Sample email:
Dear [     ],

My name is [YOUR NAME], and I am creating a website for a national school website competition. I would like to use [DESCRIPTION OF WORK for example, your poem, ‘Explosion’ or the first three paragraphs of your book, ‘Wildfire’] in my website. 
If you own copyright in the work and you agree to give me permission to copy it and put it on my website without any payment to you, please let me know in writing.
Please also let me know how you would like me to credit you. 

If you are not the copyright owner, please let me know who I should contact for permission.

Thank you for helping me with my project, and I look forward to hearing from you.

Yours sincerely,

[YOUR NAME]
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