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	Title / Name (if required) - or delete
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School / Section name
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	[Copyright owner’s details]
	Our ref:
type ref
[Date]


Request for permission to include [figure/image/graph/etc.] in [name of publication] 
Dear [Copyright owner’s name]

[Introduce yourself and insert a bit of background about your research / publication].
I am writing to request permission to use the material/s (Work/s) listed below in the forthcoming publication titled [insert title]. This publication will be available [state how the publication will be made available – i.e. in print or online, Open Access or via subscription]. I am contacting you to request permission as I believe you hold the copyright.
Material to be reproduced (If you are requesting permission for several items from the same copyright owner at the same time, perhaps attach them at the end of the letter, or as an Excel spreadsheet – just ensure all of the details are clear, so it’s clear what you are requesting permission to reuse.)
Title of Work: xxx
URL if applicable: http://
Copyright owner: xxx 
[Add here full citation information about the figure/image/etc., including author, title, date of publication, exact image number (if known), and any other identifying information] 

This request is for worldwide, non-exclusive, perpetual, and royalty-free permission to reproduce and use the Work/s in the publication and all related/promotional publications. Full attribution will be included; please specify if there is a particular way that you would like us to give attribution to the original source or specify the way that you will attribute the source and request their approval. 
If you do not own copyright in the material in question, I would be very grateful for any information you can provide as to who is the copyright owner.
If you require any additional information, do not hesitate to me in the first instance at [insert email address], or by phone on +61 8 6488 [insert extension]. 
Kind regards,

[Insert name and position]

Material to be reproduced (If you are requesting permission for several items at the same time, perhaps attach them at the end of the letter, or as an Excel spreadsheet – just ensure all of the details are clear, so it’s clear what you are requesting permission to reuse.)
Title of Work: xxx
URL if applicable: http://
Copyright owner: xxx 
[Add here full citation information about the figure/image/graph/etc., including author, title, date of publication, exact image/graph number, and any other identifying information] 
 As Rights-holder of the Work/s stated above, I give worldwide, non-exclusive, perpetual, and royalty-free permission to reproduce and use the Work/s in the [publication title] publication.

In signing, you verify that you control the rights granted and that your Work does not infringe any other entity’s copyright or other rights.
SIGNED for and on behalf of, ______________________________________________________





(name of Rights-holder)
 on the ________   day of _________________________   20XX , by    
	____________________________
(Signature / Name)
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