Publisher’s address (Please use letterhead writing pads)
Dear Publisher,



Re: 

In preparing my Course Pack for class xxxx this semester/year, I found the captioned materials very useful and vital.  I understand that copyright clearance needs to be sought prior to inclusion.  Therefore I write to seek your permission to allow me to include the captioned materials.  The materials will be put in the said Course Pack and will immediately be removed once it is not required.  The course pack is made for the sole use of my students in support of the said course.
I should be grateful if you could kindly grant such permission for the described use of this materials in the form of a written reply.  If payment needs to be made for the right granted, please attach the invoice and I will act accordingly.  However, if I do not hear/receive a reply from you by (a date), I assume that I have obtained your tacit agreement on the use of this material as set out above.

Thank you in advance for your kind assistance in serving the University of Hong Kong community.

I look forward to hearing from you soon.

Yours sincerely,

(Name of the instructor)
