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LETTER SEEKING PERMISSION TO USE COPYRIGHT MATERIAL
Notes:
1.
This letter should be used to seek clearance of non original material. This includes audio material, video clips, images from web sites and images from publications including logos. 
2.
Replace the blue text with relevant details, and ensure that all blue text is replaced or deleted before sending.

3.
Send the signed original of this letter, plus a duplicate copy, to the addressee.

4.
Non original material cannot be included in your submission until an affirmative response is received in writing.

[insert date]

[insert name]
[insert title]

[insert address details]

Dear [insert name]
I am writing to request permission to reproduce the following material in my school assessed work to be submitted in The VCE Season of Excellence.

The VCE Season of Excellence is presented by the Victorian Curriculum and Assessment Authority on behalf of the State Government of Victoria. It presents works created by VCE students in design, technology, multimedia and the cinematic, visual and performing arts through exhibitions, screenings and performances supported by catalogues, programs and online material. http://www.vcaa.vic.edu.au/excellenceawards/seasonofexcellence/index.html 
I wish to use the following material:
[insert details of material sought to be used – type (eg article, quote (cite in full), art work, logos, diagrams, graphs, tables, music etc) author/composer, date of publication, title, publication, page, section and/or paragraph/s]
I propose to: [remove any that do not apply]
(a) reproduce the material in [hardcopy form/digital form];

(b) communicate the material [on an intranet / on the Internet / by email];

(c) publish the material [insert a description of where the material will be published]
(d) [insert a description of any other required uses]

The purpose of the use would be to [insert description of purpose of proposed use].

If you do not control this material

If you do not control the copyright in all of the above mentioned material, I would appreciate any contact information you can give me regarding the proper rights holder(s).  Otherwise, your permission confirms that you hold the right to grant the permission requested here. 

If you require any additional information, please contact me on [                        ] or by email on [                          ].

If you agree with the terms as described above, please sign the permission form below and send one copy in the self-addressed return envelope I have provided.   A duplicate copy of this permission form is enclosed for your records.

Yours sincerely

[signature]

[insert name]

[insert address]



Permission granted for the use of the material as described above:

Name:………………………………………………

Title: ……………………………………………...


Company/Organisation: ………………………………………..

Signature: ………………………………………………………..
Date: ………………………………………………………………
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