NCC Image Use Protocol Guide: Permission Request Templates

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

v Individual — Cover letter
[Download an editable letter (MS Word)]
v" Individual —[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.

Notesto fill in thetemplates

All sample cover letters are bilingual (Japanese and English) in order to facilitate
communication. Usually Japan side prefersto receive lettersin Japanese, and North
American publishers accept only English-language documents. Bilingual formsaim 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
itemstofill 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/Individual-CoverLetter.doc
http://www.nccjapan.org/imageuse/word/Individual-FormA.doc

I ndividual — Cover letter 1/3 rev. 04/03/09

Download an editableletter
UNIVERSITY LETTERHEAD (MSWord)

NAME OF AUTHOR
ADDRESS

H{J Date(YMD) : _YYYY £ MM A DD H

Dear [ADDRESSEE] :

HE RYIBHOEEBEUVRLLETFERY,
| hope this communication finds you well.

FAlE. [YOURUNIVERSTY NAME] T [YOURDEPARTMENT] ® [YOURTITLE] ZL T&

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

D, [If applicable] [YOUR CONTACT SAFFILICATION] @ [YOUR CONTACT SNAME]
DT, HIRFEDHROEECELDERORRBHFAZMBL L Z<ER
EHEVVELEL 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.

HKIEABOFEMEBE "RRBHEICOVTL FomA ICREhTE Y ET, RRERAZS
AEVWELEGRHECE,. "RREBERICOVWTL #¥0 "2 . AHFE XSEMAICRKEA

L. ZBREZHBEVWLET,

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.

TRUA(HFS ) OERETE, RIROBHEAICEL TEAICIDEFELEEL
THEYVET, Fio, EAICBEN BV EEHNEEhET, CORZIEBRBVLLEE, #H

TR IBEZHEBVARALLETFERT,

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


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

R, FRAVA(HFE ) OHBRETREREZOBENI VER LS, EREBHEMETHE

BLUTHENET, AMICBE>TVERINESEFITHSEEL,
These documents are bilingual because American (Canadian) publishers need English language
documents. | greatly appreciate your tolerating this inconvenience.

CBAVEEWVWE ForomA TRRBEICOVT, ("1 . KEE, SRV T2 | EFEE,
NDAFEEHREBTUIR—D ) &, TRICHTT, BFEFEEF T 7Y VATIREL
EFEVW, BFZ2HLUETAH, [DEADLINE] ETICHREYLKEEDELSBEVEHEL EIFE

EE

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

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

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

E X—)L Email address : _ YOUR EMAIL ADDRESS

[If applicable]

ZHB, 1EmDERHIZETERICIEBFTEMIEL THEVFET,
| have sent a request for permission to the publisher of your book as well.

[1f applicable]
CDEGDIEBIZB LV, FAEFENEEFEEREIIZH ) ELESTH S EE
VETEASBHEVVELXT,

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

[1f applicable]
ZH, YR FEZSFZMLIRICL 2 TPEHATE NS ZMETI DT, EEREF
BEIZBLELTCHENELETETLS, BEVFEL LIFET,
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Finally, because thisimageisto be used in a scholarly publication with a small number of copies
and is not primarily intended for profit, | would greatly appreciateit if you could waive any fees
associated with the image’' s use.

BIELVECAREBBTTH, E5FTLBLBBUAL LFET,
| thank you for your attention to my request despite what | am sureis abusy schedule.

YOUR SGNATURE
YOUR NAME IN PRINT and in KATAKANA, if possible
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Form A RRBEICOWVT 15 Download an editable form
(MSWord)

REBELCODWT

Request for permission to use image

1 . kT Request

#EE KA To (Author's name) : B
P Address :

£ A A Date (YMD) : F A H

(a) #KFE&E K& Requester’sname : _YOUR NAME

YOUR NAME in katakana

{£PF Address :

FrE# B9 Affiliation :

B - =PI Title/ Specidlity :

& 5% Telephone number with country code :

7 7 ¥ 2 A Fax number with country code :

EX—J)L7 RL A Email address :

BEFOTERO)DERORRZILDHMYC)ICHEHEIZDCEZIHFATEVERT LS

BEVEAELEFERT,

| am applying to obtaining permission to reproduce an image of the following your work (b)
in my publication, as detailed below (c).

(b) RO EREH LTERZRET D IEHR

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

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

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



http://www.nccjapan.org/imageuse/word/Individual-FormA.doc
http://www.nccjapan.org/imageuse/word/Individual-FormA.doc
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2. EBFRERRUEBBLTBHF/BHREFIC LD RE)
Title of the book, or titles of paper/article and journal/anthology which includeit (in
language of publication) :

52 ® BZAEEER 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 :

HYFEEE B O K CTIELL L Publisher’ s contact information :

o

H R F £ B Expected date of publication :

o

FENR—Z ] Approximate number of pages : R—
7. W& & T BFHE Expected readership : (Check appropriate box(es).)
024 Students ; Offf 32 & /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

d) ZEFAVELE G258 0BBAFFE
Desired method to obtain an image in case permission is given (Check appropriate box(es).)
nZ&EE SPECIFYTHETITLE A5 DERER

Scanning the image from the author’ s book
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DRBFREMOIBERYH S ODEBER  SPECIFY SUCH PUBLICATION

Scanning the image from another publication such asacatalog _ SPECIFY SUCH

PUBLICATION
o I7H 4N (URL __ SPECIFY Web address ) (B ESEH
Download the image on the Web page
ofEm O FIE#ERS  SPECIFY Museum, etc. HASOEB/AF

Obtaining the image from the above organization which owns the work
oA EEORMEZSFEV WL ET, | 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> & )LEE Digital image FELED 7 7 4 JLF K Desired file format :

oRT 7 4 )L LIF 2 —7 Transparency o#f )5t & B E Paper photograph
) # 2 BFHA When theimageisneeded : YYYY # MM _ A DD H

A £ End of request

2 . AFEE Permission

£ A B Date (YMD) : F A H

k%8 A [Date of request]  YYYY # MM HB DD BffWHTLFE(a) _YOURNAME in
katakana SWEKEOH > - LEO)OROERORRZE LEE(C)D HRYIICIBRT S

CEEFFHELET,

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) asrequested on _ DATE OF REQUEST .

YE& K& Author’s name :
F#& O—~ = Author’s name in alphabet :
{£PTO— < & Addressin alphabet :

% (O—Y%F ) Signature :
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* k% k k k k k k * %

B2H, MACBMULTIUATOZEZBTFLTLSEEY, (ZHIHIHEBICVHZANTL

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

0 RIRBBICHE>TE, EROEBESLVCBEOF T ZETEHTZE., HRWIC
BRI &,
Publication must contain written acknowledgement of permission for use.

o BEERDTITOHICE SR % WENTD &,

At time of publication, __ copies of this publication should be sent to me.

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

* FRATSEBICOVT (EZHITIEBICVHZANTLSEZLY, )
The image you may use (Please check appropriate box(es).)

0 KEEW)ICEHOEFED S OEBRER
Scanning the image from the author’ s book specified in (d) above.

0 RESEMOBEYH, SOEREK (BEWZEETE VW, BFAFLO-NFT

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

o JI7Y%4 KN (URL ) ICIBE O E &
Download the image on the Web page at (URL)

0O EmOFTEEE (FTBMEEZBEABERFILEO—NFTHEEESLEZL)

NSERDAF
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Obtaining the image from the organization which owns the work

0 FEOEBRZRM A publication-ready image will be provided :
012 —Color  oH 2 Black and white
072 X )LE & Digital image 7 7 4 )L Fileformat :
o7R> 7 4 )L Ls Transparency D#f 4t & B & Paper photograph
*RMESE
DE&IE C DAREICEEH LU FF. Theimageisenclosed here.
oE & IEREDFEVE T, Please return the image.

LA £ End of permission



