Letter template




[YOUR name and address—including email and fax if any]





[Today’s date]
[Publisher’s Name or copyright owner]: _______________________________

Permissions Department

Address:________________________________
City:___________________ State:____Zip Code:_______
Country:____________________

Dear Sir:

This is a request for permission to duplicate / use the following which is beyond the “fair use” provisions of the copyright law:

Author(s)___________________________________________________
Title:_______________________________________________________
Source title: _________________________________________________

Copyright Year:______  
Pages: ___________________________

Materials to be duplicated:  yes _____      no  _______  
Materials to be cited [state what, where and how]
[See enclosed photocopies]





Sincerely Yours,





[YOUR signature]






[YOUR printed name] 
Permission Granted by:
Name: ________________________________   Title:_______________________
Signature: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Conditions, if any: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
Fees, if any: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
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