[DATE]
[Name of Rights Holder]
[Address of Rights Holder]
Re:  [Name of Work for Which Permission Is Requested]
Dear Sir or Madam:
I am on the faculty at Salisbury University where I teach XXX.  As part of my classes, I have been making available to my students [describe type of project that will incorporate the work for which you are requesting permission].
I recently came across the above-referenced work to which I believe you hold all rights, including copyright.  I believe that this work would have significant educational value for my students, and I would like to make it available to them on our campus streaming server, intended for use by students enrolled in my classes and secured by a university username and password.  I can assure you that your work will be used only for this limited purpose and will not otherwise be reproduced or commercially exploited.
If you are not the entity that holds rights in the above referenced work, I would greatly appreciate any information (i.e., name, address, phone, fax, e-mail) that you might have as to the entity that would be in a position to provide the requested permission. 
Assuming that you are the rights holder, I ask your consent to this limited use of the above-referenced work for students in my classes.  I am willing to place any notice or credit that you may ask to be displayed in conjunction with your work.  Your cooperation in this matter is greatly appreciated.
Please contact me if you have any further questions either by phone [(Phone No.)] or e-mail [(Email Address)].  Otherwise, please acknowledge your willingness to grant the requested permission by signing the enclosed copy of this letter and returning it to me in the enclosed stamped, self-addressed envelope.
Sincerely yours,

 



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


Name & Title: _________________________________________________________________________________ 
Company/Affiliation: ___________________________________________________________________________ 
[bookmark: VI-3]Date: ________________________________________________________________________________________ 
