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Copyright is the law of authorship. Under copyright owners controls the reproduction, distribution,  performance and display of their works. They also control the production of derivative works such as translations.  A wide range of works can be copyrighted: literary, musical, dramatic, choreographic, pictorial, sculptural works, motion pictures, sound recordings and computer code.  
Creating Works

Copyright in a work begins when expression is in a fixed medium.   You do not need to register your copyright, though there are some benefits if you do.   Current copyrights would run from the life of the author + 70 years.   
Using Works

Most material that you use for new works will be copyrighted.  Exceptions are government publications and works published before 1923.  The law provides for some unauthorized use of copyrighted materials under “fair use” and other parts of the copyright law.  If your use does not qualify for fair use you can ask for permission.  

Fair Use 
To make a fair use case for using copyright materials you need to consider four factors: purpose and character of use, the nature of the work, amount and substantiality and the effect on the market. 

Purpose and Character of Use – commercial/non-profit, educational, personal/group, restricted/open 
access and transformative/copying.

Nature of the Work – fiction/non-fiction, academic/entertainment, consumptive (tests) 
published/unpublished

Amount and Substantiality – amount, heart of the work

Effect on the Market – available for purchasing or license, replace a sale, one time/ongoing use

All of the factors need to be considered when making a fair use analysis.   In general educational uses are favored.    Local/private uses are generally ok – for copyright purposes you can use almost anything in a paper or a class project.   The standards change when material is published or becomes openly accessible on the web.  
Avoiding Problems
Quoting copyrighted  text in a new  work is ok as long as you use a small part of the work.  Many times, however, when you use charts, images or media you need to use the entire work and consequently the fair use argument is harder to make.    Placing entire or substantial portions of works on the open web also would be another factor against fair use  – you should  get permission from the copyright owner or make the work UW-accessible only.   
Permissions

To obtain permission to use a copyrighted work in excess of fair use you need to identify the owner of the copyright, contact them and get written permission.   Many times the authors have signed over their  copyright to the publisher so start by looking for contact information in the publication –  you can also go on the web to check for contact information.  The letter should state who you are, describe the work to be used and what the intended  use is.   There is a general permissions letter on the next page.
Help

Contact the Libraries Copyright Officer:  Thomas Deardorff, tdeardor@uw.edu, (206) 685-1469.

Permission Letter
Dear Mr./Ms. ____________,
I am a student at the University of Washington working on [project description]. In my research, I have found the following work:

[Include full citation and additional description. Note exactly which portion of the work you plan to use.]

I believe that you hold the copyright to this work.  I would like your permission to use the work in the following manner:

[Describe planned use in detail. E.g., use in a project that will be web-accessible from the University of Washington’s institutional repository]
If you do not control the copyright on all of the above mentioned material, I would appreciate any contact information you can give me regarding the proper rights holder(s), including current address(es). Otherwise, your permission confirms that you hold the right to grant the permission requested here.

I would greatly appreciate your consent to my request. If you require any additional information, please do not hesitate to contact me. I can be reached at:
_______________
_______________
_______________

A duplicate copy of this request has been provided for your records. If you consent to the use as described above, please sign this letter where noted below and send one copy with the self-addressed return envelope I have provided.

Sincerely,

[Signature]
[Typed name] 

Permission granted for the use of the material as described above:  
Name & Title: ______________________________________________  
Company/Affiliation: _________________________________________

Date: ____________________________
