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Guide to Obtaining Permissions
for Your Guilford Book or Chapter

After consulting Guilford's Manuscript Preparation Guide, you may have determined that you will need permission to reproduce some material in your book or chapter. Please be judicious when deciding whether something requiring permission is truly necessary--consider whether your book/chapter might be fine without it. If you’re not sure whether something requires formal permission, please check with your acquisitions editor before applying. The following are some guidelines and tips for securing permission from the rights holders.  
Permission forms often ask for the estimated price, publication date, number of pages, and initial print run of the book in which you want to reproduce material. If you haven't already received this information from your acquisitions editor, it is important to ask before you apply for permission. Please do not make your own estimates.

It can take some time for the process to be completed on each permission request. Please apply for permissions before you submit the manuscript to Guilford so that you can include the paperwork with your final manuscript. There may or may not be permission fees due, and please look for any restrictions in the permission grants stipulating that the material must be used or paid for by a certain date. Remember that paying any permission fees is the author’s responsibility.
It is important to keep track of your permissions as you apply for and secure them. Please see our author resource page at http://www.guilford.com/authors/manuscripts to find Excel permissions log sheets for authored and edited books. To help expedite production of your book, please turn in a completed log sheet along with your manuscript and permissions.

How to Apply

When applying by mail or e-mail, please use Guilford’s standard permission request forms, samples attached below. Forms are also available for download from the author resource page mentioned above. There is one form for standard permission, and a separate form for permission that includes the right to allow book purchasers to reproduce the material, such as in a handout or form to be filled in (note: you should discuss possible reproducibles with your acquisitions editor before applying for permissions). It is helpful to include with your request a photocopy of the material you wish to use.   

Applying via a publisher’s website can help expedite matters, but make sure you request the exact permissions outlined in Guilford’s request forms. When filling out another publisher's form, pay particular attention to the following:
· Be sure to request both print and electronic rights; the latter is essential for including the requested material in a possible Guilford e-book version of your book. 

· Request permission for both current and future editions of the book you're preparing; this will help minimize the need to re-request permissions (and repay fees) later on. 

· Request worldwide rights in all languages, which will simplify inclusion of the requested material in possible translations and international distribution of your book.

The Copyright Clearance Center (www.copyright.com) is a great “one-stop shopping” site where you may be able to clear all your permissions in one transaction. Again, be sure to request all the permissions outlined above.
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Where to Apply:  Who is the Rights Holder?

WRITTEN MATERIAL:  In most cases, the copyright is held by the publisher of the original work.  This includes tables, figures, song lyrics and poetry (note: permissions for lyrics/poetry can be costly and difficult to obtain). If the work is no longer in print, the rights may have reverted to the author, but you should start with the publisher. The publisher should be able to provide contact information for the copyright holder if it is not the publisher.

PHOTOGRAPHS:  Copyright is typically held by the photographer. In most cases there will be a credit line where you can see if the photographer or an agency or institution is the rights holder.   If it’s not apparent, contact the permissions department of the publisher of the original work, which should be able to refer you to the rights holder. If using a photograph of a person or people, you also need to secure a release from the individual(s) in the photograph. Ask your acquisitions editor for a sample of this release form.

ARTWORK:  Even if you own a piece of artwork, you need permission to use it in your book, as copyright would only be transferred if done so in writing. Ownership of an art object does not automatically mean ownership of copyright in the object, and you cannot assume that just because you own an artwork you have a license to use it other than for display.  Copyright is typically held by the artist, and permission must be obtained from the artist. Sometimes a permission can be obtained from the museum or institution that owns the physical work, but that is just a possibility, not a certainty.      
MATERIALS POSTED ON THE INTERNET:  Copyright information can often be found right on the page on which the material appears. Or, it may be controlled by the website on which it appears. Look for a link for copyrights and permission information, which are sometimes under the “privacy” or “legal” sections. 
Some Common Issues/Problems in Applying for Permissions

You don’t know what the estimated print run, publication date, number of pages, and price of the Guilford book will be. Contact your acquisitions editor, who can provide figures for all these items.

The permission fee is too high. If you feel that a publisher is asking too much, try to negotiate.  Be persistent. Fees may be flexible. If you can’t negotiate a lower fee, contact your acquisitions editor to discuss the matter. Possible solutions are rewriting the material, finding alternate material, or, of course, deleting it.

The publisher grants some but not all of the permissions requested. For example, you may receive a permission grant that excludes electronic rights. Try to renegotiate. The publisher may grant it for an additional fee. We must have electronic rights because we do not want our e-books to have gaps of missing material, which devalues the e-book product. If a publisher refuses to grant electronic or other specific rights, contact your acquisitions editor to discuss the matter and possible solutions.

The publisher or rights holder denies your permission request. You can try to negotiate, but if permission is not ultimately granted, you cannot use the material.
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The publisher no longer exists or has been bought by another publisher. Some simple ways to track down a publisher include Googling for news releases or articles about the publisher. You can also try checking Wikipedia to see if there is a page for the publisher that details its closing or sale to another publisher. You should then contact the company that purchased the publisher of the original work. If a publisher has simply gone out of business, you will need to contact the author directly to determine who the rights holder is.

· PEARSON includes Allyn & Bacon, Addison Wesley, Prentice Hall and others.
· TAYLOR & FRANCIS includes Routledge, CRC Press, Lawrence Erlbaum Associates and others. 
· WILEY includes Blackwell, Jossey-Bass and others.
The publisher or rights holder is not responding to your request. Send a follow-up query after a few weeks. Be persistent. Call and ask to speak to someone in the permissions department if need be. If you have no response after several queries, contact your acquisitions editor to discuss the matter and possible solutions. You must keep a record of all the attempts you make to contact the rights holder.

You cannot determine who the rights holder is. Keep a record of your attempts to reach a rights holder. Contact your acquisitions editor to discuss the matter and possible solutions.

Government materials are not all in the public domain. Materials created by the US government and its departments and agencies are generally in the public domain. However, state, county, and municipal materials, as well as materials from governments outside the US are frequently not considered public domain. Look for a copyright policy statement on the website where you have found the material you want to use for information on how to request permission.  Note also that US government websites may use material (especially images) from third-party sources. If permission is given, be sure to cite materials correctly.  

Open Access materials and Creative Commons licenses may not be in the public domain.  Open Access refers to the method of distribution and those materials may be protected by copyright. Look for the copyright and permission policy for any Open Access material you use and submit a copy or print-out of it when you submit other permissions.    

Creative Commons is a standardized way of communicating to others the kinds of uses that can or cannot be made from published materials. While most materials with a Creative Commons copyright statement can be freely used, many do not allow commercial uses. Check what the Creative Commons license means by going to their website: www.creativecommons.org. Submit a print out of the Creative Commons license and its meaning with your other permissions.

In all cases, if you come up against a problem, or aren’t sure about something, your first resource is your acquisitions editor, who can consult with Guilford’s own permissions department as needed.

Sample permission request forms follow on the next two pages.
STANDARD PERMISSION REQUEST FORM to use for material that will not need to include permission to allow purchasers to photocopy it (such as forms to fill in, handouts, etc)  PLEASE RETYPE ON YOUR OWN LETTERHEAD   
[DATE]

[COMPANY/COPYRIGHT HOLDER]

Attn: Permissions Dept.

[ADDRESS]

[ADDRESS - 2]

Permission Request
I am preparing a manuscript to be published by Guilford Publications, Inc:

Book Title:

Author:

Estimated Publication Date:

Estimated Number of Total Pages:

Approximate Print Run:

Tentative Price:

May I have your permission to use the following material:

Book/Journal title:______________________________________________________________

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

Title of Selection:_______________________________________________________________

From page__________ to page __________.         Copyright Year/Journal Date:______________

Figure# __________________ on page_________     Table#________________ on page___________

(If necessary attach continuation sheet or sample of requested material)

in this publication, and in future revisions and editions thereof including non-exclusive world rights in all languages, bookclub rights, electronic rights as that term is commonly understood in the publishing industry, including all rights under U.S. Copyright Law to exploit the Work and derivative works in all electronic and on-line media now known and hereafter to be developed, in all languages throughout the world, including versions made by non-profit organizations for use by blind or physically handicapped persons.  It is understood that full credit will be given to the author and publisher.

Please indicate your agreement by signing and returning this form. 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 your letting me know to whom I should apply.

Sincerely,

‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑
I (we) grant permission for the use requested above.

X                                Date:_______________________

Print Name: __________________________________
REPRODUCIBLE PERMISSION REQUEST FORM to use for material that needs to include permission to allow purchasers to photocopy it (such as forms to fill in, handouts, etc)  PLEASE RETYPE ON YOUR OWN LETTERHEAD

[DATE]

[COMPANY/COPYRIGHT HOLDER]

Attn: Permissions Dept.

[ADDRESS]

[ADDRESS - 2]

Permission Request
I am preparing a manuscript to be published by Guilford Publications, Inc:

Book Title:

Author:

Estimated Publication Date:

Estimated Number of Total Pages:

Approximate Print Run:

Tentative Price:

May I have your permission to use the following material:

Book/Journal title:______________________________________________________________

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

Title of Selection:_______________________________________________________________

From page__________ to page __________.         Copyright Year/Journal Date:______________

Figure# __________________ on page_________     Table#________________ on page___________

(If necessary attach continuation sheet or sample of requested material)

in this publication, and in future revisions and editions thereof including non-exclusive world rights in all languages, bookclub rights, electronic rights as that term is commonly understood in the publishing industry, including all rights under U.S. Copyright Law to exploit the Work and derivative works in all electronic and on-line media now known and hereafter to be developed, in all languages throughout the world, including versions made by non-profit organizations for use by blind or physically handicapped persons.  It is understood that full credit will be given to the author and publisher.

In addition, we would like to request permission to grant purchasers of our book the right to photocopy the material described above for personal use with their clients/students. Please confirm that you are willing to grant this permission.   
Please indicate your agreement by signing and returning this form. 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 your letting me know to whom I should apply.

Sincerely,

‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑
I (we) grant permission for the use requested above, including the specific right for purchasers of the book  to photocopy the material for use with clients/students.

X                                                                                        Date:_______________________

Print Name: __________________________________

