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|Permissions Guidance

The West Point Press requires authors to request and secure any permissions required for the use of material created by others, including images and text quotations that appear in the work that the Press is publishing. It may also be necessary for authors to request permission to reprint their own previously published work, even if revised.
No editing, typesetting, design or production work will begin on a manuscript until the author has supplied licenses and documentation for all works requiring permission; therefore authors are encouraged to begin obtaining permissions as soon as possible.
The Press requires copies of all permissions correspondence, including licenses, email exchanges, and invoices, labeled with the corresponding figure number (for figure permissions) or chapter (for text permissions). Authors will annotate this information in the Permissions Workbook and provide accompanying permissions documentation (use the Sample Permission Request as needed to assist).
Authors (or editors of a multiauthor volume) are legally responsible for complying with copyright law, and must clear permissions to reprint or reproduce material protected by copyright. Authors are legally obligated to make reasonable efforts to contact all persons or organizations with an interest in the work they wish to reproduce. In the case of texts, the publisher will likely have the authority to grant permission. In the case of works of art, the artist, the artist’s gallery or estate, should be able to grant permission
How to fill out the Permissions Workbook
Note that there are three tabs at the bottom of the Excel document. Please fill out each worksheet with a response in each cell. Please return the completed form as an attachment, together with all relevant permissions documentation.
Copyright Information Tab: (required)
· Date of birth: 
· Country of citizenship: 
· Previously copyrighted content: is this work a revision of a dissertation that has previously been copyrighted? If so, please send a copy of either the previous LOC certificate or the certificate number and year of registration.
Text Permissions Tab: (if there are no text permissions required, please indicate “no text permissions”)
· Location: page numbers or figure number from manuscript
· Brief description: the beginning and end of the quotation
· Source: publication details for original source (title, publisher, year of publication, URL)
· Copyright holder: rightsholder (publisher, individual, organization)
· Credit Line: source attribution, usually provided on permissions licenses
· Location for Credit Line: If license does not specify where the credit must appear, indicate “NA.”
· Written permission received: Written permission is required. Email authorizations are acceptable provided that print and digital rights have been requested in the initial inquiry.
· Print rights: okay for print formats? This is required for all content.
· Digital rights: okay for digital formats? This is required for all content.
· Audio rights: not applicable for all titles – please check with the editor
· Territory: request World rights
· Print Run Restrictions: print run will be noted in publication details
· Language Rights: we prefer rights to all languages, but English rights to be secured minimally
· Notes: anything else of importance or that needs to be explained
Figure Permissions Tab: (if no figures require permission, please indicate “no figure permissions”)
· Figure or plate no. in ms: figure numbers should be numbered consecutively per the chapter in which they appear
· Brief description: figure caption or description
· Reprinted, original, adapted, or redrawn: Original (author owns rights); Reproduction (a scan, copy, or slide from a third party (may need permission); Redrawn: Redrawn from third party image (may need permission); Modified: Redrawn with changes (may need permission).
· Image display restrictions: any limitations noted in permissions license regarding placement, color or size limitations
· Is a comp copy required? Any rightsholder who requests a book upon publication – please include full address here
· Are rights transferable to third parties? Can foreign publishers use the images in translated editions or will they have to secure new permission?
· Do we have publicity/promotional rights? Can this image be used in advertising for the book?





Copyright and Permissions Guidelines
These guidelines are intended to help authors identify when they will need to request permission, and to understand the reasons why. These guidelines and their recommendations should not be construed as legal advice or as a substitute for consultation with a knowledgeable attorney in any particular circumstance. For additional discussion of Copyright and Permissions as they pertain to publishing, please refer to the The Chicago Manual of Style, 15th ed. Chapter 4, or to the Chicago Manual of Style Online. For the advice and wisdom of a publishing insider, Authors are encouraged to pick up a copy of Permissions: A Survival Guide, by Susan Bielstein.
What is Copyright?
“Copyright is a form of protection provided by the laws of the United States (title 17, U.S. Code) to the authors of ‘original works of authorship,’ including literary, dramatic, musical, artistic, and certain other intellectual works. This protection is available to both published and unpublished works.” (www.copyright.gov) Copyright affords the owner certain rights, including the right to reproduce a work, and the right to distribute copies of the work. Unless authors are able to claim “fair use” of a work (more on which later), they must obtain permission from the copyright holder in order to reprint (or adapt): prose, poetry, tables, copyrighted music, song lyrics, line drawings, photographs, fine art, and any other form of copyrightable expression. Copyright of a work is owned by the creator of the work, known simply as the Author. As with any rule, there are exceptions: The copyright may have been assigned by the Author to another party; if the work is created as a ‘work for hire’, or if it is undertaken as a part of one’s job in the course of employment, the employer will own the copyright. In the case of published texts and music, the publisher likely administers the copyright; in the case of photographs or fine art, the artist is often represented by a gallery or agency who can grant reproduction rights. Copyright law does allow for the fair use of copyrighted material for the purposes of criticism, comment and scholarship. If authors’ use of copyrighted material falls within the bounds of fair use, they do not need to seek permission to use that material.
Fair Use
In determining whether the use of copyrighted materials can be considered fair use, four factors must be considered:
1. The purpose and character of the use, including whether such use is of a commercial nature or is for nonprofit educational purpose
2. The nature of the copyrighted work
3. The amount and substantiality of the portion used in relation to the copyrighted work as a whole
4. The effect of the use upon the potential market for or value of the copyrighted work. The fact that a work is unpublished shall not itself bar a finding of fair use if such finding is made upon consideration of all the above factors.
Since copyright is essentially a means of protecting financial interests, it is easier to make a case
for the fair use exception for scholarly books or books that are open access or with relatively small print runs. 
Public Domain
All works will eventually go out of copyright and enter the public domain. Once in the public domain, the exact work may never again be protected and is free for all to use. As a rule of thumb, it is safe to assume that works created and published in the United States before 1923 are in the public domain. For works created after 1923, various terms of copyright apply, depending on the circumstance. The most conservative measure is to assume copyright extends for the life of the author plus 70 years,
When Permission is Needed:
Unless a work is in the public domain, or authors have determined that their use of the work is clearly fair use, they will need to request permission.
For authors’ own previously published work, they may need to seek permission to use or adapt the previously published work. Many publication agreements issued by scholarly journals state that the author is free to republish the material in a book of his or her own. Authors should review applicable publication agreements to see what rights they may have transferred to the original publisher / if they must request permission to use their own previously published work.
For texts published after 1923 and quoted beyond the bounds of fair use, authors will need to seek permission. 
Two types of permissions can be factors for images. One is copyright permission, which must be sought from a copyright holder. The second factor is permission to use a reproduction of an image, which often must be sought from a stock agency, gallery, or museum. There may be cases where authors need permission from the copyright holder as well as from an image resource. Likewise, an image may be in the public domain, but authors still need to contact an image resource for permission and a file for reproduction.
Where a chart, graph, or table is being reproduced in a critical study of the work or to buttress an argument of the writer, no permission is needed. Data is not copyrightable. Unless there is a creative element to data depiction that is being reproduced without alteration, fair use can be asserted, with attribution.
Fair use is difficult to assert for artistic works (photographs, architectural works, and illustrations). Permission should be sought for images published after 1923.
Film stills are generally considered to fall within the realm of fair use for scholarly publishing.
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