NCC Image Use Protocol Guide: Permission Request Templates

Subject in theimage: Permission regarding individualsin the picture

v Person as subject — Cover letter
[Download an editable letter (MS Word)]

v Person as subject —[Form A] Request for permission
[Download an editable form (MS Word)]
For obtaining permission for use of photograph taken by yourself. Asidentifying apersonin
the picture and finding his’her contact may be extremely hard, it is highly recommended for
you to get permission when pictures are taken.

Notestofill in thetemplates
All sample cover letters are bilingual (Japanese and English) in order to facilitate communication.
Usually Japan side prefers to receive letters in Japanese, and North American publishers accept
only English-language documents. Bilingual forms aim to fill this gap.
* Fill inthe"1. Request” part of [Form A] fully, and write in your name and date of request
in the beginning of “2. Permission” part. Blue letters show important items to fill in.
* Send Form A with a cover letter. If permission is given, you receive fully-filled [Form A]

in response.


http://www.nccjapan.org/imageuse/word/Person_as_subject-CoverLetter.doc
http://www.nccjapan.org/imageuse/word/Person_as_subject-FormA.doc
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Download an editable letter
(MSWord)

UNIVERSITY LETTERHEAD

NAME OF PERSON 53
ADDRESS

H{Y Date(YMD) : _YYYY & MM_A DD _H

Dear [ADDRESSEE]:

B RRIIBEHEOEEBEUVRULLEITET,
| hope this communication finds you well.

FAlE. [YOURUNIVERS TY NAME] T [YOURDEPARTMENT] @ [YOURTITLE] #L T&

V)ET [YOURNAME] EBBLFE T,
| am a[YOUR TITLE] in the department of [YOUR FIELD] at [YOUR UNIVERS TY NAME].

Z Q. [If applicable] [YOUR CONTACT SAFFILICATION] @ [YOUR CONTACT SNAME]
FEDZEN T, BRFEDMOEEILEENBREFRAZFATVLELEEZESEREZSIE

VWELERL L

[ 1f applicable] On the introduction of [ CONTACT SNAME AND AFFILIATION] | have taken
the liberty of writing you to request permission to use an image of your work in my planned
publication.

WEARBOFMEBIE "BEBHICOVT, FormA ICRRENTH YN XT., BHZ HE
WiEEFRHEEICE. "BEEHICODVWT, #¥0 T2 | AFEEL ZSHBATICEAL,

CEBREBBEVLET,

The details of my application are written in Form A, “Request for permission to useimage.” If
you are willing to give permission for use, | would be most grateful if you could return Form A
with your signature in the “2. Permission” part in the latter half of the form.

FRAVA(HFE ) OHBRETE, BEQBRAERAICEL TEHICIDEBEZLEEL
THYERT, o, FEALCEBNIBVECENETNET, COREZIEBVLELEE, #
TRHEE<BERITEONCFZBZHBVHAL LT XTI,


http://www.nccjapan.org/imageuse/word/Person_as_subject-CoverLetter.doc
http://www.nccjapan.org/imageuse/word/Person_as_subject-CoverLetter.doc
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American (Canadian) publishers require written permissions regarding image use. A written
permission will not be effective if thereis no signature. It would be deeply appreciated if you
would extend your understanding of this North American practice and provide the signature of the
person issuing permission instead of a seal.

R, FRIVA(NFH ) OHBRETRERFZOEEL LBV THEVLES, ERFHEER

BTHERLTHBYERT, BMICBD>TVEINFESTFITHLSIEEY,
These documents are bilingual because American (Canadian) publishers need English language
documents. | greatly appreciate your tolerating this inconvenience.

CBAVEEWE FomA TEEBRICOVT, ("1 . KEE, SRV T2 | EFEE,
NDAFEEHRERT I R—T ) %, TRICHTT, BEFLEF 7 7Y IVATIIRE
KEEV, BFEHBRUETHN, [DEADLINE] ETICBEVWLKEEDRS5BEVEL LI

x5

| would be deeply grateful if you could send Form A ([3] pagesin total including request and
permission parts) to me by fax or post by [DEADLINE].

K% Name: YOURNAME
{£PF Address : YOUR ADDRESS
7 7Y 29X Fax number : FAX NUMBER W TH COUNTRY CODE if international call

COHBICETARIERLE. TENFEX—ILTTRSTUUCSBLVVELET,
If possible, | would like to use email if any communication regarding this matter is required.

E X—JL Email address : _YOUR EMAIL ADDRESS

[1f applicable]
CDEEDEEIZH LV, FFAEiZdNEEFEEEIMICH ) FELESCHRSEE
VWETEASHHEVVELET,

Isthere any other party or right holder fromwhom | should obtain permission for use of this
image?

BELVECARBBBETTH, E5TLBLBAVEL EFET,
| thank you for your attention to my request despite what | am sure is a busy schedule.

YOUR SGNATURE
YOUR NAME IN PRINT and in KATAKANA, if possible
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FoomA EE#B®RICOVWT 13 Download an editable form
(MSWord)

EEBEBRIC >WVWT

Request for permission to use image

1 . fkEF Request

K& To: B
{£P Address :

£ A B Date(YMD) : F A H

(a) #k#EH K/ Requester’ sname : _ YOUR NAME
YOUR NAME in katakana

{£Pr Address :

FRIE #4489 Affiliation :
B4 - &P Title/ Specidity :
& 5% Telephone number with country code :

7 7 ¥ 9 A Fax number with country code :
EX—J)L7 RL A Email address :

MIEBELERMOBEEQICERAANABE>TVERI. COEEZROHMRY()ICHERT

BEZFHALTTEVETELOBBVRAL LITET,
The photograph (b) attached here was taken by myself, and you are in the picture. | am asking
for permission to reproduce it in my publication, as detailed below (c).

(b) BEEOFM (BB, &)
Details of the photograph (When and where it was taken) :

(c) BRFEDHRWEFM Details of the planned publication
1. & & Author of publication : _YOUR NAME



http://www.nccjapan.org/imageuse/word/Person_as_subject-FormA.doc
http://www.nccjapan.org/imageuse/word/Person_as_subject-FormA.doc
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FoomA BEEE®ICOWT 23

2. EBFRERRUEBBLTBHF/BHREFIC LD RE)
Title of the book, or titles of paper/article and journal/anthology which includeit (in
language of publication) :

52 ® BAEEER The abovetitles in Japanese :

3. 2 ¥ )l Genre: (Check appropriate box(es).)
DZ AT 3EE Scholarly monograph ; 02 &l& Textbook ; OF Mt Other
4. HAx4t & Name of publisher :
HEREE B S &K VEH S Publisher's contact information :

o

H R F £ B Expected date of publication :
FENR—Z ] Approximate number of pages : R—
7. W& & T BFHE Expected readership : (Check appropriate box(es).)
024 Students ; 032 & /E FIZR Researchers/specidists ; 0—f% General public
8. AR5EH#iE Salesregion : (Check appropriate box(es).)
o4b>K North America ; oI PRE % L No regiona limits
9. HARFZRE Publication format(s) : (Check appropriate box(es).)
o0& %E Book form ; 0&E F HihR Digital publication( & media )
0% Ot Other
10. 347 EBER Number of copies :
11. FEAM 4 Expected price :
12. B8R O fE A Use of theimage : (Check appropriate box(es).)
0 Z—Color cHE B&W ; 02 ¥ 7 Y N Jacket ; 01 R—Z K Full-page size
13. f#¥£ Notes : [If applicable] possibility of reprinting or expanded publication etc.
1B 5] A GELE DB AEE

o

LA £ End of request

2 . AFE®E Permission
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ForomA BEEH®BILCOVWT 33

£ A B Date (YMD) : F A H

B 5 H[Date of application] YYYY # MM A DD Hft T LiE(a) _YOURNAME in

katakana KYEEOH > - LEO)NDEER LD HRYICEBEHT S & '&
#wLET,
Thisisto give the above person (a) _ YOUR NAME permission to reproduce

an image of my work, above (b), in the (a)’s publication stated as (c) as requested on _DATE OF
REQUEST .

K% Name :
K& O0—~ 5 Namein aphabet :
{£PTO— < & Addressin alphabet :

% (O—Y%F ) Signature :

* k k k k k k k k%

BE, MACMULTUATOZEZBTFLTILSEEY, (RHIHDEBICVHZANTL

EEW, )
Conditions below should be observed. (Please check appropriate box(es).)

0 BHEICHLE2TRE, BEATHHIALOHAZETHERIZE, HRWICHRZE TS

Eo
Acknowledgment must be appropriately given in the publication.

0 BEERDHITONRICEHXERY Z HMATD &,

When available, please send me copies of the publication.

0 fllCRENFGNEBEELSEESV, (AEXETEREBETT, )
Please specify if there is any other condition. (This may be in Japanese.)

LA E End of permission



