© Copyright Information ©
Copyright information can be confusing and difficult to understand. For packets that include copyrighted items, CPS requires bibliographic information to check whether your materials comply with the guidelines for Fair Use or if permission needs to be requested for printing. CPS will handle the processing of any copyright requests that are needed for your packet. Analyzing materials for permissions Or for compliance with Fair Use takes extra time, so submitting your course packet order early
is highly recommended when copyrighted items are included. Below is some information about Fair Use that CPS uses to determine whether or not any permissions should be requested:
FAIR USE FACTORS
1. Purpose: “ The purpose and character of the use, including whether such use is of a commercial nature or is for non-profit educational purposes.” If the purpose of using the work is for education, then it is Fair Use. If the use is for a commercial purpose, then it is less Fair Use. A not-for-profit educational course packet like those produced by CPS will almost always be compliant with Fair Use based on this factor.
2. Nature: “The nature of the copyrighted work.” If the work is completely factual (such as a phone book), then it is Fair Use. If it is entirely fictional and creative, then it is less Fair Use. Based on this factor, a scholarly work is going to be more Fair Use whereas a work of art will be less Fair Use.
3. Amount: “The amount and substantiality of the portion used in relation to the copyrighted work as a whole.” If the amount used is small, such as 10% or less of the entire work (i.e., 10 pages of a 100-page book), then it is more Fair Use. If the entire book is used, then it is less Fair Use. Something to consider when selecting materials for a packet is whether or not excerpts or select pages will work as well as full passages of text. Use an amount that you think establishes your point adequately and go no further.
4. Market Effect: “The effect of the use upon the potential market for or value of the copyrighted work.” If there is no market effect, then it is more Fair Use, and if there is a large market effect, then it is less Fair Use. If copying the item greatly reduces the number of original copies that will be bought, then the market effect is less Fair Use.

In summary, it would be convenient to claim that all material used at an educational organization should be considered Fair Use, but that claim has been repeatedly challenged in court cases. CPS thus analyzes all materials for Fair Use, and when permission is required, we will send out the copyright requests, communicate with faculty or staff about the copyright fees, and then complete the permissions agreement transactions from start to finish. If you have any questions about copyright or Fair Use, please contact CPS at iubpackets@illinois.edu.
OTHER THINGS TO NOTE
Internet Material: There is a common misconception that everything on the internet is free to use and copyright does not need to be considered. This is absolutely not true, and some journal article websites have strict guidelines about the reproduction of their online materials. This information is sometimes hidden in the fine print of the Terms and Conditions portion of a website.
Articles downloaded from internet websites often allow only one copy to be downloaded and printed for personal use. Many times the file includes a copyright infringement tag line which requires CPS to request permission for printing multiple copies.
Business Cases (Harvard, Darden, Kellogg, etc.): If business cases are included in your packet, CPS will take care of the initial purchase of the downloadable case files as well as paying the permission charges for the packets that are purchased.
Digital packets or combination print/digital packets: These are options that are now available for packets. Because CPS partners with a digital vendor to produce these packet formats, extra time should be built into the production. schedule for digital packets.
Forms for packets that include copyright items: On the CPS web page, you will find 2 blank CPS forms to fill out when submitting your course packet order. The first form is a CPS order form which is needed for contact information, course information and packet formatting information. The second form is a CPS item list which is required specifically for packets that contain copyright items. The item list is required for bibliographic information which CPS staff will use to perform a copyright analysis before printing. If permission needs to be requested for any copyrighted items, you will be updated by CPS staff before permission requests are sent out. It is particularly important that ISBN numbers, item order, and page selections are filled out completely for each of the copyrighted items in the packet. You can download the blank copies from the Illini Union Bookstore website at bookstore.illinois.edu/Course Packet Solutions.
