Sample e-mail message announcing the Annual Copyright License to coursepack providers
Subject line: Simplify the copyright permissions process with our new license. 

Dear <name>,
(Institution Name) now holds an Annual Copyright License from Copyright Clearance Center (CCC), which enables our faculty, researchers, and other staff members to reproduce and distribute both print and digital copyrighted content.
Because our faculty and staff frequently use (Vendor Name) services, we would like to extend our license coverage to the course materials produced for (Institution Name) by your organization. By participating, you can share in the numerous benefits of the license for materials produced on our behalf. 
The license’s “check and go” permissions capability allows you to verify the rights available for a title one time and, if available, use that title on (Institution Name’s) behalf for the entire term of the license. 
For titles covered under the license, the amount of reporting data and the frequency in which you need to provide it is reduced, significantly reducing your time and cost spent obtaining copyright permissions for (Institution Name’s) coursepacks. Because the cost of the license has been absorbed by (Institution Name) your overall coursepacks production costs will also be reduced.  

To participate in the benefits of our license (Institution Name) and (Vendor Name) will need to complete a simple agreement and you will need to adhere to the practices specified in the agreement. 
Please contact me by telephone at (xxx) xxx-xxxx or by e-mail at contact@university.edu to discuss next steps. In the mean time, if you would like more information about the Annual Copyright License we have purchased from CCC please visit their website at www.copyright.com/academic.

I look forward to speaking with you.

Sincerely,

(Insert contact name and information)
