
[Insert Date]

Via email to [insert email address of appropriate party]
             and/or

[Insert Mailing Address of Recipient]







         Re:  Copyright Infringement of [insert name of faculty member]’s Copyrighted Material
Dear [insert name of recipient]:

[insert name of company] is using, without authorization, [insert identifying title of copyrighted work and include website page address where copyrighted work has been posted AND/OR attach hard copy of the unauthorized copy. Note that you must identify each and every title at the item level, to the extent you can discern it from the website. If this is lengthy, simply include the following text instead of the foregoing: the materials identified on Exhibit A hereto. Then list your items and the website location on Exhibit A at the end of this letter.] (“Copyrighted Work”).  You have reprinted the Copyrighted Work without my permission on your [insert website or other location of the Copyrighted Work].   I hold all copyrights [or, if singular, copyright] in the Copyrighted Work.  I have a good faith belief that your use of my material in this manner is not authorized.
You are hereby on notice that your use of the Copyrighted Work constitutes copyright infringement and a violation of my intellectual property rights.  Pursuant to the federal Copyright Act, the holder of a copyright has the exclusive right to do and to authorize any of the following: use, prepare derivative works based upon, reproduce, distribute, display and perform a copyrighted work. (See 17 U.S.C. § 106.)  Your continued use of the copyrighted material constitutes a willful violation of my rights.  An infringer of copyright is liable for damages, and may also be responsible for attorney’s fees and costs. (See 17 U.S.C. §§ 500-505.) 

I demand that you immediately cease and desist all use of the Copyrighted Work, including but not limited to deleting the Copyrighted Work in its entirety from [insert website address or other location] within ten days of the date of this letter.    
I will take all necessary steps to protect my copyrights, intellectual property, and reputation.  I reserve the right to pursue all legal remedies or claims that I may have against [insert name of company], including punitive damages, should your company continue its unauthorized and infringing use of the Copyrighted Work.

The information in this letter is accurate and I state under penalty of perjury that I am authorized to act on my own behalf as the copyright owner in these materials.
I appreciate your prompt attention and cooperation in this serious matter.  

Sincerely,









[Insert SIGNATURE]

Exhibit A

[Include itemized list of your copyrighted materials and the website address at which the materials can be found]

�Delete this page in its entirety if you have included a list of your copyrighted materials in the opening sentence of this letter. This Exhibit is only necessary if you have many materials to list and prefer to keep the body of the letter concise.






