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Permissions Log


Please submit a completed Permissions Log to your acquisitions editor with your final MS. Photocopies of ALL necessary letters of permission must accompany this log and the final version of your MS. Make sure that each letter clearly indicates which piece of art or portion of text the permission represents and that you have photocopied the reverse sides if they contain any text. (Keep all original letters of permission for your files.)
Author ______________________________
Title _____________________________________________________________
Date _______

Log for (check one): Text:____  Illustrations: ____  Other (specify): ____
List in the table below each item requiring permission or clearance for use. Be sure to include any text or art that you have published before and any text or art (including maps, graphs, line art, photographs, tables), published or unpublished, created by someone other than yourself. Exclude brief prose quotations that you are certain fall within fair-use definitions.

Identifier: For artwork give figure/map/table number; for textual material note chapter name or number and/or manuscript page number, as appropriate.

Description of material: Give a full and clear description of the material in question. For previously published materials, include full bibliographical information; for unpublished materials, indicate repository, collection, and the like. (For artwork, you may copy and paste the caption and credit line from your captions list, and for textual material you may wish to copy and paste from the appropriate source note.)

Description of clearance needed: Note the form of clearance requested: standard permission to reprint? to adapt? a release? North American or U.K. rights only? Or is this material in the public domain? Remember that more than one form of clearance may be necessary.

Person or organization contacted for clearance: Note to whom you have applied, and include full contact information. Remember that more than one entity may hold rights.

Date permission received: Note date permission received.

Restrictions on use: Note any restrictions on use specified by the rights holder, e.g., North American rights only, in one edition only, size limitations for illustrations, not to be used in marketing materials, not to be used in digital/electronic editions, and so forth.

Additional comments: For your own previously published material, note whether you retained copyright; note what percentage of the original you are presenting in essentially unchanged form; note the date of your contract with your original publisher. For material created by someone other than yourself, indicate the percentage of the total work that you reproduce in your MS or, for poetry, the number of lines quoted and number of lines in original. Also, in this column include any rationale for claim of public domain or work-for-hire.
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