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GUIDELINES FOR REQUESTING PERMISSION TO USE MATERIAL 
  
 Contact:  Matthew Kull 
   Rights and Permissions Administrator and Assistant to the Director 
   Kull@mail.temple.edu 
   (215) 204-5707 
 
As stated in your contract with Temple University Press, obtaining all required permissions is your responsibility as 
an author. The Press must have in hand all permissions, required acknowledgements, and photo/illustration captions 
for all copyrighted and/or previously published material before your book can enter the production phase of 
publication. The following guidelines are designed to aid you in this necessary and important task of securing 
permission. 
 
Permission is required for use of the following types of material (exclusive of material created by you and 
never before published, and/or for which you hold publishing or reproduction rights): 
 

w Verbatim quotes that do not meet fair use guidelines 
w All photographs, film stills, frame enlargements, "video grabs," illustrations, figures, maps, charts, 

diagrams, and tables 
w Any amount of poetry or song lyrics 

 
I suggest creating a chart that lists material for which permission is required. Use the chart as a status log for 
keeping track of permission requests and any permission payments to be made. A chart or log is especially helpful if 
your book requires that you obtain quite a few permissions.  
  
ORIGINAL MATERIAL: 
 
If material you plan to use is original, having never been published, the contributor should sign an agreement that 
grants Temple University Press permission to publish the material as well as all publishing rights to the material. 
 
Your editor at the Press should be notified in advance of all original materials you plan to use so that contributor 
agreement forms can be provided to you for distribution to contributors. These agreement forms are only for 
contributors of original work and should not be signed by an author whose essay has been published elsewhere, even 
if that author holds all rights to the essay. 
 
If your work involves ethnographic research and/or requires you to interview participants in order to obtain material 
for your publication, signed releases should be obtained from all interviewees, even if participant names are 
changed in the work. The Press does not need copies of these releases. However, signed releases are recommended 
for your own personal reference and liability. 
 
PREVIOUSLY PUBLISHED AND/OR COPYRIGHTED MATERIAL: 
 
Temple University Press download forms should be used to request the required permissions. However, many 
publishers prefer to grant permission by using their own standard forms. In these instances, please be sure that 
permission has been granted for English-language rights for distribution throughout the world. 
 
When using Temple Press forms, bear in mind that the people supplying the material you need must have complete, 
accurate, and legible descriptions of the material requested in order to process your request. Being careful to supply 
all the necessary information in your request will help to insure that you get exactly what you want without delay. If 
you are unsure about any of the information required, feel free to ask your editor or me for assistance. Requests for 
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permission to use copyrighted and/or previously published material should be sent to the owner of the publishing 
rights. Contact the publisher of a recent edition of the book in which the work appears, and they will refer you to the 
publisher, person, or organization, that controls these rights if they do not. 
 
You should not assume that the party in whose name the copyright is listed controls the publishing rights. Although 
a work is registered in the name of the copyright owner, it is the publishing rights holder that has jurisdiction to 
grant reprint permission. 
 
In the case of quoted material, the description on the "Request for Permission to Include Copyrighted Material" form 
should include: 
 

w Essay/chapter author 
w Essay/chapter title 
w Title of source book, volume, or journal 
w Author/editor of source book or volume 
w Publisher 
w Date of copyright/publication 
w Page number(s) for quoted material 
w Beginning and ending lines of quoted passage(s) 

 
Many publishers will want a photocopy of the material to be used, indicating any alterations or editing changes, 
before granting reprint permission. You may, therefore, wish to send a copy of the requested material along with 
your request to avoid any delay. 
 

Art, Photographs, Film Stills, Frame Enlargements, or "Video Grabs" 
 

Art or photographs appearing in a published book or catalog, as well as film stills, "video grabs," and frame 
enlargements should be treated as previously published and/or copyrighted material. In the case of art and 
photographs, contact the publisher of the book in which the illustration or photograph appears; they will refer you to 
the owner of reproduction rights to the work if they do not hold these rights. The credit line for art and photos can be 
misleading since the accredited artist, photographer, archive, or copyright owner does not necessarily hold these 
rights and are thus not necessarily in a position to grant permission to reproduce the work. 
 
For permission to reproduce film stills or include frame enlargements, contact the production company for the film 
or TV show in question. Be sure to include with your request a photocopy of the still, "video grab," and/or frame 
enlargement you wish to use. Film stills can be obtained from MOMA, the Museum of Modern Art (visit their web 
page at http://www.moma.org for contact and other information). Note: Although MOMA can provide film stills on 
request, permission still need be obtained from the appropriate production company (the Internet Movie Database, 
located on the Web at http://www.imdb.com, is a good resource for identifying the production company for a 
particular film). 
 
Request to reproduce published artwork or photographs should be sent on the "Request for Use of 
Prints/Transparencies for Reproduction" form and include: 
 

w Artist or photographer 
w Title of work 
w Date of the work 
 

A photocopy of the illustration as it appears in the publication may expedite the processing of your permission 
request. 
 
Requests to reproduce published artwork or photographs should be sent on the "Request for Use of 
Prints/Transparencies for Reproduction" form including: 
 

w Title of film or television show 
w Date of the film or air date for the television show episode featured in the still or frame enlargement 
w Brief description of the action taking place in the still or frame enlargement 
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Note: In addition to reprint/reproduction permission, prints or transparencies of photographs, illustrations, film stills, 
or frame enlargements must be obtained for production purposes (see the guidelines for submitting illustrations for 
reproduction). Thus, your request for permission should also indicate the medium in which prints are requested from 
the owner of the reproduction rights. The description of the medium should include: 
 

w Black-and-white or color 
w Prints or transparencies 
w Size of image 

 
The Press normally requires 5x7 glossy prints for black and white reproduction and 4x5 transparencies for 
color reproduction. 
 
For additional information, see the "Fair Use of Copyrighted Material" download and "When Works Pass into the 
Public Domain" Internet link. You may also want to review The Chicago Manual of Style published by the 
University of Chicago Press for a more detailed discussion. 
 
Best of luck in obtaining the appropriate permissions. Remember that your editor and I are here to assist you should 
you have any questions or concerns regarding this important process. 
 

 


