
[Your Name]  

[Your Position]  

[Your Organization]  

[Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Media Organization Name]  

[Media Organization Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

Subject: Request for Media Permission  

I hope this message finds you well. I am writing to seek your permission 

to use [specific media/content] from [source or publication name] for 

[specific purpose, e.g., a presentation, publication, etc.].  

The details of the media are as follows:  

- Title: [Title of the Media]  

- Date of Publication: [Date]  

- Author/Creator: [Author/Creator Name]  

We believe that showcasing this media will greatly enhance [mention how 

it contributes to your work or project]. We are committed to giving 

proper credit and adhering to any requirements you may have regarding its 

use.  

If you require any additional information, please do not hesitate to 

reach out. We appreciate your consideration of our request and look 

forward to your positive response.  

Thank you for your time and support.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position]  

[Your Organization] 


