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Sample Message to Publisher to Request Permission to Deposit to Spectrum
My university, Concordia University in Montreal, hosts an institutional repository called Spectrum (http://spectrum.library.concordia.ca/). I am contacting you to ask if you would allow me to deposit the following article, authored by me, into my University’s repository: 
[article citation here]

I also need to verify which versions of the article you would allow to be deposited into Spectrum: 

· Publishers’ version: publisher-generated PDF
· Post-print: final manuscript after peer-review, with revisions having been made;
· Pre-print: final version of the paper before peer-review;
These versions follow the definitions set forth by the website Sherpa/RoMEO (http://www.sherpa.ac.uk/romeo/) that monitors permissions that are normally given as part of each publisher's copyright transfer agreement.

Thank you for clarifying the matter for me. 
If you have any questions, please do not hesitate to send them to Spectrum’s managers at
 lib-spectrum@concordia.ca. 
Yours sincerely, 
Name

July 2015 
