Email outline requesting permission to use images from the Internet

Subject line: Copyright permission to use (name of item)

Body of email:

Dear (name),

I am a student at (name of school).

I have found your website very useful in my research on (your research topic) and would like to use (describe the item and give the URL <   >) in the presentation of my work. I will be using the (item) on a (webpage/PowerPoint) to (describe how you will use the item). 

Do you hold the copyright on this (item)?  If you hold the copyright, may I have your permission to use your (item) in this way?

If you grant permission to copy this (item), I will properly reference your ownership as:

‘(Name of item) used with permission of (name of copyright owner), <URL>, date.’

I need to have your answer by (date – give the person at least 1 week).

Thankyou for your help,

Name

School

Postal address

Email address

Note: 

1. This outline can be used by students when they want to reproduce an image or photograph from a website and put it into a webpage, PowerPoint presentation or some other format that will be available outside the school.

2. Students at various levels should compose a letter based on this format that is suited to their language and understanding.
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