
Permission Inquiry for Content Utilization 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Organization Name] 

[Organization Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to seek permission to utilize [describe the specific content, e.g., an article, image, 

video] that is owned by [Organization Name]. Our intention is to [explain how you plan to use 

the content, e.g., include it in a publication, presentation, website]. 

The content will be used for [briefly explain the purpose and audience for the content]. We will, 

of course, provide appropriate attribution and comply with any guidelines you may have 

regarding the use of your material. 

Please let me know if you would be willing to grant this permission or if there are any conditions 

we should be aware of. Your support would greatly contribute to [explain the benefit of using the 

content]. 

Thank you for considering my request. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position, if applicable] 



[Your Organization, if applicable] 


