Sample letter requesting photograph & permission to reprint it

[Date]
Department of Rights and Reproductions

[Address of institution]

Dear Sir or Madam:

I am writing to request a [insert “black-and-white” or “color”] transparency of first-class reproduction quality, or a tiff file of 300 dpi or higher with a match print, of the following work in your collection:

[Insert name of artist, name of work,
date, medium, dimensions, institution name, acquisition number]

A [photocopy/scan] of this work is attached. I would appreciate your confirmation of the title, date, medium, and acquisition number given above.
I am also requesting from you written permission to reprint this image as one of the illustrations to my essay, [insert “Title of essay”], which will appear in [insert "Title of Book"], edited by [Scholar X] and [Scholar Y], published by the Getty Research Institute. 
This is a scholarly publication. I am requesting nonexclusive world rights in English for this volume only. The combined print and electronic run of the publication is 5,000 copies.
The Getty Research Institute is a nonprofit institution dedicated to advanced research regarding all forms of visual art. In light of the Getty Research Institute’s nonprofit status, I hope that you might be able to waive or reduce your usual photographic reproduction permission fee. 
If you are willing to grant me permission to reprint the image referenced above, please reply with your official confirmation so that I may have your permission for my records. Please also include how you would like the image to be credited. If additional permission is needed from another source, please do let me know.

If any of this is not in accordance with your usual procedures, please send guidelines and forms to me as soon as possible or contact me to discuss your requirements. I can be reached via telephone [insert telephone number], fax [insert fax number], or email [insert email address].

Thank you for your consideration of this request.

Yours sincerely,

[Name of requestor]

[Title of requestor]

