



SAMPLE LETTER
TO REQUEST CLEARANCE

(date)

Leasing Agent Name

Attn:  Amateur Leasing Department

Address 

City, State  Zip

Dear Sir:

The (insert your theatre name) requests to perform an excerpt of (insert name of play and author) at the Regional OCTA Fest, sponsored by the Ohio Community Theatre Association (OCTA) to be held on (insert date of Regional Festival).

The rules of the Festival require that we do a continuous, non-edited excerpt, and that it be no longer than 40 minutes.

Please send an invoice for the appropriate royalty payment for this performance.  If our theatre is chosen to perform at the State OCTA Fest in September, we will arrange to pay an additional royalty.

Thank you for your assistance in this matter.

Sincerely,

NOTE TO THEATRES:  If you are using incidental music with your excerpt, you need to write for royalty rights for the use of the music, and this written permission needs to be submitted with your theatre entry along with your warranty form.  [If you have the ASCAP license through AACT, this only covers pre-show music, and NOT incidental music during the performance.]

If you wish to edit your excerpt, you need written permission that needs to be submitted with your theatre entry form along with your warranty form.

