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copyright permission  

check request
3700 Willingdon Avenue

Burnaby, BC  V5G 3H2

We will determine whether the work you wish to copy is covered by a BCIT licence agreement. Normally we will get back to you 
within 3 to 5 days. For some requests, additional time is needed to conduct a thorough search of permissions.

PART A – To be filled out by requestor
Faculty / Staff Name School/Department Date

Phone Email

Course No Course Name LTC Project (if applicable)

Have you checked the Access Copyright Lookup Tool (bcit.ca/library/copyright)            ¡ Yes     ¡ No

Bibliographic Citation (Include author, title, date, publisher, place of publication, ISBN, page numbers and/or 
description of digital content. Attach list if more space needed)

Format

¡ Print
¡ Digital
¡ �Media (DVD, 

etc.)
¡ Other

Type of Clearance

¡ Reserve-Print
¡ Reserve-Electronic
¡ Desire2Learn

No. of Copies Needed or No. of Students Time Frame

From To

How will the copied material be used? (i.e. handout; coursepack, posted to D2L; sent via email to students; other)

Additional Comments

PART B – Office Use Only

Copyright permitted               ¡ Yes	 ¡ No

Name Signature (required) Request Number

Department

¡ Library	 ¡ BCIT Imaging	 ¡ Bookstore	 ¡ Other

Date

Additional Comments

¡	S tandard Notice to place in Desire2Learn Library Reserve articles, Library inter-library loan articles, retailed course packs, and 
distributed course packs when reproducing under the Access Copyright License Agreement:

“Copyright (name of publisher, and copyright author(s), date of publication). This material has been copied under license from Access 
Copyright. Resale or further copying of this material is strictly prohibited.”

¡	S tandard notice to be placed on works reproduced with copyright holder’s permission:

“Copyright (name of publisher, and copyright author(s), date of publication). This material has been copied with permission of the 
copyright holder. Resale or further copying of this material is strictly prohibited.”
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