School or district letterhead stationery, include appropriate fax number and other contact information

Request for Copyright Permission

Permissions Department Date of Request:

(Publisher/Producer)

(Street or P.O. Address)

(City, State, Zip Code)
SUBJECT: PERMISSION TO USE COPYRIGHTED MATERIAL
Ladies and Gentlemen:
| am writing to obtain permission to use the following material:

Title: Author(s):

Publisher/Producer: Date of Publication:

Page number or other description of material:

Medium or Format:

(Check if applicable) [ A photocopy of the material is enclosed.
| wish to use this material in the following way:

Purpose of reproduction:

Type of reproduction: Number of copies:

Reproduction distributed to:

There will be no charge for the materials.

Proposed date and place of use:

Thank you for your prompt consideration of this request. For your convenience, a release form
is provided below and a signed copy of this letter is enclosed for your files.

Very truly yours,

(Signature)

Please specify copyright notice that should be used:

Other conditions, if any:

Permission is granted for the use requested above.

(Signature & Title) (Date)

Should you not control the rights to the requested material, please specify here any the source
from whom permission must be obtained:
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