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Sample Permissions Letters

Sample copyright permission letter for image



p. 2

Sample use permission letter for image




p. 3

Sample use permission letter for text




p. 4-5
[date]

[address]

Dear Sir or Madam,

I am writing to request your permission, as copyright holder, to reproduce one of [your works / work by an artist your represent] [specifically] entitled [name of image and artist.]

The image will appear in a book by [author] currently entitled [title] to be published by the University of Rochester Press in the [season]. This is a scholarly undertaking that will reach a specialized academic audience. The expected print will run____copies.

I am requesting reproduction permission to cover both interior illustrations and other forms of illustrations connected with this volume, including but not limited to advertising, publicity, and direct mail, or other similar uses, but excluding use as a cover illustration. I ask that you grant nonexclusive world rights for the reproduction, as part of this volume only, in all languages and for all editions (including electronic editions) [minimum rights needed would be world rights, English language]. [Indicate size of reproduction ¼ page, ½ page etc.] Please note that I have the image/s and am only writing to request permission to reproduce them.

If you are the rights holder, may I have your permission to reprint the above work? Please indicate how you would like the University of Rochester Press to acknowledge this work. If you are not the rights holder, do you know who might be?

Please sign and return this letter to me. Please contact me if you have any questions regarding this request.

Yours Sincerely,
Approved: ____________                                 Date: ____________

                      (signature)

[date]

[address]

Dear Sir or Madam,

I am writing to request an image [specify black and white etc.] from your collection entitled [name of image and artist].

This image will appear in a book by [author] currently entitled [title] to be published by the University of Rochester Press in the [season]. This is a scholarly undertaking that will reach a specialized academic audience. The expected print will run____copies.

I am requesting permission to use the image as both an interior illustration and other forms of illustration connected with this volume, including but not limited to advertising, publicity, and direct mail, or other similar uses, but excluding use as a cover illustration. I ask that you grant nonexclusive world rights for the reproduction, as part of this volume only, in all languages and for all editions (including electronic editions) [minimum rights needed would be world rights, English language]. [Indicate size of reproduction ¼ page, ½ page etc.]

Please sign and return this letter to me along with the image in question. Please contact me if you have any questions regarding this request.

Yours Sincerely,

Approved:
_________________



Date: ____________



(signature)

Date _____________





University of Rochester Press









Manuscript page or figure # ______

To:

I am preparing a manuscript to be published by the University of Rochester Press:

Author/tentative title _____________________________________________________________

Estimated publication date ___________________ Approximate # of pages ________________

I request your permission to include the following material in this and all subsequent editions of my book, including electronic editions, versions made by non-profit organizations for use by blind or disabled persons, and in all foreign language translations and other derivative works published or prepared by the University of Rochester Press, or its licensees, for distribution throughout the world.

Author (s) and/or editor (s) ________________________________________________________

Title of book or periodical _________________________________________________________

Title of selection ________________________________________________________________

From page ________, line ____________, beginning with the words ______________________

To page _________, line ___________, ending with the words ___________________________

Figure # ___________ on page _____________ Table # _____________ on page ____________

(If necessary, attach continuation sheets)

Please indicate agreement by signing and returning the enclosed copy of this letter. In signing, you warrant that you are the sole owner of the rights granted and that your material does not infringe upon the copyright or other rights of anyone. If you do not control these rights, I would appreciate you letting me know to whom I should apply.

Thank you, 
____________________________________________



____________________________________________

_________________________________     _______________________________________

Name





Requestor’s Return Address

AGREED AND ACCEPTED:

By _________________________________     _____________________________     ____________

     Signature




    Title




        Date

Credit and/or copyright notice: _________________________________________________________

__________________________________________________________________________________
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668 Mount Hope Avenue, Rochester, NY 14620-2731 USA • Tel. 585-275-0419 Fax 585-271-8778
www.urpress.com or www.boydellandbrewer.com

Also: P.O. Box 9, Woodbridge, Suffolk IP12 3DF, UK
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