Model Letter: Streaming Video on Internet
[Insert: Today’s Date and Your Address and Contact Information]
Name and Address of Addressee

Dear

I am requesting permission to use [a portion of] the following work:

[Add here full citation information about the work, including author, title, publisher,
date of publication, exact pages you are requesting, and any other identifying
information; include similar information about a book, motion picture, photograph,
music, or any other type of work you might want to use.]

This request is for permission to include the above content as part of the following
project that | am preparing:

[Add here full citation information about the project that you are preparing, including
the name of the publisher and likely date of publication; also add a brief description of
the subject or nature of the project, such as “multimedia historical overview of the
history of New York City, with images, video, audio, maps, text, and other elements
drawn from various sources; project will be developed during calendar year 2012 and
made available online to the public shortly thereafter with continuous updates and
changes.”’]

[Add here details about how you plan to use the requested materials. For example:
“This request is for permission to include the above content as part of the project as
streaming video.” You might also add something like: ““My project is currently hosted
on a university server at [website address], and we expect to make it available
indefinitely to the public with no restriction or charge.]

I believe that you/your company, , are/is currently the holder of the
copyright, because the original work states that copyright is held in your name/the name
of the publisher, and my research indicates that [additional reason
you think this person/company owns the copyright]. If you do not currently hold the
rights, please provide me with any information that can help me contact the proper
rightsholder. Otherwise, your permission confirms that you hold the right to grant this
permission.

This request is for a non-exclusive, irrevocable, and royalty-free permission, and it is not
intended to interfere with other uses of the same work by you. Because of changing
technologies, I am also requesting permission to use the materials in connection with
future versions of the project, in any format, including electronic and print media. |
would be pleased to include a full citation to the work and other acknowledgement as you
might request.
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I would greatly appreciate your permission. If you require any additional information, do
not hesitate to contact me at the address and number above.

A duplicate copy of this request has been provided for your records. If you agree with
the terms as described above, please sign the letter where indicated below and return one
copy in the enclosed return envelope.

Sincerely,

Permission is hereby granted:

Signature:
Name & Title:

Company/Affiliation:
Date:
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