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Copyright Permission Request and Approval Form

Use this form to request permission from ARMA International, for the non-exclusive right to use website content or other
materials from ARMA International-published books, Information Management magazine and its predecessors, Information
Management Journal, and Records Management Quarterly. Submit the form to Candace Daniels, publications
coordinator, for ARMA International, at candace.daniels@armaintl.org. Please allow two weeks for ARMA
International to process your request.

1. Name of the organization (“Requestor”):

2. Contact information:

Name

Address

City State ZIP
E-mail Address Phone No.

3. What specific material do you want to use? (Provide the source and include URLs if from the ARMA website)

4. What is the purpose for its use? (e.qg., training, marketing)

5. Is the use for a commercial or non-commercial purpose?
(e.g., will people pay for the training or the material in which the ARMA material will be included?)

6. In what type of vehicle will it be reproduced?
(e.q., newsletter, marketing brochure, posting on a secure intranet, seminar handout)

7. What percentage of the final product will the ARMA material constitute?
(e.g., two paragraphs in an 8-page newsletter, entire chapter in a book)

8. How will it be distributed?
(e.g., mailed to customers, e-mailed to internal staff, posted to external website, handed out at seminar)
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9. If posted to a website, will it be password protected?

10. To how many people will it be distributed/how many people will have access?

Requestor to Use the Following Attribution Language Approved by ARMA International:

Terms and Conditions of Agreement

Requestor agrees that if permission is granted, all of the following terms and conditions shall apply:

1.

o s

Permission granted shall extend only to the reprinting/reproducing of the material indicated on this permission
form, in the specific edition of the work as described, and permission shall not extend to use in any special,
abridged, reprinted or revised edition of the work.

No changes shall be made, additions to or deletions from the reprinted/reproduced material.

The most current edition of the reprinted/reproduced material(s) shall be maintained and published by requestor
with the appropriate effective dates listed.

Permission shall terminate two (2) years after this Copyright Permission is granted.

A fee may be charged, at the sole discretion of ARMA International, and an invoice (if any) detailing the anticipated
fee will be provided and paid in advance of permission being granted.

Requestor agrees to indemnify and hold harmless ARMA International for any loss or damage, including
reasonable attorney fees, ARMA International may incur, directly or indirectly, by reason of Requestor's use and/or
reprinting of materials identified above.

Acknowledgement

| agree to the terms and conditions of Copyright Permission as stated above and understand that | may not use website
content or other published materials owned by ARMA International without written confirmation from ARMA International
that Copyright Permission has been granted.

Requestor

Name (please print):

Title:

Signature: Date:

E-mail Address: Phone No.:

Approved by (ARMA in-house use only):

ARMA International Representative and Title Date

Fee required No fee
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