
[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.] (“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.  

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.  
I appreciate your prompt attention and cooperation in this serious matter.  

Sincerely,









[Insert SIGNATURE]

