Sample copyright authorisation letter for items from an organisation

[Your Letterhead, or supply your contact details]

[DATE]

Copyrights Officer

XXXXXX

XXXXXX

Dear Sir or Madam

Re: Permission to reproduce a [Diagram/photograph/extract] from [name of ORGANISATION].

Our school is working on a project about [TOPIC] to be published on the Living Heritage website [www.livingheritage.org.nz]. On this website New Zealand’s young people celebrate the unique heritage stories and treasures in their local communities. 

We would like to include a [DIAGRAM etc] that is found in your organisation [TITLE OF PUBLICATION]. The material in question can be found at XX.

Our resource is being produced for educational purposes only. It will be published as part of www.livingheritage.org.nz and in any related documents (print, CD-ROMs, videos, and/or websites). It will not be sold for commercial return.

We are seeking permission to reproduce the [ITEM] in both print and electronic formats. Full acknowledgment will be given to your publication and to the copyright holders of the [ITEM].

I would be grateful if you could sign and return one copy of this letter to confirm your permission. Please contact me by phone, letter, or email if you have any queries. Thank you.

Yours faithfully

XXXXXXXX

Signed: _____________________________________

Designation: _________________________________

