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GENERAL SUBMISSION GUIDELINES 

Permissions 
 

General Copyright Policy 
 Pro-Ed Inc. permissions are approved case by case, and on a first come-first served basis. Requests must be 
submitted in writing (mail, fax, or email). Current edition requests only please. We reserve the right to change any and all 
permission policies from year to year as we see fit. We take into account the intellectual content that is being sought and 
adapted (or reprinted) and from which components the content is taken from. Based on this information, and the type of 
research/project being conducted, a fee may be charged for the permission to adapt/reprint that specific content. Fees are 
imposed on a case by case basis, are non refundable, and also subject to change from year to year. Pro-Ed Inc. does not 
apply any discounts for copyright permission fees. Pro-Ed Inc. requires payment for your request prior to granting 
permission and releasing any materials. A confirmation letter will be sent to you upon receipt of payment. All fees are due 
prior to the release of any material or granting of permission and are not refundable. Should Pro-Ed Inc. in its sole 
discretion, determine the use of our material by you, the client, is contrary to the original intent as we understood it in your 
letter requesting permission, we reserve the right to demand that you cease and desist in your use of Pro-Ed Inc.’s 
material and remove it from the marketplace. Copyright permission requests take a considerable amount of time to 
complete (possibly weeks). Since permissions are considered contracts, the PRO-ED, Inc. legal department may oversee 
submitted requests. PRO-ED, Inc. sincerely appreciates your patience during the copyright permission process. 
 
Electronic Requests 
 If this is an electronic request, please fill out an ‘Electronic Copyright Permission Request’ in addition to this 
form. Any video or electronic media format requires an electronic permission request. (For example: PowerPoint 
presentation, DVD, CD, software of any kind, online publication, audio or video replication/adaptation, overhead 
transparency, PDA, etc.) 
 
Permission requests must include the following: 
 

1. Complete title (and/or acronym), including the edition of the product (ISBN if applicable) 
 
2. Specific intellectual content being sought (i.e. item numbers, subtest titles, tables, figures, page numbers, 

pictures, photographs, etc.)  
 

3. Requester’s complete contact information (including title, institution name (if applicable), address, phone, fax, 
and email) 

 
Inclusion of the following is required: 
 

4. Statement of purpose (and/or research abstract).  Please include a detailed description of purpose. 
 
5.     Please indicate time/length of usage and/or research date(s).  ________________________ 
 
6.   Please indicate intent of use:  

 
____Commercial Use (book, curriculum, a product for sale, etc.) 
 
____Diagnostic or On-Going Evaluations 
 
____Course Packet (professors displaying or using Pro-Ed Inc. materials in their courses) 

 
____Research for publication in academic journals 
 
____Research for Master's Thesis or Dissertation 

                                 
 ____Research under a Grant or Clinical Research  Grantor Name:   __________________________________ 
 
 ____Research for Hire     Company Name: __________________________________ 
   
 ____Pharmaceutical Research   Company Name: __________________________________ 
 
 ____Other (Please explain)__________________________________________ 

 
7.    Total number of test administrations including test/re-test (if applicable)________ 
 
8. For requests to reprint in another publication, the following must also be included: 

 
a. Book (or journal article) title 
b. Author(s) 
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c. Publishing company 
d. Print run 
e. Estimated cost 

 
9.  For requests to reprint in a course packet and/or for classroom use, the following must also be included: 

 
a. Course title 
b. Session and/or Semester  
c. Instructor 
d. School/Institution 
e. Number of students and/or copies 

 
Permission requests (and questions) may be submitted to Ms. Joanne Valdespino: 
 
Mail:  Joanne Valdespino  Fax:  512/302-9128 
  Permissions Editor 
  PRO-ED Inc.   Email:  jvaldespino@proedinc.com 
  Test Development 
  8700 Shoal Creek Blvd. 
  Austin, TX 78757-6897 


