NCC Image Use Protocol Guide: Permission Request Templates

Individual (author, artist, photographer, etc.): Permission regarding
image of his/her work

v Individual (Promotion) — Cover letter
[Download an editable letter (MS Word)]
v"Individual (Promotion) — [Form A] Request for permission
[Download an editable form (MS Word)]
Request for permission of use of image of the individual’s work. The individual
may also be relevant to the ownership of the image itself.

Notes to fill in the templates

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.

e Fillin the “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.

e 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/Individual-Promotion-CoverLetter.doc
http://www.nccjapan.org/imageuse/word/Individual-Promotion-FromA.doc
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Download an editable letter
UNIVERSITY LETTERHEAD MS Word

NAME OF AUTHOR
ADDRESS

H{¥Date(YMD) : YYYY MM BEDD H

Dear [ADDRESSEE]

HE RIIBHOEEBETHRULLETFET,
I hope this communication finds you well.

FAlx. [YOUR UNIVERSITY NAME] T [YOUR DEPARTMENT] @ [YOURTITLE] 2L T&

V)JET [YOURNAME] EBBLFET,
| am a [YOUR TITLE] in the department of [YOUR FIELD] at [YOUR UNIVERSITY NAME].

— MDE. [If applicable][YOUR CONTACT’S AFFILICATION] @ [YOUR CONTACT’S NAME]

FEDZ#E7 T, FhE € M [choose appropriate one and cross out the other] (L)BE2Q)KEE

DEANERICEFDERORMBEF T ZMBUVW L E<BRESEYVIZLEL L,
[If applicable]On the introduction of [CONTACT’S NAME AND AFFILIATION] I have taken

the liberty of writing you to request permission to use an image of your work for promotion of our
[choose appropriate one and cross out the other] (1) museum exhibit (2) library holdings.

MEA B OFME B "TRRBEICOVWT, FormA ICRREhTH W E T, RRERAZC
AHVEEETPBECE. TRBRICOV T, #¥0 M2 AHE, RUBFRCTA

L. ZBREZHBEVWLET,

The details of my application are written in Form A, “Request for permission to use image.” 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.

TRXUA(HFE ) OFMEETE. RIROBHERAICEL TEAICIDEBELEE
LTHENET, e, SHICEBBNBVEEMETNETT., CORZIEBVLELE,

RETHES BB ZHSBVHAL LT XRT,

American (Canadian) academic institutions require written permissions regarding image use. A
written permission will not be effective if there is no signature. It would be deeply appreciated if


http://www.nccjapan.org/imageuse/word/Individual-Promotion-CoverLetter.doc
http://www.nccjapan.org/imageuse/word/Individual-Promotion-CoverLetter.doc
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you would extend your understanding of this North American practice and provide the signature
of the person issuing permission instead of a seal.

T, TFRVA (DT ) OFHBBETEIRFOBENI VER LS, EHREBEEMET
FERLTHVET, BHELCBE>TVRINESTITHESEEL,

These documents are bilingual because American (Canadian) academic institutions need English
language documents. I greatly appreciate your tolerating this inconvenience.

CBRBVWEEWVWE Form A TRRIBEICOVWT, ( "1 . KBS LV T2  EBEE,
NDAFEEHREBTHUIR—D ) &, TRICHTT, BFEFLEEF T 7Y VATIREL
EFEW, BFEZEBLEXTH, [DEADLINE] ETILHBREYLKEEDRSBEVEL LEITE

ERD

I would be deeply grateful if you could send Form A ([4] pages in total including request and
permission parts) to me by fax or post by [DEADLINE].

K #&Name : YOUR NAME
{FrAddress : YOUR ADDRESS

7 7 ¥ 2 AFax number : FAX NUMBER WITH COUNTRY CODE if international call

COHICETARIERLE., TENFEX—ILTTRSTUCSBLVVELET,
If possible, 1 would like to use email if any communication regarding this matter is required.

EX—JLEmail address : YOUR EMAIL ADDRESS

[If applicable]

ZH, E@DLIRIHICZE[FTEICIERFTFTEMBEL THVET,
| have sent a request for permission to the publisher of your book as well.

[If applicable]
CDE@MDEEIZH L), FAERDINEERFEEEIMICH N ELIESCHRSIES
VETASBHENVELXT,

Is there any other party or right holder from whom | should obtain permission for use of this
image?

[If applicable]
BH, HFEFDEZNHBEDENENTIDT, BREFHZIZELFEL TIHEVEL

(7ETLS, BEVEL LIFXT,
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Finally, because this image is to be used in promotional materials of a scholarly institution not
for profit, | would greatly appreciate it if you could waive any fees associated with the image’s
use.

BILLVWECBRERMBTIAN, ESTELBLLEBVALLETRT,
I thank you for your attention to my request despite what | am sure is a busy schedule.

YOUR SIGNATURE
YOUR NAME IN PRINT and in KATAKANA, if possible
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Form A RRBREICDOWT 15 Download an editable form
MS Word

RERBBHRILCODWVWT

Request for permission to use image

1 . fK3EE Request

#E& K% To (Author’s name) : B
{£FT Address :
£ A B Date (YMD) : F A H

(a) #k3EH KB Requester’s name : YOUR NAME
YOUR NAME in katakana

{£7F Address :

FrIE# B3 Affiliation :
Bi#& - EPF Title / Speciality :

& 55 Telephone number with country code :

7 7 ¥ 2 A Fax number with country code :

E X—)L 7 RL A Email address :

BEROTREO)DEMORRZECNEAERCHERIZDEZHATEVRT LD
BEVEBLEFERT,

I am applying to obtaining permission to reproduce an image of the following your work (b)
in our promotional materials, as detailed below (c).

(b) AIRDEREBEHS L TERZERET D IEHR

The name of the work and any information to identify the work :

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

(c) BEFERANEROFFM Details of the planned promotional materials


http://www.nccjapan.org/imageuse/word/Individual-Promotion-FormA.doc
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FEE O TEE D [choose appropriate one and cross out the other] () BELQ)REENDEHNE
#} For promotion of our [choose appropriate one and cross out the other] (1) museum exhibit
(2) library holdings.

1. RAEROMERE Name of promoting institution

BLHEZH K UEHE S Name and contact information of person in charge :

2. N T %E D Promotion of (name of exhibit, holdings, etc.) :

E52 D BZAFEER The above names in Japanese :

X8 Expected audience : (Check appropriate box(es).)
024 Students ; DffFFE&E/EPFIZR Researchers/specialists ; 0—f% General public
3. RNHIBE/SH Period of promotion :
F B H -~ F B H
4. RAFE Media of promotion (Check appropriate box(es).)
DI 7% 4 N Website
BEFET KL A Provisional URL

O7R A X — Posters : BYEMEX No. of copies

o/N>>7 LY N Brochures : #EMEL No. of copies

oDVD : S&EZRER No. of copies
5. EROEA Use of the image : (Check appropriate box(es).)

044K Whole ; 0EB8% Partially ; o#mEE L THIA With editing
(Attach a rough sketch if partial or edited use)

012 —Color cHE B&W ; 02 ¥ 7 ¥ K Jacket ; 01 R— K Full-page size
6. fE# Notes :

d) ZEFAVELE TR EE0EBAFTE
Desired method to obtain an image in case permission is given (Check appropriate box(es).)
ol &% SPECIFY THE TITLE A S OEREK

Scanning the image from the author’s book
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ORFEZEEMDIBIEYH S DEEIER SPECIFY SUCH PUBLICATION

Scanning the image from another publication such as a catalog SPECIFY SUCH

PUBLICATION

oI 7H 4 N (URL__ SPECIFY Web address ) (B ESEH
Download the image on the Web page

ofEmR DO FTEEBES _ SPECIFY Museum, etc. HASOEB/AF

Obtaining the image from the above organization which owns the work
oHRADESOREZSFEV WL ET, | would greatly appreciate if you could

provide an image good for publication : (check appropriate box(es))

057 —Color 0H 2 Black and white

07> & )LE & Digital image FE N 7 7 1 JLF I Desired file format :

o/RT 7 4 )L LT 1 —7 Transparency D#f )5t & B E Paper photograph
R A F LB HAWhen the image is needed : YYYY #MM HADD H

LA £ End of request

2 . AEEE Permission

% A B Date (YMD) : F A H

fiK%8 H [Date of request] YYYY #FMM ADD H{F T _L5E(a) YOUR NAME in
katakana KB OH 2 - LEO)DRDERORRE LEBCNDRAERICERT

DLEEABLET,

This is to give the above person (a) YOUR NAME permission to reproduce an image of
my work, above (b), in the promotional materials stated as (c) as requested on DATE OF

REQUEST .

fE& K% Author’s name :
& 0O—~ = Author’s name in alphabet :
{£PTO— < = Address in alphabet :

2% (O—Y%= ) Signature :




Individual-Promotion — Form A: Request for permission 4/5 rev. 04/18/09
Form A RRB®EICOWVWT 4/5

R S S i

BH, MACBMULTUATOZEZBTFLTLSEEY, (ZHIHIEBILVHZANTL

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

O RIRBHICH TR, FROFESIVEZEOHITZ/TERTHE. BHYIC

ARt g2 &,
Promotional materials must contain written acknowledgement of permission for use.

0 JI7ECBBENLGEEICEBEAR—ZOTRLAZEAFICBHATR L,
Posting on the Web must be notified to me with Webpage address.

0 RANERTEROIICEYZERZ WiEfHTD L,
copies of each promotional material should be sent to me.

0O fICREIrGEBEELSLEETY, (BXRETEREETT, )
Please specify if there is any other condition. (This may be in Japanese.)

* FRTAYEAICOVT (ERHEITBREBICVEHIZANRTSEZL, )
The image you may use (Please check appropriate box(es).)

O KBEG)ICREOEED S ODEBRER
Scanning the image from the author’s book specified in (d) above.

0 BEEEHOBERYS S OESER (BRYESKETE W, BAZEO—TFET

BEEEEY, )
Scanning the image from another publication such as a catalog (Specify publication.)

o DI7H%4 KN (URL ) [CIBE O E &
Download the image on the Web page at (URL)
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O EmOPTEME (FTBMERZ BRFLABRLEONFTHEESLEZY)

S EROAF

Obtaining the image from the organization which owns the work

o TEOHEEZIRME A publication-ready image will be provided :
07 —Color  oH & Black and white
07> & )LE& Digital image 7 7 4 JLF File format :
o/RT 7 4 )L L Transparency o4t & B & Paper photograph
*RMEE
DE&F C DEFEEICEF L EFI, The image is enclosed here.
DB IEIREFEVE T, Please return the image.

A E End of permission



