NCC Image Use Protocol Guide: Permission Request Templates

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

v Individual (Website) — Cover letter
[Download an editable letter (MS Word)]
v"Individual (Website) — [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-Website-CoverLetter.doc
http://www.nccjapan.org/imageuse/word/Individual-Website-FormA.doc
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Download an editable letter
UNIVERSITY LETTERHEAD (MS Word)

NAME OF AUTHOR
ADDRESS

H{JDate(YMD) : YYYY £MM ADD 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,
I am a [YOUR TITLE] in the department of [YOUR FIELD] at [YOUR UNIVERSITY NAME].

< M E. [If applicable][YOUR CONTACT’S AFFILICATION] @ [YOUR CONTACT’S NAME]
DN T, ECOBBEADIITHA NIEAOERORRBEFITZMBEVN L
E<BEREHEYYVELERLIE,

[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 in my Website
administered by our institution.

MER B OFME B "TRRBEICOVWT, FormA ICRREhTHE 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-Website-CoverLetter.doc
http://www.nccjapan.org/imageuse/word/Individual-Website-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]
TH, HEFDENEBED DL 7L NTIDT, BEEHAHNEICELEL TTHE

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

BMELVWECAREBBTIN, ESFRALLBEBVARL LITET,
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 RRBRICODVWT 1/4 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 :

P E #4 B9 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 :

BAOTRO)OERORURERO VI THA MOICERET D EEZIHFATTEVE
FTROBEVEHL ETFERT,

I am applying to obtaining permission to reproduce an image of the following your work (b)
in my Website, 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) BRFENDV T /Y4 N  Details of the Website
1. 7 I 7 R—2 OEEAuthor of Webpage : YOUR NAME



http://www.nccjapan.org/imageuse/word/Individual-Website-FormA.doc
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2. R—ZT M HEF Name of the Webpage, or the name of Website which includes it (in

language used) :

E5E D BZAFEER The above name in Japanese :

3. DI7H A NEZREHEE Name of institution of Website :

BYELZH & THELE S Institution’s contact information :

4. BEF EHI A Expected period of posting :
F A H -~ F A H

5. #8#EFET RL A Provisional URL

6. IHE D XIFR We plan to use the image : (Check appropriate box(es).)

044K Whole ; o#84 Partially ; ofR5E L THIA With editing
(Attach a rough sketch if partial or edited use)

7. .2FIRIE Accessibility : (Check appropriate box(es).)
o—f#% 238 Publicly accessible ; 0/Y AT — RTF U AEE Password protected

d) ZCHFTVELET3BE0EBRAFFE
Desired method to obtain an image in case permission is given (Check appropriate box(es).)
DZEE SPECIFY THE TITLE A5 DERER

Scanning the image from the author’s book

ORFEZEEMDIBIEYH, S DEEIER SPECIFY SUCH PUBLICATION

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

PUBLICATION

oI 7% 4 N (URL__ SPECIFY Web address ) (B E S EA
Download the image on the Web page

DfEROFTE#ES _ SPECIFY Museum, etc. NS OEBRAF

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
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Form A BR#BRICOWVWT 34

07 X LB Digital image L0 7 7 4 )L Desired file format :
o/RT 7 4 )L LT 1 —7 Transparency D#f )5t & B E Paper photograph
F A 7% B BEHWhen the image is needed : YYYY MM ADD H

LA £ End of request

2 . FREEE Permission

£ A B Date (YMD) : F A H

fiK%8 H [Date of request]  YYYY #FMM ADD BT _L5E(a) YOUR NAME in
katakana KVWEKEOH 2 - LEO)OROERORMmE LEECDOV T TH A MIB

HId_ZzE/LET,

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

{E& K& Author’s name :
% O—~ = Author’s name in alphabet :
£FFO— N = Address in alphabet :

E4 (O—X%F) Signature :

E i S e i e i

B2H, MACMULTIUATOZEZBTFLTLSEEY, (ZHIHIEBICVHZANTLS

2EV, )
Conditions below should be observed. (Please check appropriate box(es).)

0 RRBRICHE>TE., FROBESLVEEOHIZBTERISBE. VI /Y

1 MCHHREITR &,
Website must contain written acknowledgement of permission for use.

0 RETNERCFBHET RLAZHEZICEATD L,
Posting must be notified to me with Web address.
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O

HICXHEFGNESEE<EEY, (AFXBTEHEETT, )
Please specify if there is any other condition. (This may be in Japanese.)

* FRTAYEBAICOVT (EHEITBREBICVEHIZANRTLSEZL, )
The image you may use (Please check appropriate box(es).)

[m]

KIEE)ICIERDEFED S DEBRIEK

Scanning the image from the author’s book specified in (d) above.

Rz EMtnBRYNH S OERER ( BENZEETEV, BAFLO—NZFET

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

JI7HA4 KM (URL ) ICIEBEOEREM
Download the image on the Web page at (URL)

EmOFEHE (MBS Z AAFE L RBFTLRIONZTHEELLEEZY)

S BEIROAF

Obtaining the image from the organization which owns the work

TROEZZRME A publication-ready image will be provided :
0512 —Color 0B & Black and white
07> &)L E& Digital image 7 7 4 )L File format :
oRZ 7 4 )L Ls Transparency o#f )5t & B E Paper photograph
*RMEE
DB F C DEREFICEF LTI, The image is enclosed here.
DE & IFIREIFELVE T, Please return the image.

LA £ End of permission



