





This form is to assist The Postal Museum in gauging the circumstances under which we may grant publication/exhibition/presentation[footnoteRef:1] of material in our care.  [1:  Publication’ includes broadcast or communication to the public by any medium.] 


	Enquirer’s details





	Name:
Position:
Organisation:
Address:


Telephone:
Email:



	Publisher’s details





	Name:
Position:
Organisation:
Address:


Telephone:
Email:



Description of material from The Postal Museum collections to be reproduced (please include any reference numbers available)






Title and description of where the material is to be reproduced (please include reference numbers e.g. ISBN or URL where applicable)







Retail price of the publication/entrance fee of exhibition/etc if applicable

 




Print run/attendance figures/number of transmissions




Rights Required: (e.g. UK, Single Territory (overseas), World Rights)



Please state if the material to be used on the cover or as an ‘in-text’ reproduction?



Please give approximate size of the material on the page if applicable (e.g. ½ page, ¼ page, full page, etc.)



How long will the material appear on-screen? (Please include details such as when it appears during the programme/as set dressing?)




Will the image be used in its entirety? 
If the image will be cropped or altered in any way please attach a mock up of how it will look.

 



Do you require The Postal Museum to supply you with a photographic image or digital image? 
If YES, please supply details (e.g. print size, colour or black and white, dpi, file format, etc.)




Decision required by:



Other supporting information for request











ENQUIRERS MUST SUPPLY A COPY OF ANY TEXT THAT WILL ACCOMPANY MATERIAL FROM THE POSTAL MUSEUM ARCHIVE.

PLEASE NOTE THAT ANY PERMISSION GRANTED WILL BE SUBJECT TO: 

1. The Postal Museums terms and conditions
2. Inclusion of any credit line as may be advised by The Postal Museum to accompany the image or text 

Our standard credit line is: 

© Royal Mail Group [date material published], courtesy of The Postal Museum






Enquirer’s signature					

Print name:

Date:
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