To use this template:
1. Insert a name into the greeting.

2. Insert return address information.
3. Save the file to a directory of your choice, then e-mail as an attachment (after deleting the green text)  OR

4. Copy the text and paste directly into an e-mail message.
5. After you have received a library’s permission, send a copy of the permission to wcapermission@oclc.org.
Dear [insert name],

Our library wishes to order an OCLC Collection Analysis to benchmark our collection and to compare our holdings to yours.  OCLC requires that we have permission from your library before proceeding with the analysis.  The collection analysis will provide us with a report of the number and percentage of matches and misses between our collections, as well as a subject breakdown and title lists.  The results of the analysis will be used internally and will not be shared with other institutions.

Thank you for considering this request.  Please respond to me indicating whether we have your permission to conduct the analysis.
