
POLICY & PROCEDURE MANUAL 


THE SCIENCE OF SUCCESS. North Dakota State College of Science 

North Dakota State College of Science 

Copyright Guideline Policy 

Source: NDSCS President 

Applies to: All Employees 

Purpose: As an institution of higher education, the North Dakota State College of Science has both a 
legal and a moral responsibility to follow the laws of the land and to model that image to others. 
This policy is designed to give guidance to those individuals who desire to use copyrighted 
materials in their support of teaching and learning and to provide guidelines and procedures for 
doing so. 

This policy provides practical advice and procedures for classroom issues such as photocopying, 
online and distance education, and course-packs. It also covers library uses for print and electronic 
reserves, InterLibrary Loan, document delivery, and photocopying by Print Services for classroom 
and administrative use. 

Policy 

General 
Scope ofthe Policy Audience: 
All members of the college community are expected to obey the laws concerning Copyright, Patent 
Law, and updates to those laws such as the Technology, Education, and Copyright Harmonization 
Act (TEACH) and the Digital Millennium Copy Right Act (DMCA). All are expected to follow 
college procedures in regard to copyright compliance. These are self-regulated by the user. 

All uses which are not allowed by law, fair use, license, or permission are not pernlitted 
by the NDSCS community. All users must provide evidence of copyright compliance either in 
paying copyright fees or in justifying the use of "fair use" according to the provisions of the 
copyright law and subsequent modifications. Permission must be obtained by the individual 
when "fair use" cannot be justified. College departments do not monitor copying of copyright 
materials. 

GUIDELINES: 
Copyright Law Information: 
Guidelines for Photocopied Materials and Liability to the Institution and Individuals 

Highlights from the Copyright Law of 1978 
Definition: 
Copyright is a property right granted to authors, the purpose of which is to advance the 
public welfare by promoting artistic and scientific progress. 
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What is Copyright? 

Copyright is a form of protection provided by the laws of the United States to authors of 

"original works of authorship". This protection is available for both published and 

unpublished works. 


What is protected under Copyright? 
1. Literary works 
2. 	Musical works, including any accompanying words 
3. 	 Dramatic works, including any accompanying music 
4. 	Pantomimes and choreographic works 
5. Picture, graphic and sculptural works 
6. 	 Motion pictures and other audiovisual works 
7. 	 Sound recordings 
8. 	 Architectural works, including drawings, blueprints and the final structure 

The preceding categories should be viewed in the broadest sense. As examples, computer 
programs, which are actually sets of directions telling computers what to do, are registered 
as literary works. Maps are registered as pictorial, graphic and sculptural works. Video 
cassettes are categorized as pictorial, graphic and sculptural works. Video-cassettes are 
categorized as motion pictures and other audiovisual works. 

Fair Use 
The Copyright Law attempts to balance the protection of the rights of the author with the needs 
of society. 

Fair Use Exemptions 
1. 	 Criticism, comment and news reporting 
2. 	 Teaching, scholarship or research 
3. 	 The nature of the copyrighted work: 

a. 	 Materials designed primarily for educational use i.e. textbooks and periodicals for 
students are less susceptible to claim of Fair Use than a general circulation item, 
such as a popular magazine. 

b. 	 The claim for Fair Use is greater in the case of factual works than for creative, 
original or fiction works. 

c. 	 Works that are more an act of diligence or compilation rather than originality i.e. a 
catalog, index, directory, are more open to a claim of Fair Use. 

d. 	 If a work is determined to be of an entertainment nature, it is less likely to be a 
claim of Fair Use. 

4. 	The amount and substantiality (extent) of the portion used in relationship to the 
copyrighted work as a whole: 

a. 	 This is considered both in terms of quantity and quality of what was reproduced 
b. 	 In general, if the entire work was reproduced, a claim cannot be made for Fair Use 

Other Fair Use Applications: 

In general, students, to meet requirements and to demonstrate competency in a class, may 

utilize copyrighted material for the creation of a presentation or for the purpose of analysis 

and criticism. 
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Liability: 

$500 to $20,000 per infringement. If proved law broken by willful intent, statutory penalty 

may be raised to $100,000. $500 to $20,000 per infringement and/or 1-5 years imprisonment 

if found guilty of willfully infringing the law for private or commercial gain. 


Note: Court must waive statutory penalty of employee of a non-profit education institution 

library where infringer can prove they believe they were operating under Fair Use 

interpretation. Does not eliminate possibility of a civil suit. 


Further legislation related to Copyright 

• DMCA - Digital Millennium Copyright Act 

o 	 Signed into law October 28, 1998 
o 	 Some benefits for teaching and research, but also many challenges 
o 	 Certain new exceptions for the benefit of Education and Libraries 
o 	 Reduces risk for Online Service Providers 
o 	 Recommends revision of the Law for Distance Education 

• TEACH - Technology, Education and Copyright Harmonization Act 
o 	 Result of the recommendations given in DMCA 
o 	 Signed into law November 2002 
o 	 Allows cyber-classrooms to benefit from Fair Use provisions 
o 	 Sets up qualifications and exceptions for Fair Use of certain performances 

of works if no more is used than would be used in a regular classroom 
o 	 Requires an institutional policy to support distance education use 

PROCEDURES: 

The following guidelines and procedures must be followed in using the materials listed 

below: 


1. 	 Course-packs 8. Internet postings 
2. 	 Books, journals, other print a. IT policy 1901.2 HECN wide 

sources 9. Electronic databases and 
3. 	 The College Web Site periodicals 
4. 	 Course related web pages 10. Government publications 
5. 	 Video, film, sound recordings 11. Photographs and other visual 
6. 	 Computer software materials 
7. 	 Intranet postings 12. Musical scores 

Teacher and Classroom Photocopying (Fair Use) Guidelines 
You may reproduce single copies of the following: 
I. 	A chapter of a book 
2. 	 An article from a periodical or newspaper 
3. 	 A short story, short essay or short poem, whether or not from a collective work 
4. 	 A chart, graph, diagram, *cartoon or picture from a book, periodical or newspaper 
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Intent of the preceding: For scholarly research, teaching or preparation to teach a 
class. *Note: Copyright, syndicated cartoon characters are not permitted to be copied. 

You 	may reproduce mUltiple copies ofthe following: 
1. 	 A complete poem if less than 250 words and if printed on not more than two pages 
2. 	 An excerpt from a long poem, but not to exceed 250 words 
3. 	 A complete article, story or essay of less than 2,500 words or an excerpt, not more 

than 1000 words, from a larger printed work not to exceed 10% of the whole, 
whichever of the preceding is less 

4. 	 One chart, graph, diagram, *cartoon or picture per book or periodical issue 
5. 	 Special works combining prose, poetry and illustration, but limited to no more than 

10% of the total 
6. 	 All of the preceding must bear the copyright notice 

Note: Copyrighted, syndicated cartoon characters may not be reproduced. 

Limits to the Preceding: 
1. 	 Copying is made for one course only 
2. 	 One work from a single author 
3. 	 No more than three authors from a collective work 
4. 	 No more than 9 instances of such multiple copying in one class term 
5. 	 Copying shall not be used to create or replace or substitute for anthologies or 

collective works 
6. 	 Copying of "consumable" works i.e. workbooks, exercises, standardized tests, test 

booklets and answer sheets, is absolutely prohibited 
7. 	 Same item not reproduced term to term. Copyright materials used from term to term 

are not "fair use" and must have written permission for each term 
8. 	 No charge made to students beyond actual photocopying 

Note: The limitations stated above do not apply to current news periodicals, newspaper 
and current news sections of other periodicals. Multiple copies of these items may be made 
for classroom use as long as they are not reproduced from sources designed specifically 
for student use, i.e. Scholastic Magazine. 

Procedures for using Copyrighted Materials 
1. 	 Classroom Use 

a. 	 Follow copyright guidelines in selecting materials to be used: amount 
permitted, how many copies, "Fair Use", etc. 

b. 	 If materials are required and sold to students (including instructor developed 
materials), a text adoption form must be filled out and sent along with a 
copy of the publisher's permission to the bookstore 

1. 	 It is the responsibility of the individual instructor to obtain permission 
prior to copying 

11. 	 The use of the bookstore as a central source for student 
supplementary materials establishes a fair and practical method for 
distribution of educational materials 

c. 	 Once copyright permission is obtained for duplicating materials to be sold, a 
work order for Print Services can be filled out. No copying will be done 
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without the materials and a copy of the permission 
1. 	 If materials are handed out in class at no cost to the students, 

duplicating charges will be billed to the department 
11. 	 Materials sold to students in the bookstore will be sold at the cost of 

duplicating. Materials unsold at the end of the semester will be billed 
to the department 

2. 	 Photocopying 
a. 	 At unsupervised copy machines 

1. 	 All copying locations will display highly visible wammg sIgns 
reminding users of copyright law 

11. 	 Individuals are responsible for their own copymg and infractions 
thereof 

b. 	 At Print Services 
1. 	 Copying order forms include a copyright authorization section 

11. 	 Individuals must supply evidence that copyright is authorized when 
there is a question about use or fair use 

111. 	 In cases where violations occur, copying will be delayed, and 
departments will be required to justify the possible infringement in 
writing via information provided by the publisher. That is: written 
permission must be obtained before copying any copyright protected 
material that cannot be justified as "fair use" 

IV. 	 Print Services is a service center, and due to its volume and limited 
personnel, it cannot monitor all copying of copyrighted materials 

3. 	 Distance education, including the application of the TEACH Act 
a. 	 See: TEACH Act guidelines for Distance Education (Appendix) 
b. 	 See: NDSCS TEACH Act Guidelines for Courseware (Appendix) 
c. 	 See: Online Request Form Letter (Appendix) 

4. 	 Print and electronic library reserves 
a. 	 Mildred Johnson Library enables instructors to place items either owned 

by the library or by the instructor on reserve for class use over a limited 
time period 

b. 	 Any book or other hard copy owned by the Library or by the instructor may 
be put on reserve 

c. 	 Photocopies of copyrighted materials may be placed on reserve for one 
semester only unless one of the following conditions is met 

i. 	 The Library owns the item from which the copy is made 
ii. 	 A copy of the correspondence granting permission for longer is on file 

at the Library 
d. 	 Audio visual materials may be placed on reserve if the license for the material 

does not preclude such use 
e. 	 The individual placing the items on reserve is responsible for ens uri n g 

compliance with copyright law and must sign the reserve slip indicating this 
f. 	 A written document on reserve procedures is available as an appendix to this 

document 
g. 	 All photocopies placed on reserve will be stamped with a copyright stamp 

reminding the user that copyright must be respected on that item 
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5. 	 InterLibrary loan and document delivery 
a. 	 For items which are not available on this campus, the Library participates in 

several networks of libraries to share resources 
b. 	 Books and other hardcopy may be requested without copyright concerns. If 

mUltiple requests for the same item are received, the library will consider 
purchase rather than borrowing 

c. 	 Photocopies of magazine and journal articles may be requested under the 
Contu guidelines 

1. 	 Under Fair Use, up to five photocopies from a single title may be 
received by the library without paying copyright fees 

11. 	 For more than 5 copies in a year, fees must be paid 
111. 	 The library will decide if purchasing the title is a reasonable option or 

if paying copyright fees is preferable 
iv. 	 Fees may be passed on to the user 

d. 	 Copies of the InterLibrary Loan forms are available in the appendix to this 
document 

6. 	 Information Technology and computer files 
a. 	 The college follows IT policy 1901.2 HECN wide 

7. 	 College Web Site 
a. 	 All materials on the college web site are subject to review by the 

Executive Director of Marketing and Communication 
b. 	 Guidelines are included in the Standards Manual 

Procedures to obtain Copyright Permission 
The copyright owner has the right to grant permission for uses not automatically allowed 
under the Copyright Act. 

1. 	 The individual may write directly to the author or publisher/producer and request 
permission for the requested use of the material. The request must be specific and 
should include the following: 

a. 	 Your name, address, telephone number and e-mail address 
b. 	 Your name, position, and institution name (or use letterhead) 
c. 	 The title of the work to be copied, with a description and citation as 

appropriate 
d. 	 A description of how the work is to be used, by whom and for how long 
e. 	 The purpose of the use and any quantities desired for reproduction 
f. 	 A signature line for the copyright holder to sign, signifying that pem1ission 

has been granted 
2. 	 Copyright clearing houses are available to obtain permission and/or determine any 

fees or royalties for the privilege of copying or printing copyrighted materials. 
a. 	 You must allow sufficient time for the copyright holder or clearing house to 

respond to any requests 
b. 	 The same inforn1ation as in Section 1 above is required 

3. 	 Examples of form letters for photocopying or for online requests are given in the 
Appendixes. 
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Copyright Infringement and Compliance 
Compliance: 
In addition to the approved college procedure on reproduction of copyrighted 
materials or fair use of copyrighted materials, all copying locations will display 
warning signs reminding users of copyright law. Copying order forms will include a 
copyright authorization section. Individuals must supply evidence that copying is 
authorized when there is a question about use or fair use. 

Policy Management 
1. 	 Training 

a. 	 Regular trammg will be established and carried out to inform faculty and 
staff of their obligations regarding copyright use and copyright ownership. 

2. 	 Intellectual Property 
a 	 Ownership of intellectual property produced in the course of work for the 

college will be governed by the separate Intellectual Property Policy, developed 
in 2001. 

b. 	 See appendix. 
3. 	 Updates 

a. 	 This policy will be updated regularly as changes in Copyright Law, guidelines 
and other circumstances make revisions necessary. 

b. 	 It will be reviewed at least every five (5) years for currency. 

APPENDIX (LINKS) 
1. 	 Textbook Requisition and/or Deletion 
2. 	 Request to Duplicate Copyrighted Material 
3. 	 Print Services order form-Obtain from Print Services 
4. 	 Copyright Flowchart 
5. 	 TEACH Act Guidelines for Distance Education 
6. 	 TEACH Act Guidelines for courseware 
7. 	 Intellectual Property Policy-not yet available 
8. 	 Obtaining Copyright Permission 
9. 	 Form letter for Copyright Permission for Photocopying 
10. Form letter for Copyright Pem1issionfor online classes 

Where to Obtain Additional Information 
You may speak to your supervisor, call the Human Resources Office at 701-671-2903, or email 
HR at ndscs.hr@ndscs.edu. 

Approved by: 
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Exhibit A 

800 Sixth Street North 
Wahpeton, NO 58076-0002 

1-800-342-4325 
www.ndscs.edu 

THE SCIENCE OF SUCCESS. 
North Dakota State College of Science 

TEXTBOOK REQUISITION AND/OR DELETION 

Date 

COURSE NUMBER AND TITLE IN WHICH TEXT IS TO BE USED: 

1. TITLE OF TEXTBOOK: 

2. AUTHOR 

3. PUBLISHER 

4. COPYRIGHT DATE: COST: 

5. ISBN #: 

6. NUMBER OF COPIES REQUESTED: 

7. REASON FOR ACTION 

COURSE NUMBER AND TITLE IN WHICH TEXT IS TO BE DELETED: ___________ 

1. TITLE OF TEXTBOOK: 
2. AUTHOR: _______________________________ 

3. PUBLISHER: 

4. COPYRIGHT DATE: 

5. ISBN#: ________________________________ 

6. NUMBER OF COPIES REQUESTED: 

7. REASONFORACTION: __________________________ 

REQUESTED BY APPROVAL, DEPARTMENT CHAIR 

APPROV AL, DIVISION DEAN SIGNATURE, BOOKSTORE MANAGER DA TE 

NOTE: 1. Make out in triplicate. 2. Sign all copies. 3. Deliver to Bookstore by Division Director 
4. Manager signs, returns two copies, keeps one copy for Bookstore records. 

http:www.ndscs.edu
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Appendix B 

800 Sixth Street North 
Wahpeton, NO 58076-0002 

1-800-342-4325 
www.ndscs.edu 

THE SCIENCE OF SUCCESS. 
North Dakota State College of Science 

REQUEST TO DUPLICATE COPYRIGHTED MATERIAL 
To: 

Date: 

Finn: 

Address: 

From: 

North Dakota State College of Science 

Department : 


Telephone: 


Fax: 


Person Making Request : 


Title: 


We are requesting authorization to duplicate the following copyrighted material: 

Title: 


Author: 


Fax: 


Subject: 


Medium: 


Rationale: 


Number of Copies Made: 


Copy Medium: 


Anticipated Date of First Use: 


Distribution of Copies 


PRODUCER REPLY : 

Permission: Granted Denied (why) 


Details/Restrictions 


Signature: 


Title Date 


For Copy Center use: 

Initial Date I st Printed # copies 


http:www.ndscs.edu


EXIDBIT D 

COPYRIGHT 
FLOWCHART 

Choose material to be 
copied 

Derenrune~~of No 
copyrigbted If--=--<. 

material 

Yes 

Seek pennission 
from publisber 
(Exhibit B) 

Complete Copy 
>-...;..;:,::.-~ Center Order Form 

(Exhibit C) 

Bring completed 
fonn & malerial to 
Copy Center 

Bill to Department 
or Bookstore 
(See Exhibit C) 

File pennissioD 
form (Ex B) with 
Copy Center Order 
Form (Exhibit C) 

( End ) Material Copied 



Appendix E 
TEACH Act Guidelines for Distance Education 

On November 2, 2002, Congress signed into law the Technology, Education and Copyright 
Harmonization Act (TEACH Act). This amendment of the copyright code extends to distance 
education many, but not all, of the rights that educators enjoy in regard to displaying or performing 
copyrighted works in the face-to-face classroom. The law imposes a number of limits and 
conditions regarding the use of copyrighted material in distance education, both on the individual 
instructor and on the institution. Areas have been identified where institutional policies and 
procedures need to be in place to comply with the TEACH Act. 

These guidelines are for the individual faculty member to use in considering whether the work he 
or she wants to use in an online class meets the requirements of the TEACH Act. Important 
considerations include: 

1. 	Works that are sold or licensed for purposes of digital distance education must be used in 
conformance with the terms and conditions of the license. 

2. 	Only use lawfully made and acquired copies; in other words, avoid pirated works, including any 
work copied from a television broadcast. 

3. Limit use of works to an amount and duration comparable to what would be displayed or 
performed in a live physical classroom session. 

4. TEACH does not authorize the digital transmission of textbooks" course packs and the like. 
5. 	Before 'deep linking', that is, linking to pages beyond the home page of another Web site, check the 

content of the Terms and Conditions of Service and Privacy Policy ("Terms") on the home page to 
ensure that there is no commercial or legal necessity for users to refer to that page first. 

6. It is very important that the digital performance or display of a work is an integral part of a 
mediated instructional activity. The instructor should supervise the transmission of the work, 
and it should clearly be perceived as a required class assignment, not as an optional reading or 
activity. 

7. 	Access to copyrighted works should be limited to students enrolled in the course; these students 
should not be able to copy the work or to retain it past the class session. (see TEACH Act 
Guidelines for Courseware) 

8. 	The instructor must notify students that any works shown may be protected by copyright. In 
addition, the college's general policy concerning copyright should be displayed in connection 
with each course. (see TEACH Act Guidelines for Courseware) 

• 	 an integral part of the class session as determined by the instructor. 
• 	 part of a systematic mediated instructional activity. 
• 	 directly related and of material assistance to the content of the course. Permitted works 

include: 
• Performance of non-dramatic literary works. 
• Performance of non-dramatic musical works. 
• Performance of any other work, including dramatic works, in reasonable and limited 
portions. 

Part IV- Notices 
General Policy Notice 
Faculty should place the following notice prominently within each course site. 

"The materials on this course web site are only for the use of students enrolled in this course for 
purposes associated with this course and may not be retained or further disseminated." 



Appendix F 

TEACH Act Guidelines for Courseware 

Part I - Introduction 
In compliance with the November 2002 federal Technology, Education and C opyright 
Harmonization Act (H.R. 2215), the following guidelines will be applied to electronic 
materials placed within courseware maintained by North Dakota State College of 
Science (NDSCS). In general, in structors should make every effort to follow NDSCS 
campus copyright and fair use policies in their online instruction. 

Part II - Limit Access 
a. 
Authenti 
cation 
To com ply with TEACH Act exemptions, North Dakota State College of Science must 
demonstrate secure authentication technology is being used to restrict access to 
copyrighted materials placed within a course. When properly maintained, official 
NDSCS courseware packages (eCollege and eZ LMS) meet the requirements of the 
TEACH exemption. If in structors wish to use other means of content presentation, it is 
their responsibility to assure secure access to the material and to authenticate users. 

b. Current Enrollment 
Access to copyrighted materials must be limited to students currently em olled in the 
class. Instructors are encouraged to strictly maintain class rosters. Guest accounts, 
unregistered students (due to drops, end of the semester or failure to register), and 
unassigned, global access to course materials must be avoided. Access to copyrighted 
materials by students fini shing incompletes needs to be carefully monitored. 

c. Time Limits 
D isplay of copyrighted works, including audio and video, in the online classroom 
must be comparable to that found in the on-campus classroom, normally a single 
class session. Copyrighted e lectronic materials should be available for only a 
prescribed time period. 

d. Download Controls 
Reasonable measures must be tak en to prevent retention and/or dissemination of 
electronic w orks for longer than the prescribed time period, generally a single class 
session. Copyrighted e lectronic materials such as text and graphics should be made 
available in a form at limiting printing and saving controls. Copyrighted electronic 
materials such as video and audio should be streamed to avoid the downloading and 
saving of the file. 

Part III - Type of Work 

Content is limited by fair use guidelines and copyright policies . In g ene ral : 


The work must NOT be: 

• part of a work marketed specifically for distributed learning. 
• already av ailable through alternative sources in a digital format. 

- over the content limits regulated by law (see Fair Use standards) . 




Appendix H 

800 Sixth Street North 
Wahpeton, NO 58076-0002 

1-800-342-4325 
www.ndscs.edu 

THE SCIENCE OF SUCCESS. 
North Dakota State College of Science 

Obtaining Copyright Permission 

The copyright owner has the right to grant permiss ion for uses not automatically allowed under the Copyright Act. 

1. 	 An individual or an institution may write directly to the author or publisher/producer and request permission to do 
whatever is desired in relation to the copyrighted material. It is best to be very specific in terms of identifying the 
source of the material to be copied or performed, why one desires to have thi s privilege and clearly stating the purpose 
of the use and, if a reproduction, the quantities anticipated. 

2. 	 A copyright clearinghouse is available to obtain permission and/or determine a fee or royalty for the privilege of 
copying or printing copyrighted materials. 

3. 	 Other publ ic and private sources for detennining verification of copyright holder or doing copyright searches are: 

Reference and Bibliography Section 

LM-45 1 

Copyright Office, Library of Congress 

Washington, D.C. 20559 

(202) 287-6850 

(Private Fee Services) 

Copyright Council 2121 Crystal Dr., Suite 704 

Arlington, VA 22202 

Phone: (703) 52 1-1669 

Fax (703) 979-]487 


Government Liaison Services, Inc. 

3030 Claredon Boulevard 

Arlington, VA 22201 

Phone: (800) 642-6564; (703) 524-8200 

Fax (703 ) 525-8451 


Thompson & Thompson Copyright Research Group 

500 E Street, SE, Suite 970 

Washington, DC 20024-2710 

Phone: (800) 356-8630; (202) 546-8046 

Fax: (202) 546-8069 


Becker, Gary H., A Guide To Information And Resources, ] st Edition 

http:www.ndscs.edu


Exhibit I 

800 Sixth Street North 
Wahpeton, NO 58076-0002 

1-800-342-4325 
www.ndscs.edu 

THE SCIENCE OF SUCCESS. 
North Dakota State College of Science 

Form Letter for Copyright Permission 

Sample for letter requesting pemlission to copy for class purposes. 


Date 

Publisher's address 

This is to request permission to photocopy, for class purposes, material to which we believe you hold or we 
believe you hold or administer the copyright: 

Author and title: 

Specific pages to be photocopied: 

Number of copies to be made: 

Semester(s)/term(s) and year(s) of use: 

The material will be identified on the first page of each copy by author and title of the book or article; the name 
of the series or journal and its editor, if applicable; the name of the publisher; and the complete copyright notice 
as it appears in your publication. 

For your convenience, a permission form is appended below and a copy of this request is included for your 
files. If you are not the copyright holder, we will appreciate your giving us the name and address of the person 
to whom this request should be addressed. 

Sincerely yours, 

Typed name 
Department and rank 

Permission to photocopy is granted, as requested above 

Publisher 

Authorized officer 

http:www.ndscs.edu


Exhibit J 

800 Sixth Street North 
Wahpeton, NO 58076-0002 

1-800-342-4325 
www.ndscs.edu 

THE SCIENCE OF SUCCESS. 
North Dakota State College of Science 

Form Letter for Copyright Permission 

Sample for letter requesting permission to copy for online purpose. 

Date 

Publisher's address 

This is to request permission to use material in an online class, which we believe you hold or administer the 

copyright: 


Author and title: 


Specific pages or sections of a CD or DVD: 


Semester(s)/term(s) and year(s) of use: 


Number of students enrolled: 


The material will be hosted on a password protected LMS server, where only enrolled students will have access. 

Also, in the case of audio or video, a script will be applied to prevent the downloading of the files. 


For your convenience, a permission form is appended below and a copy of this request is included for your 

files. If you are not the copyright holder, we will appreciate your giving us the name and address of the person 

to whom this request should be addressed. 


Sincerely yours, 


Typed name 
Department and rank 

Permission to photocopy is granted, as requested above 

Publisher 

Authorized officer 

http:www.ndscs.edu
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