NCC Image Use Protocol Guide: Permission Request Templates

Organization (local government, political party, non-profit organization,
company, etc.): Permission regarding organizational image, or image owned
by them

v" Organization — Cover letter
[Download an editable letter (MS Word)]
v" Organization —[Form A] Request for permission
[Download an editable form (M S Word)]
Request for permission of use of (1) image of the organization (such as public relations
materials), or (2) image owned by the organization (such as historic scenes of community).

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.
* 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/Organization-CoverLetter.doc
http://www.nccjapan.org/imageuse/word/Organization-FormA.doc
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Download an editable |etter

(MSWord)

UNIVERSITY LETTERHEAD

NAME OF ORGANIZATION e
ADDRESS

H{Y Date(YMD) : _YYYY & MM_A DD _H

Dear [ADDRESSEE]:

B RRIIBEHEOEEBEUVRULLEITET,
| hope this communication finds you well.

FAlE. [YOURUNIVERS TY NAME] T [YOURDEPARTMENT] @ [YOURTITLE] #L T&

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

— D, [If applicable] [YOUR CONTACT SAFFILICATION] @ [YOUR CONTACT SNAME]
DT, BRFEDFODEEIZ, ERFEA Choose appropriate one and cross out the
other|(VEALXHALTHESNETQELTHESNETEHEOBEFTZHEL WL
E<gREeHEYWELELL,

[ 1T applicable] On the introduction of [ contact’s name and affiliation] | have taken the liberty of

writing you to request permission to reproduce an image [ choose appropriate one and cross out
the other] (1) you publicize (2) in your possession in my publication.

REABOFEMEBIE "RRBHIC OV T, FormA ICRREhTH Y ET, RRFEAZZ
AHVEETRHACE., TRIRBRICODVT, B¥0 M2  AHE, ZUBFRCREA

L. ZBEZHBEWVWLET,

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.


http://www.nccjapan.org/imageuse/word/Organization-CoverLetter.doc
http://www.nccjapan.org/imageuse/word/Organization-CoverLetter.doc
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FRAVA(HFH ) OHBRETE, RIROBAERICEL TEHEICIDHEBDELEEL
THENET, o, FEHICREBEN BV EENEETNETT, CORZEIEBUVLELEE,

REONTRBE<EERTEOEBEZHBVBLETFET,

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 BEMETHE

BLUTHENET, ARICBE>TVERINESEFITHILEEL,
These documents are bilingual because American (Canadian) publishers need English language
documents. | greatly appreciate your tolerating thisinconvenience.

CEBRVLEEWVWE FomA TRERBREICOVWT, ("1 . KEE, SRV T2 | EFEE.
NDHFEZEXRERT 4 R—D ) Z, TRICHTT, BEFRLE 7 7Y VATIIRIE
KEEV, BFEBRUETHN, [DEADLINE] ETICBEVWLKEEDRS5BEVEL LW

£

| 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
1P Address : YOUR ADDRESS
7 7Y 9 AFax number : FAX NUMBER W TH COUNTRY CODE if international call

COHBICETARIELE. 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

[If applicable]
COEIRDEEIZH ), FAEFEDNEEFEEEIMICH ) ELESCHTF<EE
NWETASBHENELET,

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

[1f applicable]
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B, HZHIRYEIEEFZWL IR FITDOEZNETIT DT, EREFHZICELEFL

TEEVNELENTETELES, BEVHAL LIFET,

Finally, because thisimage is to 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 BERB®|ICOVWT 15 Download an editable form
MSWord

REBELCODWT

Request for permission to use image

1 . fkEE Request

4% Name of organization : il
& {E P Address :

% A B Date (YMD) : F A H

(a) BFEE KR Applicant’sname : _YOUR NAME
YOUR NAME in katakana

{£7F Address :

FTE #E9 Affiliation :
B4 - 5P Title/ Speciality :
& 5% Telephone number with country code :

7 7 ¥ 2 A Fax number with country code :
EX—JL7 RL A Email address :

B [ 4K A" Choose appropriate one and cross out the other| ()EEALNBEL TH SN FT(2)

FMELTESNETTRO)OEREC)DERIICEHETAFATZHEBFVI-ZLET,
| am applying to obtaining permission to reproduce an image of the following work (b), (1)
which you publicize, or (2) which is kept in your custody, in my publication, as detailed
below (c).

(b) BT SLrOBHGME-ERESMBEERET D 2O DER
The name of the image and information useful to identify it (whereitis
published/posted/retained :

[Highly recommended, if possibl€]
ZDEDEGDIE—EFMTLET,
To identify the work, a copy of the image is attached.


http://www.nccjapan.org/imageuse/word/Organization-FormA.doc
http://www.nccjapan.org/imageuse/word/Organization-FormA.doc

Organization —Form A: Request for permission 2/5 rev. 04/03/09
Form A REBBICOWVT 255

(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).)

DZATHF3EE Scholarly monograph ; 02 &l& Textbook ; OF 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 ; Offf 32 & /E FIR 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) ZHFATVLELETZBEEOERICOVTOFE
Desired image in case permission would be given (Check appropriate box(es).)
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1. HRAOESK

DA TORE JI7HARNEEOEBEYD S OEBIERDEFA _CITATION OF
SOURCE, PUBLICATION or WEB ADDRESS

Permission of scanning or downloading the image from another publication such as
catalogs/Web page _CITATION OF SOURCE, PUBLICATION or WEB ADDRESS

o RADEZGOREZSFEV 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> & )LE R Digital image FLED 7 7 14 )L Desredfileformat : _
oRT 7 4 )L /T 2 —7 Transparency o#fJ5t & B E Paper photograph
2. FAHLEEH Whentheimageisneeded : YYYY f MM A DD H

A £ End of request

2 . AFEE Permission

£ A B Date (YMD) : F A H

K8 H[Dateof request] YYYY # MM A DD HfWTLEEHEFEE(@ _YOURNAME in
katakana KVBBEOH > HEAKO LD DERZ LD HRYIICEBE TS C
EEFERBLET,

Thisisto give the above applicant (a) _ YOUR NAME permission to reproduce an

image of my work, above (b) in the applicant’ s publication stated above (c) as requested on _
DATE OF REQUEST .

F4&%& Name of organization :
RNEMELIEAHSE OO—NFRE Organization’s name in English or in romaji :

f£FF ( O—YN ¥ ) Addressin alphabet :

BE NDEBEE Name of the section in charge :
BHOHBL (RXFZFEO—YZF ) Name of the section in charge (in English or romaji) : _

B2 E & Name of the person in charge :
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B ELZ (O—NF ) Nameof the person in charge (in romaji) :

BEFENDER (O—~F ) Signature of responsible person :

BEEERBO—NFXREC Responsible person’s namein print :

 k k k k k k k k%

BE, MACBMULTUATOZEZBTFLTLKEEY, (RHIHDEBICVHZANTL

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

0 BHICHE>TRIAGKOFITZ2ATVSE, BHERYICHARZ IS &,
Publication must contain written acknowledgement of permission for use.

0 BEERDHITORICEHXERYZ HMATD &,

Please send us copies of this publication.

0 HICRHSBNESBELEEY, (AFETLRB/TT. )
Please specify if there is any other condition. (This may be in Japanese.)

* {FATZ 3E K Theimage you may use :

0 R VI7HARNBEOREYL S OEREROHT ( BEYOBEAMELEVT

THARODT RLAZEZRATEW)
Permission for scanning or downloading the image from another publication such as a
catalog/Web page

o FEOEEGRZRM A publication-ready image will be provided :
o137 —Color  oH & Black and white
072 X )LE Digital image 7 7 4 )L Fileformat :
o7R> 7 4 )L Ls Transparency D#E 5t & EE Paper photograph
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*RMEFE

DE&IE C DAREIZEFH LU FF. Theimageisenclosed here.
DEBREHEFHERFCOAREOIE—ERA[(HLEERLIFHE]
(58 T T[IEA& KR

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

DE & IEREPFEVE T, Please return the image.

LA E End of permission



