NCC Image Use Protocol Guide: Permission Request Templates

Publisher: Permission for use of image from their publication

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

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 Fill in the top part of [Form B] (the rest to be filled by the respondent).
e 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-Website-CoverLetter.doc
http://www.nccjapan.org/imageuse/word/Publisher-Website-FormA.doc
http://www.nccjapan.org/imageuse/word/Publisher-FormB.doc
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Download an editable letter

(MS Word)
UNIVERSITY LETTERHEAD

NAME OF PUBLISHER e
ADDRESS

H{¢ Date(YMD) : _YYYY #£ MM _A DD _H

Dear [ADDRESSEE]:

B RRIIBEHEOEEBEUVRULLEITET,
I hope this communication finds you well.

FAlE. [YOUR UNIVERSITY NAME] T [YOUR DEPARTMENT] @ [YOURTITLE] ZL T&

\)&EJ [YOURNAME] £EBHLFT,
I am a [YOUR TITLE] in the department of [YOUR FIELD] at [YOUR UNIVERSITY NAME].

Z DE. [If applicable][YOUR CONTACT’S AFFILICATION] @ [YOUR CONTACT’S NAME]
BEDZHEN T, BEERYICEHEENTEYETIRRICOVT, REEO#BOIT T

HANIEFDERORRBEFTZMBV L E<BERZHEYVELEL I,

[If applicable]On the introduction of [CONTACT’S NAME AND AFFILIATION] I have taken
the liberty of writing you to request permission to reprint an image in one of your publications in
my Website administered by our institution.

MERABOFMEBE "RRBHEICOVT, FOmAICRERENTBYET, RMEAEZ
AEVEETZBACR., TRIRBRICOVT, B¥0 M2 . FEE, ZUBFICEA

L. ZEBEZH8RBVWLET,

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.

FAVA(AFE ) OFMEETEIRROBIAICEL T, BETEEHEED "51A,
ICEEBDROBIFBETH>TH, EHICKRDIAFREXEELTHYET, £, EAL



http://www.nccjapan.org/imageuse/word/Publisher-Website-CoverLetter.doc
http://www.nccjapan.org/imageuse/word/Publisher-Website-CoverLetter.doc
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EENBVEENEETNET, CORECEBMBVELE, BHTELKCEREZBEVEH

LEFRT,

American (Canadian) academic institutions require written permissions regarding image use even
in cases of “quotation” in Japanese Copyright Law. A written permission will not be effective if
there is 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.

T, FTRAVA(HFH ) OFMBBETIRFOBTELIEVNTHEVLYD, BEHEG AR
METERLTHBNET, BYECEODTVRINESTITHESEEL,

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

CBRBVWELEWVWE Form A TRRIBEICOVWT, ( "1 . KBS LV T2  EBEE,
NDAFEEHREHRET 5] R—2 ) %, TRICHTT, BEFRLEFE T 7Y IVATIRIE
KEEW.BFEBLETH, [DEADLINE] ETICHBEY LK EETDLS5BEVEBEL LW

£9,

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

K% Name : YOUR NAME
1P Address : YOUR ADDRESS
7 7YX Fax number : FAX NUMBER WITH COUNTRY CODE if international call

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

E X—)JL Email address : _YOUR EMAIL ADDRESS

[If applicable]
BB, EFEETHIZEEICCARICEBATEFFL THI/ET,
| have sent a request for permission to the author, who is the copyright holder, as well.

[If applicable]
CDE@DEEIZH L), FUIERDINEEFEEEIMICH N EL1ESCHASIES
VETASBHENVELXT,
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Is there any other party or right holder from whom | should obtain permission for use of this
image?

[1f you need to obtain an image as well]
BHEEREN VEESBIC, RIREH Fhd& DFMIZ D0 TFormB DIFHEHE <
20,

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

[If applicable]
BB, FEFDZNHEED I T ANTIDT, BREFHEICEL FL TETEE

WEEWTETELES, BEVELLIFET,

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.

BILLWECARERBTIN, ESFLRALLBBEVRLLEITET,
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 RRB®ICOWVWT 1/4 :
Download an editable form

(MS Word)

RxE®ICO>WT

Request for permission to use an image from a publication

1 . fK3EE Request

i kR #t Name of publisher : M
Hi kit £ Fr Address :

£ A B Date (YMD) : F A H

(a) BAFEE KR Applicant’s name : _YOUR NAME

YOUR NAME in katakana

{£7F Address :

FRIE # B9 Affiliation :

B - ZP9 Title / Speciality :

E 5% Telephone number with country code :

7 7 ¥ 2 A Fax number with country code :

E X—J)L7 KL A Email address :

BHOUTOHBRYICEHEATHEY EITEOORRERDTITH A M)

AI322E0FAZHBVELET,
I am applying to obtaining permission to use the image printed in your publication (b) in my
Website, as detailed below (c).

(b) MAZHLT SRR Image to be used :
1. RARYERR B Z The name of the image/work :

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

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

EEIMmE Author/editor



http://www.nccjapan.org/imageuse/word/Publisher-Website-FormA.doc
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Form A RBRICOVWT 2/4

EF Title

1) —X % Series title, if applicable

H AR Year of publishing

KR Edition, if applicable

RRBER—H X RREFS The image number in page no.xx
R—JEHD EDK

) BRFED VI /Y4 N  Details of the Website
1. 7 I 7 R—2 OEE Author of Webpage : _YOUR NAME

2. R—Z M HEF Name of the Webpage, or the name of Website which includes it (in

language used) :

52 ® BZAFEER The above name in Japanese :

3. DI7H A NEREHEE Name of institution of Website :

HYEEH K VEL S Institution’s contact information :

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

5 BEFET RL A Provisional URL

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

o4k Whole ; oEf % Partially ; ofe& U THIA With editing
(Attach a rough sketch if partial or edited use)

7. .2FIRIE Accessibility : (Check appropriate box(es).)
o0—f% 2B Publicly accessible ; o/NXAT — RTF U= AEHE Password protected

(d) ZEFAVELETRIBEOERIE. (Check appropriate box(es).)
In case permission would be given,
nEHOHRYI(Db) HSEREERVEZLET,
I would scan the image from your publication (b).
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Form A RBRICOVWT 3/4

oHRADESOREZSFEVEL LIFE T, 1 would greatly appreciate if you could
provide an image good for publication : (check appropriate box(es))
051> —Color oH R Black and white
07> & )LE & Digital image LD 7 7 1 JLF K Desired file format : _

oRD 7 4 )L Ls/F* 2 —7 Transparency o}t £ EE Paper photograph
A A 7B BFHA When the image is needed : YYYY # MM A DD H
%29 % F A HIA Desired period for borrowing the image : 1B & /Weeks

Ak End of request

2 . AEEE Permission

% A B Date (YMD) : F A H

FA5E H[Date of request] _YYYY £ MM HB DD Bt TLEHFEH@) _YOURNAME in
katakana KYEEOH > EYHHHRYIEED LFEO)ORRZE EREC)ODI T T HA
NCIBEITDCEZHTILET,

This is to give the above applicant (a) _YOUR NAME permission to reproduce the

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

H R4t & Name of publisher :
XA F =& O— Y F Name of publisher (in English or Romaji) :

HAR#ERT ( O—<F ) Address (in Romaji) :

BZH DEBEE Name of the section in charge :
BHOHBL (HXFEFEO—YZF ) Name of the section in charge (in English or Romaji) :

B2 &F Name of the person in charge :
B2 #& & 0O — < F Name of the person in charge (in Romaji) :
E1F%& 084 0O— Y = Signature of responsible person :
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Form A RBRICDVWT 4/4

BEF& | O— N F&K5E Responsible person’s name in print :

EE I S e S S e

BE, MACBMLTIUATOZEZBTFLTIKEEY, (RHFIHIEBICVHZEANTL

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

0 MALCHE> TRRRFYEOERIICBEENCENOTHDE. VI TH AN
BRI &,
It should be appropriately acknowledged that the image first appeared in our Website.

0 RETNEHRCFBHET7 RLAZHEZICEATD L,
Posting must be notified to me with Web address.

o fICKErOhEEEELSLEEVY, (ARBTEHEBETT, )
Please specify if there is any other condition. (This may be in Japanese.)

* (/A T& B E& The image you may use :

o HMOERYI(Db) ASEREERL TEEV,
Scan the image from your publication (b).

0 HRICEFSHEARBRIDERZERAL T LEEL,
Use an image we provide.

*RIRESRHFREFHAEZCARVLEERFZBEICRE TR VHZANRTSEZWY,

0 EREHOFMACOVTRAEN B ERT. ZRLTSEEL,
Please see the attached sheet for detailed procedures for obtaining the image.

A E End of permission
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FormB EHERMHFHZOFMICOWVWT

Download an editable form

(MS Word)

ESRREHEFHEEOFMCOVT

Procedures for providing the image

To: YOUR NAME 53
From: Mk#E

*ZHITHEEOOICVEHEANTLSEE L, Check appropriate box(es).

1. RETEZEKRIC DL T Type(s) of image available :
0> —Color ; ©0H 2 Black and white

07> &)L E& Digital image 7 7 4 JLF3 File format : :
oRS 74 )L (71— ) Transparency ; O#EJ5%EE 5 & Paper photograph

DEREEE (B ) ICREBRO YL HRYA S DEGRER DA
Permission for scanning the image from our publication specified as (B) in the request
form

o - IS\ AT A E A photograph needs to be newly taken.

2. BEfBROZEST Sending the image
B OEAREICREEF L EI, The image is enclosed here.
BEREEFHRES FEFEOIE—ZHRX I3 TT

(EIREERE ) ETHSEHTHRIASLEZ L,
Further action needed for obtaining the image; contact the above person with a copy of the
permission.

oE & IEREFEVE T, Please return the image.

[m]

O

3. B& Fees
nEHIF R T I, No fees for lending the image.
D ZLEBDOREREN DAV ET, Reimbursement of postage will be requested.
o UEHEGREBN AN A ET, Duplication cost will be charged.
cEHEER T, BERSD DY ET, Feeswill be charged for lending the image.

BrRTDEHEHE


http://www.nccjapan.org/imageuse/word/Publisher-FormB.doc
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Form B EREFHEOFMCOWVWT

Estimated approximate amount in total
AEEZEFERILOBEREMNZTEL TS EE W, Inyenorindollar?

4. BENFREL LIFE DIEE T E Method for money transfer
oLV R A—R (TAEBEN—ROEE) Credit card
DERITOREHRIA K ( FEAEIFFESRF|(CHAEC ) Bank transfer (Details specified in the bill)
DFDMDIEE T E Other. Please specify: R &L,




