Dear Sir, Madam,

We are contacting you regarding the use of [include name/title material] (hereinafter: the “Work”)  from the following publication: 
Book title, published by:… (year), ISBN, figure number and figure title on page:…
Or (remove the undesired option)
Article title, in [journal title, volume, number, pages], published by:…, figure number and figure title on page:…
Or (remove the undesired option)
Photographer (year). Title of photo. https://xxxxx
Or (remove the undesired option)
Or any other work [name of the author, publisher, year of publication, link to the work (if applicable)]
[bookmark: _GoBack]The work will be used [include where the material will be used and how; e.g. website, on-site, journal etc.] under a CC license [please specify the license][if applicable] and [in what environment you are going to use it and for how long and if it will be only digital or physical as well]. 
As far as we can assess, this Work is copyright protected and you are [or: your company is] the copyright holder of this Work. Therefore, we would like to ask for your permission as to the use of this Work free of charge for the purpose and duration as described above. Please provide us this permission by returning this letter with signature or by providing the permission by return email. We trust that, by giving the permission, you are authorized to give us this permission and we are free to use the Work within the mentioned scope. We will, of course, make duly reference to the author of this Work which is [include: author name, full title work and any other relevant references]. Please let us know if you are satisfied with this reference.
If you are not the copyright holder or have not the authorization to provide us permission for this use, we would appreciate if you could let us know the name and contact details of the copyright holder so we can contact this person or company.
We would very appreciate if you could provide us your response no later than [include or: at your earliest convenience].
Thank you in advance and we look forward to your response.
With kind regards,
