
RIGHTS AND TRANSLATION APPLICATION 
TEACH Services, Inc. • 8300 Hwy 41 Ste 107 • PO Box 954 • Ringgold, GA 30736 

Phone: 800-367-1844 • Fax: 866-757-6023 
 
This form is a request for permission to reprint, translate, or record for replay an article, chart, book 
(segment or excerpt), or photo hereafter referred to as “work.” All requests are subject to the Publisher’s 
approval.  
 
Please note that permission will only be granted if all copy from the original work, including headlines 
and body text, appears or is recorded exactly as it was in its original form from TEACH Services, Inc. No 
editorial alterations or changes are allowed. A separate request form must be made for each work you 
wish to use. Please attach a copy of the title and copyright page of the work to be considered along with 
this form and return to: 
 

TEACH Services, Inc.–Rights Department 
PO Box 954 

Ringgold, GA 30736 
Fax: 866-757-6023 

 

Title:  _______________________________________ Author: ________________________________ 
 
Circle requested format(s): Article / Book / Reprint / Translation / e-book / PDF / Web 
                                            Radio / TV / CD / DVD / Podcast / Photo / Chart / Illustration 
 
How work is to be used:  ________________________ Number of reprints to be distributed:  _________ 
 
Term dates that work will be used from: ____________ to: ____________ 
 
Permission requested by person/company: __________________________________________________ 
 
Address/city/state/zip: __________________________________________________________________  
 
Phone/fax/e-mail: ______________________________________________________________________ 
 
Signature:  ___________________________________ Date: __________________________________ 
 
You will be notified in writing if or if not your request is approved. If approved, TEACH Services, Inc., 
will sign this form and return it to you granting permission to proceed. Once permission is granted, you 
must comply with the following guidelines: 

 Insert the following credit line on the first or last page of the work, with the appropriate copyright 
date: “Copyright _________ by TEACH Services, Inc., and used with permission. Located on the 
Web at http://www.teachservices.com.”  

 For audio files, each segment or article that airs must give its own credit line. Term lengths of 
more than two years may require added fees. 

 Two copies of the finished work must be sent to TEACH Services upon completion of the 
project. In the case of reprints or translations, when the whole book is used as is, a proof must be 
sent to TEACH Services before printing can occur. Furthermore, once the proof is approved, a 
final PDF and the native design files must be sent to TEACH Services for archival purposes. 

___________________________________________________________________________________ 
 

Permission granted only upon signed authorization below and receipt of any fees or royalties and finished samples. 
 
Maximum number of reprints allowed: __________ Flat Fee: __________ Royalty per copy: __________ 
 
TEACH Services authorization: __________________________________ Date: ___________________ 


