Permission request form for audiovisual materials. 
(Put this letter on your school stationery.)

<Date>

<Name of producer or copyright holder
address>
Dear Sir or Madame:

I would like to use the <type of material> entitled  <Title> <also give catalog number or other identifying information if possible>.  I will be using it  <explain exactly where and in what format you will use the material and who will be getting copies>. 

I need to use this material (tell how many times and the time frame.)  I will make approximately <number> copies.

Please sign below and return to me in the envelope provided if permission is granted. Or fax back to <fax number>.  Thank you for your attention to this matter.

Sincerely,

Your name, position

School address

Phone number

I hereby grant permission to use the above described material in the manner described.

Signed ___________________________________  Date ________________________

Print name _________________________________  

Position with company ________________________   

Please attach a business card if possible. Thank you.

