[Name and address of rights holder]
[Date]
Dear [add name and title]
Request for rights permission to use [include name of work and creator]
I am currently [include details about your proposed use and context of use here].
I would like to seek your permission to make use of your works/works for which you administer the rights [delete as appropriate] for the purposes described above. Could you please confirm your consent, by countersigning both copies of this letter and returning one to me in the envelope provided.

I look forward to hearing from you in due course.

Yours faithfully,

[Add signature and date]
[Add name, position and organisation]
Signature of rights holder:

Name:

Date:
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