Dear Sir/Madam:

I’m writing to seek permission to use the following material in my forthcoming book, provisionally entitled [insert title of book]. 

Figure/image/table title and number (include page number):
Title of book/journal/article:
URL (if applicable):
Author:
Publisher:
Date of publication:
Number of words quoted (if quotation):

The book is an academic research monograph/collection [delete as appropriate] intended for the scholarly community. It will be published in [insert date] at a price of [insert price] with an initial print run of [insert combined hardback and paperback print run] and electronic sales are expected to be [insert combined institutional and individual e-sales forecast] in the first year. 

[bookmark: _GoBack]I would be grateful to receive non-exclusive permission to reproduce the material in this edition and all future editions of the book, for distribution in all languages and across all media and formats throughout the world and for the lifetime of the work. I ask that this includes permission to distribute the chapter that contains the material as a stand-alone text, or within a collection.

I also request that this permission covers the use of our text, including the material, in marketing and publicity (for example, a sample chapter in Amazon’s ‘Search Inside the Book’ function). 

We will make full acknowledge to the original work in the usual manner, but please do let me know if you require a particular wording to be used.

If you don’t control the full rights to this work, please do let me know where I ought to direct this request.

I would appreciate it if you would return a signed hard copy of this email/letter to me to indicate that you are authorising permission to use the material above on the terms listed.

Many thanks for your help.

With best wishes,
Xxxx


Full name:			Position: 			Company:


Signature: 			Date:

