NCC Image Use Protocol Guide: Permission Request Templates

Publisher: Permission for use of image from their publication

v Publisher —Cover letter
[Download an editable letter (MS Word)]
v Publisher —[Form A] Request for permission
[Download an editable form (M S Word)]
For obtaining permission of use of image in a Japanese publication. Use for ajacket or flyer
may require different treatments.
v Publisher —[Form B] Procedureinformation
[Download an editable form (MS Word)]
Proceduresin detail for providing the image. Some publishers may not keep the images they
used in their publication.

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.
» Fill inthetop part of [Form B] (the rest to be filled by the respondent).
* Send all of them with a cover letter. If permission is given, you receive fully-filled [Form
A], and [Form B] (when applicable) in response.


http://www.nccjapan.org/imageuse/word/Publisher-CoverLetter.doc
http://www.nccjapan.org/imageuse/word/Publisher-FormA.doc
http://www.nccjapan.org/imageuse/word/Publisher-FormB.doc
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Download an editable letter

(MSWord)

UNIVERSITY LETTERHEAD

NAME OF PUBLISHER idlleel
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]
DT, BRHERYICEHEENATEYERIRRICOVT, HIRFEQFOEEA

NDBFOHFTEZBRBVLELES<BEREBEYVELEL L,

[ 1f applicable] On the introduction of [ CONTACT SNAME AND AFFILIATION] | have taken
the liberty of writing you to request permission to reprint an image in one of your publicationsin
my book/article.

KERAOFMEEBE "RIRBHICOWVWTL FomA ICRRENTHE YN ET, RRERAZES
AHVEEETRHACE., TRIRBRICODVT, B¥0 M2  AHE, ZUBFRCREA

L. ZBEZHEBEVWLET,

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.

FAVA(AFY ) OHRHETRIREOBHICEL T, BARTREEFHEEED "518, 2
HIEREOBBETH2TE, BHICIDERELELLTIHBYET, £, BEHICE



http://www.nccjapan.org/imageuse/word/Publisher-CoverLetter.doc
http://www.nccjapan.org/imageuse/word/Publisher-CoverLetter.doc
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BFBVEENEENET, CORZIEBVELE, HFONTESIBRZHBEVLAL

LFERT,

American (Canadian) publishers require written permissions regarding image use even in cases of
“guotation” in Japanese Copyright Law. A written permission will not be effective if thereisno
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 (DT ) OHBRETRERFZOEELL BV THEVLES, ERFHEET
FBTERLTHBVET., BRICEZ>TVERINESTITHEEL,

These documents are bilingual because American (Canadian) publishers need English language
documents. | greatly appreciate your tolerating thisinconvenience.

CEBRVLEEWVWE FomA TRERBREICOVWT, ("1 . KEE, SRV T2 | EFEE.
NDHFEZEXREHRT 5] R—T ) Z, TRICHTT, BEFRLRE 7 7Y VATIIRIE
KEEV, BFEHBRUETHN, [DEADLINE] ETICBEVWLKEEDRS5BEVEL LI

x5

| would be deeply grateful if you could send Form A ([5] pagesin total including request and
permission parts) to me by fax or post by [DEADLINE].

K% Name: YOURNAME
1P Address : YOUR ADDRESS

7 7Y 2 A Fax number : FAX NUMBER WITH COUNTRY CODE if international call

COHBICETARIELE. TENFEX—ILTTRSGTUUCSBLVVELET,
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]
FB, EFEETHIELFICCARICEBFITEFFL THVET,
| have sent a request for permission to the author, who is the copyright holder, as well.

[1f applicable]
CEDEGDEBIZB), FAEEDNEEFERESCICH N ELLESHASLES
VWETEASHHEVVELET,

Isthere any other party or right holder fromwhom | should obtain permission for use of this
image?
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[If you need to obtain an image as well]
HEEPEN VELESBIC, RIRELF#HE DFMIZ D) TFormB DIEHKEHE <
20,

When you return the permission form, please provide information on Form B “ Procedures for
lending the image.”

[1f applicable]
B, HIRTEDE DRI EFZMNL IR TOZNETT DT, EREFHZIZEL

ELTHTHEVELEFETES, BEVAL LIFET,

Finally, because thisimage is to be used in a scholarly publication not primarily intended for
profit, | would greatly appreciateit if you could waive any fees associated with the image’'s use.

BMLVWECAREBBTIN, ESFRALLBEBVAHL LITET,
| 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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FormA ERBRBICOWVWT 15 Download an editable form

(MSWord)

RE@&BICODWVWT

Request for permission to use an image from a publication

1 . fkEF Request

i ki #t Name of publisher : o
i hx 4t fE P Address :

£ A B Date (YMD) : F A H

(a) BBFEE KR Applicant’sname : _YOUR NAME
YOUR NAME in katakana

{£7F Address :

FrE ¥4 B8 Affiliation :

B4 - 5P Title/ Speciality :
& 5% Telephone number with country code :

7 7 ¥ 2 A Fax number with country code :

EX—)L7 KL A Email address :

BHOUTOERYICBHE M THEYETTERO)ORMREQICHAT S EOHT

ZBREVELET,
| am applying to obtaining permission to use the image printed in your publication (b) in my
book/article, as detailed below (c).

(b) FIAZRET SRR Imagetobeused :
1. KR¥ER B % The name of the image/work :

[Highly recommended, if possible]
ZDEDEZDIE—ZEFKNTLET,
To identify the work, a copy of the image is attached.

2. BEL TV HARY Bibliographic information of the source publication :

E¥E&/#wE Author/editor



http://www.nccjapan.org/imageuse/word/Publisher-FormA.doc
http://www.nccjapan.org/imageuse/word/Publisher-FormA.doc
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EF Title

> 1) —X % Seriestitle, if applicable

H AR Year of publishing

kR Edition, if applicable

RIRIBER—T B LV RREFST Theimage number in page no.xx
R—TJHBHO EDOK
() TRROHRUANDOFIHZRHREL F T Usein the following publication
1. & Author of publication : YOUR NAME
2. BERFLRRYEBHLVOBHF/EHRSEIC LD KR)
Title of the book, or titles of paper/article and journal/anthology which includeit (in
language of publication) :

E5 D BZAFEER The abovetitlesin Japanese :

3. ¥ ¥ )l Genre: (Check appropriate box(es).)
DZ 732 E Scholarly monograph ; 02 &lE Textbook ; 0¥ M1t Other

4. HAR4EHA Name of publisher :
HYUREE R B & T ELE % Publisher's contact information :

5. HMRFEF B Expected date of publication :

6. FENR—E Approximate number of pages : R—
7. & & ¢ B FiE Expected readership : (Check appropriate box(es).)
0% 4 Students ; 038 E/E PR Researchers/specialists ; o—fi% General public
8. ARFSHbig Salesregion : (Check appropriate box(es).)
o3k>K North America ; o#tiEPRE % L No regional limits
9. H MR 5E Publication format(s) : (Check appropriate box(es).)
o0& %E Book form ; 0E F HihR Digital publication( 4% media ) ;
0% Ot Other
10. F1TERER Number of copies :
11. FEAM 4 Expected price :
12. E& O A Use of theimage : (Check appropriate box(es).)
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Form A BIRB®ICOVWT 355

037 —Color cHE B&W ; o2 ¥ 7 ¥ N Jacket ; 01 R— K Full-page size
13. fi§# Notes : [If applicable] possibility of reprinting or expanded publication etc.
BRI A DEEE

(d) ZEFAWERET25E0EKIE. (Check appropriate box(es).)
In case permission would be given,
0B OERYIDb) ASEGZERVELET,
| would scan the image from your publication (b).
oA OEZEOREESFEVEL EFFE T, | would greatly appreciate if you could
provide an image good for publication : (check appropriate box(es))
0f)Z—Color oH 2 Black and white

07 &)L B Digitd image FLE N 7 7 4 LXK Desiredfileformat :

oRT 7 4 )L /T 2 —7 Transparency o#fJ5t & B E Paper photograph
A A FLERH Whentheimageisneeded : YYYY % MM A DD H
# 2L 9 % F|F A Desired period for borrowing the image : 1 B/Weeks

A £ End of request

2 . AFEE Permission

% A B Date (YMD) : F A H

55 B[Dateof request]  YYYY #£ MM A DD BT TLiEEHFEE(@ YOURNAME in
katakana KVYEBFEOH - ELUEHRYIBEO LE O ORRE LE (D HRYICHE
HI2_E&ZFFALET,

Thisisto give the above applicant (a) _ YOUR NAME permission to reproduce the

image printed in our publication (b) in the applicant’s publication stated below (c) as requested on
DATE OF REQUEST .

H iR #t% Name of publisher :
A E 2 1E O — Y = Name of publisher (in English or Romaji) :
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Form A BIRB®ICOWVWT 45

H AR ERT ( A—< % ) Address (in Romgi) :

B D EEL Name of the section in charge :

BHOHBL (RXFEFEO—YZF ) Name of the section in charge (in English or Romaji) :

824 & & Name of the person in charge :

82 #& & 0 — < F Name of the person in charge (in Romaji) :

BEFHENE RO — N F Signature of responsible person :

BEEERO—FXRE Responsible person’s namein print :

* k% k k k k k k * %

B2H, MACBMULTIUATOZEZBTFLTLSEEY, (ZHIHIEBICVHZANTLS

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

o0 MACHED TERRAYHEOEMRAICERHE N ZEOTHS 5. HIRWICHRKT
dcE,
It should be appropriately acknowledged that the image first appeared in our publication.

o BEERDTITOHICE SR % HMATRD L,

When available, please send copies of your publication to us.

0O IZXREF&GNESEE<EETY, (AFEBETEHEETT, )
Please specify if there is any other condition. (This may be in Japanese.)

* £ TZ S E{& Theimage you may use :

o HHOWEHRY(D) HSEBREERL TEEL,
Scan the image from your publication (b).

0 HERICEHEARBIDERZERAL T LEEL,
Use an image we provide.
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*RIAEEGRHFAEFMECABRVEE TR BEICETROCVHZANTSEZL,

O BRREHEOFMMCEODVTRBENBET. ZRLTSEZ,
Please see the attached sheet for detailed procedures for obtaining the image.

LA E End of permission
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FormB BREHFHZOHEMICOVT

ERREH‘FHEEOFMACOWVT

Procedures for providing the image

To: YOURNAME &
From: HR#E

rev. 04/03/09

Download an editableform

(MSWord)

*ZYHITHEEOOICVEHEANTLSEE, Check appropriate box(es).

1. RBHTEDEEKIC DUV T Type(s) of image available :
o$1Z—Color ; oH 2 Black and white

07> & )LE & Digital image 7 7 4 )L Fileformat :

ORI T A4INAL (F1—7") Transparency ; D#fE 1 E EE Paper photograph

DEFEE (B) ICREED LA HMY A S DBBRIERDFFA

Permission for scanning the image from our publication specified as (B) in the request

form
O = (SR A E A photograph needs to be newly taken.

2. BEBOZE Sending theimage

DE&IE C DAREICEFH LU F9. Theimageisenclosed here.

DERBEFHRE FAREOIE—ZRX

[Z38TT

(BB EMSE) ETHSLEHTHRIALLEZV,
Further action needed for obtaining the image; contact the above person with a copy of the

permission.
DE & IEREPFEVE T, Please return the image.

3. B¥ Fees
DEHIFER T, Nofeesfor lending theimage.

o UEBOEREN DAV ET, Rembursement of postage will be requested.
o ULEHBEGREEBN AN V) E T, Duplication cost will be charged.
EHIEBER T, BEBEN DN ET, Feeswill be charged for lending the image.

BrTOEFHEHE
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Estimated approximate amount in total
AEFE RILOBEREMNZTZL TS EE W, Inyenorindollar?

4, BENFFEL ZBE NiEE T E Method for money transfer
oOLPY R A—R (TEEED—ROER) Credit card
DER1TOEHRIA K ( FEAEFFESREICHIEC ) Bank transfer (Details specified in the bill)
OF DDIEE FHE Other. Please specify: SRS EE LY,




