information. If other sources are cited, permission must be 

obtained from the original sources. We can not always provide contact names for 

these third parties, but we recommend that you consult the Literary Market Place 

(LMP) or another publishing directory. 

 

If no additional information is required, you can expect a response within two weeks 

from receipt of the completed form letter and photocopied materials.  

 

Thank you for respecting the copyright laws and for your interest in our publications. 

 

Yours Sincerely, 

 
Grace Mensah 
Intellectual Property Coordinator      
Rights Management & Contracts      
Pearson       
    
221 River Street, 4th Floor        
Hoboken, NJ 07030     
Telephone:  201-236-6716     
Fax:  201-236-5625       
Email:  grace.mensah@pearson.com 
 



Request for Permission to Use School Content 
 

 Rights Management & Contracts, Pearson Education, Inc., 221 River Street, Hoboken, NJ 
07030  
Tel: 201 236 6716; Fax: 201 236 5625; Email: grace.mensah@pearson.com 

 

INFORMATION ABOUT THE SCHOOL MATERIAL YOU ARE REQUESTING:  

BOOK / PRODUCT  

TITLE(S): 
   

AUTHOR / 

ILLUSTRATOR(S): 
   

ISBN(S): 
    

PUBLISHER / IMPRINT: 

COPYRIGHT YEAR: IF REQUESTED MATERIAL APPEARS ONLINE, PROVIDE WEB ADDRESS: 

   

PAGE(S)  

REQUESTED: 

HAS THE BOOK/PRODUCT HAS SCHOOL PURCHASED  

BEEN ADOPTED?   THE BOOK/PRODUCT 

 FOR ALL STUDENTS?    
 

 

INTENDED USE (check all that apply): 

_____PHOTOCOPY         _____ PRINT         _____AUDIO         _____VIDEO         _____CD-ROM         ______INTERNET         ______CLOSED-CIRCUIT BROADCAST   

_____DISTANCE LEARNING          _____OTHER (specify):  ___________________________________________________________________________________________________  

ACCESSIBILITY: ____ BRAILLE   ____ LARGE PRINT   ____ AUDIO   ____ EFILES FOR USE WITH (specify technology platform):  __________________________________________  
           

LANGUAGE(S): 
            

TERRITORY: 

 
 

CLASSROOM USE: INTERNET / BROADCAST USE: 

       

NUMBER OF COPIES:  __________________________________________________________  

          

COURSE NAME:  ______________________________________________________________  

         

INSTRUCTOR NAME:  __________________________________________________________  

         

SEMESTER / SCHOOL YEAR:  ____________________________________________________  
 

         

  REPRINT USE (please provide detail of your publication): 
         

         

PUBLISHER:  _________________________________________________________________  

        

TITLE:  _____________________________________________________________________  

        

LIST PRICE: US $  __________________  NUMBER OF PAGES:  _______________________  

       

TERM OF USE:  _______________________________________________________________  
            

 

WHO WILL HAVE ACCESS:  _________________________________________________  

(enrolled students, on campus students, other) 
 

NUMBER OF PERSONS WHO WILL HAVE ACCESS:  ______________________________  
 

URL ADDRESS WHERE  

CONTENT WILL APPEAR:  __________________________________________________  
 

DATE OF POSTING:  From _____________________  to  _________________________  

 

WILL ACCESS BE RESTRICTED/PASSWORD PROTECTED? _________________________  
 

HOW? __________________________________________________________________  

 

WILL DOWNLOADING, PRINTING, COPYING BE RESTRICTED? _____________________  
 

HOW? __________________________________________________________________  

 

WILL THERE BE A FEE TO ACCESS? __________________________________________  
 

 

CONTACT INFORMATION FOR CLASSROOM USE:   CONTACT INFORMATION FOR OTHER USES: 

INSTRUCTOR  

NAME: 

REQUESTOR  

NAME: 

TITLE: 
              

TITLE: 

SCHOOL NAME: 
      

COMPANY NAME: 
      

SCHOOL 

ADDRESS: 
        

MAILING 

ADDRESS: 

CITY: STATE: ZIP  

  CODE:   

CITY: STATE: ZIP  

  CODE:   

E-MAIL: 
      

E-MAIL: 
      

TELEPHONE #: 
      

TELEPHONE #: 
      

FAX #: 
      

FAX #: 
      

USER NAME & ADDRESS: 

(if different from requestor) 
        

 

 

COMMENTS / ADDITIONAL INFORMATION:    

 


