Email Template to Request Permission to Use, Modify, Translate a Research Instrument
Directions: 
Fill in or select the appropriate choice in the brackets.
Delete the brackets after you have inserted the correct information.
Delete the instructions in red. 
 
Subject: Permission Request to [Use, Modify, Translate] Research Instrument 

Dear [Name],
I hope this message finds you well. My name is [Your Full Name], and I am a [doctoral student, faculty member, staff, etc.]  in the [college affiliation] at Westcliff University[, working under the supervision of [Chair’s Name and Title]].
I am writing to respectfully request your permission to use your research instrument titled [Full Instrument Name],originally published in [Year] in [Journal/Book Title], for my doctoral research. My study examines [brief description of research topic and population], and your instrument is particularly well suited to measuring [list variables or constructs] within this context.
Your authorship will be fully acknowledged in all research materials, publications, and appendices. This request is for non-commercial, scholarly use only, and documentation of your permission will be included in my IRB materials.
[If modifying and/or translating, use this section. If not, remove this section from “In addition” to “in all publications and presentations”.] In addition to using the instrument, I would like to request permission to [adapt/modify/translate] it for my study. Specifically, I anticipate:
· [e.g., minor wording adaptations to fit the research context-list the word changes],
· [and/or translation into [target language] using professional translation services and the university-approved procedure],
· [and/or cultural adaptation for use with [population/country]].

All modifications will preserve the original constructs and intent of the instrument All modifications will be theoretically grounded, methodologically documented, and clearly acknowledged in all publications and presentations. 
If you have any conditions, preferred citation language, or documentation requirements related to the [use, modification, translation] of the instrument, just let me know, and I will follow them. I will share the [revised version and] study results with you, should you wish.
Thank you very much for your time and for your valuable contribution to the field. I highly appreciate your consideration of this request and look forward to your response.
 
Sincerely,
[Your Full Name]
[Doctoral Student [Program/Department], Faculty or Staff Member]
[College affiliation]
Westcliff University
[Institutional Email Address]

