NCC Image Use Protocol Guide: Permission Request Templates

Institutional (museum, temple, library, etc.) holdings: Permission regarding
iImage of awork in their collection

v Ingtitutional holdings— Cover letter
[Download an editable letter (MS Word)]

v Ingtitutional holdings—[Form A] Application for permission
[Download an editable form (M S Word)]
Application for permission of image use of the work in their collection. While many
works/objects held in museums and temples may be out of copyright protection, their
ownership still matters.

v Institutional holdings—[Form B] Procedureinfor mation
[Download an editable form (MS Word)]
Information on proceduresin detail for lending the image. Many museums just “lend” images,
and you are often required to return them.

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

UNIVERSITY LETTERHEAD

NAME OF INSTITUTION e
ADDRESS

H{ Date(YMD) : _YYYY & MM_HA DD _H

Dear [ADDRESSEE]:

HE RYIBHOEEBEUVRLLETFERY,
| hope this communication finds you well.

FAlE, [YOURUNIVERSTY NAME] T [YOURDEPARTMENT] @ [YOURTITLE] ZL T&

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

Z MEE, [If applicable] [YOUR CONTACT SAFFILICATION] @ [YOUR CONTACT SNAME]
FEDZ T, BEICHBENTEY ETIERORRBEFTZRFV L ES<ERZ

BEVYOVWELELE,

[If applicable] On the introduction of [ CONTACT SNAME AND AFFILIATION] | have taken
the liberty of writing you to request permission to reproduce an image of awork held in your
collection in my publication.

BREEOFMIEBED "HARAARRFEE- AREL FomA LR THYNET., FA
EL-E( \/\7"_7_ L‘)‘%%AL F%IDJU*UFHE( EFIHHE m. EJ 1§¥G) r2 E(wu =

ﬁéﬁﬁtﬁlb‘giﬁﬁbﬁVbi?o

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

FRAVA(HFE ) OHBRETE, RIROBAERAICEL TEHEICIDEBEZLEEL
THEYNEY, &z, EHLCREBBNZVEEDEETIET, COREBIERBVLLE
REONTRBE<EERTEOEBEZHBVABLETFET,


http://www.nccjapan.org/imageuse/word/Institutional_holdings-CoverLetter.doc
http://www.nccjapan.org/imageuse/word/Institutional_holdings-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(NFHR ) OHBRETRERFZOEENI VER O, SR BHEMETHE

BLULTHENERT, BMICBZD>TVRINFESTITHESEZL,

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

CEBVLEEWE Form A THEBIFIAARRRS AREL ("1 BBFELHLV T2 .
AREL ODAAEZEXRERT 4 R—D ) &, TRICHTT, BEFRLETI7YIR
TIREKEEVW . BFEBLETAH . [DEADLINE] ETICHREYLKEETDELS5BHEL

BLEFERT,

| would be deeply grateful if you could send Form A ([4] pagesin total including application
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

EFI% HEER EE&D V) \1\7“-7_<|§$(rus @H&Etﬂ?ﬁé 0)n¥fﬁﬂfl(,:’.)\,\'( ( Form B ) @’%%ﬁ%

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

[1f applicable]
CDE@MDIEBIZBHE), FAEEDNEEFERESMICH N ELLESTHR<SEE
VWETEASHHEVVELET,

Isthere any other party or right holder fromwhom | should obtain permission for use of this
image?
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[1f applicable]
B, HRTEDE DIXIFEEFZMNL IR TOEZNETT DT, EREFHZIZEL

ELTRIHEVEETXTELES, BEVAEL LIFEXT,

Finally, because thisimageisto 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., ESFRALLBBVAHL EITET,
| 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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Form A #BIRIAEAZHER- £RE 14 Download an editable form
(MSWord)

BRUMNAERERFE KRB

Application for permission to use image of awork in the collection

1 . BBFEEF Application

FRiEi#E & Name of ingtitution : 1 b
FRESEE X AT Address :

£ A B Date(YMD) : F A H

(a) BBFEE KR Applicant’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 :

BECAEENTHEYERITEO)OEROERZCOHRIICEHTIHTEHHE

WELERT,

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

b) ERBB LT EMES

The name of the work and/or catalog number of the work :

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


http://www.nccjapan.org/imageuse/word/Institutional_holdings-FormA.doc
http://www.nccjapan.org/imageuse/word/Institutional_holdings-FormA.doc
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Form A RBIRIARARPER- B/ 24

(c) BBMFEDEMRYWEFM Details of the planned publication

1.
2.

5. HARFESF A Expected date of publication :

. HihR#t & Name of publisher :

# & Author of publication : _YOUR NAME

ERFRLRIRBUYEBB IO HRF/E(HRSFEIC KD RAET)
Title of the book, or titles of paper/article and journal/anthology which includeit (in
language of publication) :

E5E D BZAFEER The abovetitlesin Japanese :

. 2 ¥ 2 )L Genre : (Check appropriate box(es).)

DZ 732 E Scholarly monograph ; 02 &l& Textbook ; 0¥ Mt Other

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

6. TENR— B Approximate number of pages : R—

10.
11.
12.

13.

. X8 & 9% FiE Expected readership : (Check appropriate box(es).)

024 Students ; 032 & /E PIR Researchers/specidists ; 0—f% General public

. BR55 1% Salesregion : (Check appropriate box(es).)

ojt>K North America ; o3 FRE % L No regional limits

. KR 2 &€ Publication format(s) : (Check appropriate box(es).)

o0& %E Book form ; 0&E F kR Digital publication( & media )
0% Ot Other
F1TERE Number of copies :
¥ XE i #& Expected price :
E & 0 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
& Notes : [If applicable] possibility of reprinting or expanded publication etc.
1B 5 A EIE D EAEZE

d) ZEFAVLELETZEE0EHERICODVTORE
Desired image in case permission would be given
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Form A RBIRIAARPER- B/ 34

1. HRF OB Requesting apublication-ready image : (Check appropriate box(es))
0$)Z—Color 0HZ Black and white
07> X )LE R Digital image FED 7 7 4 JLF X Desired file format :
oRT 7 4 )L LT 1 —7 Transparency D#E %t & EE Paper photograph

DUTORE VJI7HA NEEQBEYHD S ODEBRERDEFT _CITATION OF
SUCH PUBLICATION or WEB ADDRESS

Permission of scanning the image from another publication such as catalogs or
downloading from Web _CITATION OF SUCH PUBLICATION or WEB ADDRESS

OF7 7= IR ¥ & % £ Wants to take new photographs
2. FAFHLEEH Whentheimageisneeded : YYYY # MM A DD H
3. FL 92 HAHM Desired period of borrowing theimage : i’ /Weeks

A £ End of request

2 . AFE®E Permission

% A B Date (YMD) : F A H

FA5E H[Date of application] _ YYYY £ MM A DD B TLEHEEE@ YOUR

NAME in katakana KVEBEBEOH > HEFEBO LEO)OERDOESRZ LEE (D
HiciBEITd & xFA&RBLET,

Thisisto give the above applicant (a) permission to reproduce an image of the above work (b)
held in our collection in the applicant’ s publication stated above (c) as requested on _DATE OF

REQUEST .

FrEE® Name of institution :
HEWEER FIEO—YZF Inditution’s name in English or romaji :

FREREE{E AT ( O—~N F ) Address (in romaji) :

824 & & Name of the person in charge :

B ELZ (O—NF ) Nameof the person in charge (in romaji) :
BEFENER (O—~F ) Signature of responsible person :
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Form A RBIRIARRPER RBE 44

BEFER OO—NFXKT Responsible person’s namein print :

 k k k k k k k k%

BE, MACBMULTUATOZEZBTFLTILKEEY, (RHIHDEBICVHZANTL

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

O

MALCHE>TRERNYUEOHBTHDE. BREERYICHRE TS &,
Source information of the work must be appropriately acknowledged in the publication.

EHEFHS & & HHIM When theimage is available and how long :
F A B ~ F A H

BEERDTTORICESRERY Z HMATRD L,

Please send copies of the publication to our institution.

HICZRENHBNEREELEEY, (BEXEBTEHEETT, )
Please specify if there is any other condition. (This may be in Japanese.)

*RIEEHFREFHECABRVLELETRFECE TR VEHZANRTSEEL,

O

BHOFEMICOVTRBIE HYET, SRBLTLSEEY,
Please see the attached sheet for detailed lending procedures.

LA E End of permission
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FormB BHEFHE OFMEICOVT Download an editable form
_ _ (MSWord)
BEHFHZOFMICOVT
Procedures for lending the image
To: YOURNAME ¥k
From: ArEtEES

*ZYHITHEEOOICVEHEANTLSEE L, Check appropriate box(es).

3.

BELHLTESEBKRICDOWVT Types) of image available :
0f1Z—Color ; oH 2 Black and white

07> & LB Digital image 7 7 4 )L Fileformat : :
ORD T4 L (F21—7") Transparency ; D4 E B E Paper photograph

DHRFBEEICREORFRE E/E YD S OERIERDOFFT

Permission for scanning the image from another publication specified in the application
form

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

BHROEE Lending theimage
DE&IE C DAEAREICEFH LU F9. Theimageisenclosed here.
@EE?%&T‘.%W;WEKM Eo)jt 75_"77@7{. L:;ETT

(J_,%ﬁﬁHIFﬁ%) FTTHSLEHTHEHRIAKLSEZ L,

Further action needed for obtaining the image; contact the above person with a copy of this
permission.

DE & IEREPFEVE T, Please return the image.

Fl& Fees
oEHIF R T, Nofeesfor lending theimage.
o UEBOREN DAV ET, Rembursement of postage will be requested.
ofeEUEHEGRREEBN DAV ET, Duplication cost will be charged.
nEHEFEERT, BERNI DN KT, Feeswill be charged for lending the image.

BLETOETEHE
Estimated approximate amount in total



http://www.nccjapan.org/imageuse/word/Institutional_holdings-FormB.doc
http://www.nccjapan.org/imageuse/word/Institutional_holdings-FormB.doc

Institutional holdings— Form B: Procedureinformation

rev. 04/03/09
Form B BHFHEE OFMICOVT

AEEERIOBEEEMZTZL TS EE L, Inyenorindollar?

4. RENFKEL HE DE LT % Method for money transfer
oLV N A—R (HAEBEN—ROEE) Credit card
DERITOEIRIA K ( FEAHEFESRE(CHHEE ) Bank transfer (Details specified in the bill)
OFDDIEEFE Other. Please specify: RS & L\,




