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copyright clearance request

3700 Willingdon Avenue
Burnaby, BC  V5G 3H2

instructions
1. Faculty/Staff Member completes Part A.
2. BCIT Copyright Clearance Staff obtains copyright clearances when needed, completing Part B
3. Upon completion of clearance process, Faculty/Staff Member ensures that the correct copyright standard notice  
 appears in the reproduced content. 

part a
Faculty / Staff Name School/Department Date

Course No Course Name LTC Project (if applicable)

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
¡ Audio/Visual
¡ Other

Type of Clearance

¡ Reserve-Print
¡ Reserve-Electronic
¡ WebCT

No. of Copies Needed or No. of On-line Students Time Frame

From To
According to BCIT Policy, 7506, “Reproduction and Use of Copyright Materials”, employees are responsible for compliance with the 
Canadian Copyright Act and contractual and license agreements, including the Access Copyright agreement. BCIT users who wish 
to reproduce published works and materials must assume that copyright protection exists. The Access Copyright license agreement 
grants permission to use copyright material within specified limits in printed format only.

Material on the Internet is not currently covered by the Access Copyright license agreement; if a website does not provide information 
about permissible reproduction, permission will be requested from all relevant copyright owners prior to use. For more information 
about copyright compliance at BCIT, see bcit.ca/library/facultystaff/copyright.shtml.

Is any material in this document subject to copyright by another party? ¡ Yes ¡ No

I verify that the bibliographic citation is accurate and request that copyright clearance be obtained, or I have attached a record to show 
that I have received permission directly from the copyright holder.
Name Signature (required)  Date

part B
BCIT Clearance Staff Responsible (name) Department

¡ Library ¡ BCITimaging
¡ Bookstore ¡ Other

Date

part c
permission request history
Royalty Cost (if any) Permission Document Received

¡ Yes ¡ No ¡ Digitized and placed in Copyright database

¡ standard notice to place in Webct 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.”

¡ standard 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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