[Date]

[Your name and address]

[The name and address of the person or company you are writing to]

To whom it may concern:

I am writing to request permission to use [name(s) of work(s), including publication date, author name, and publisher when relevant, and page numbers or other identifying information so that it is clear exactly what you want to use]. A scan of the material is enclosed [if applicable].

If you do not currently hold the legal right to grant this permission, please let me know, and please direct me to the current rightsholder.

I wish to use this material in [name and describe your work, including proposed publication date, proposed publisher or publication venue if known]. The intended audience for my work is [insert brief characterization here]. Your material is important to my work because [provide brief justification for your use of the material here].

I am requesting non-exclusive, irrevocable, world-wide, and royalty-free permission to use this material, and I do not intend to interfere with other uses of the same work by you. I also request that these permissions extend all future editions and revisions of this work, in any language or format.

Unless you specify otherwise, the material will be accompanied by the following credit line and copyright notice: [propose a credit and copyright statement, such as “Image Credit: John Doe. Copyright John Doe 2017, used by permission.”].

If you agree to the terms described above, please sign both of the copies of the release form enclosed  [such as this one from Carleton College: https://apps.carleton.edu/campus/copyright/assets/Copyright_Release_Form.pdf]. Please return one copy to me in the self-addressed, stamped envelope enclosed. The other copy of the release form and this letter are for your own records

If you require any additional information, please do not hesitate to contact me. And thank you for your consideration of this request.

Sincerely,

[your signature]
[bookmark: _GoBack]
[your typed name]
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