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WVU Press 
Guidelines for Copyright and Permissions 

You are responsible for obtaining written permission to publish any copyrighted material in your 
manuscript. Your manuscript cannot be considered complete—and the Press cannot proceed with 
editing and production—until all permissions are cleared. If you have any questions about seeking 
or documenting permissions, contact your acquiring editor or the editorial assistant. 

1 Materials Requiring Permission 
All copyrighted material in your manuscript requires written permission unless public domain or fair 
use apply. The types of materials that typically require permission include:  

• Illustrations 
• Your previously published work 
• Epigraphs 
• Song lyrics 
• Poetry and drama extracts 
• Unpublished documents (e.g., archival material, interviews, emails) 

Note that even if you are not required to obtain permission to quote from a text or reproduce an 
image, good scholarly practice is to cite the sources of all borrowed material. 

1.1 Public Domain 
Material published before 1925 is in the public domain and can be reproduced without written 
permission. Note that recent editions of works in the public domain may be copyrighted; you must 
quote from an edition in the public domain if you wish to eliminate the need to seek permission. 
For more on copyright terms and public domain, see Cornell University Library’s Copyright 
Information Center. 

1.2 Fair Use 
The doctrine of fair use allows for minimal use of copyrighted material without seeking permission. 
There is no legal rule of thumb (e.g., less than 10% of a work) for determining fair use. The 
following 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 purposes; 

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; and 
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4) The effect of the use upon the existing or potential market for, or value of, the copyrighted 
work. 

Fair use should be applied cautiously. Because of the four factors above, the Press requires authors 
to obtain permission in the following cases: 

• Your own previously published work: You must hold the rights (check your contract) or 
obtain permission. 

• Illustrations: Fair use rarely applies; you must obtain permission for all illustrations not in 
the public domain (except for film stills, which favor fair use). 

• Epigraphs: For scholarly books, epigraphs from long-form works (books, articles) discussed 
directly in the text in a scholarly manner favor fair use (see the requirements below for short-
form works such as poetry and songs). For “decorative” epigraphs—epigraphs not discussed 
in the text—you must obtain permission. For trade books (e.g., fiction, creative nonfiction), 
you must always obtain permission for epigraphs. 

• Poetry, plays, and song lyrics: For scholarly books, you do not need to seek permission for 
quotations from poetry, plays, and songs that represent no more than 10 percent of the 
original and which are accompanied by criticism and analysis; you must obtain permission 
for more extensive block quotation. For trade books, you must obtain permission for 
quotations of any length from poetry, plays, and songs. 

For two detailed overviews on copyright and permissions, see “The Author’s Responsibilities” in 
Chapter 4 of CMOS (17th ed.) and the Author Responsibilities and Copyright Guidelines available 
online from the Association of University Presses. 

If you are in doubt about whether you must obtain permission, please ask the acquiring editor or 
editorial assistant before submitting your final manuscript. 

2 Getting Permission 
Request permission for all copyrighted material using the copyright holder’s form or our sample 
permission letter below. In most cases, you will need to obtain a nonexclusive license to republish 
the material in all territories (worldwide) in all media (print, electronic, media for people with 
reading disabilities) and all languages (or, at minimum, English plus the right to license translations 
of the book) for the life of the edition. In the case of images, you should also request the right to use 
the images for catalog and promotional purposes. 

Keep copies of all correspondence requesting permission. In some cases, the copyright holder may 
be difficult to determine. You should make a good-faith effort to find and obtain permission from 
the rightsholder. Search in as much depth as you can, and document all your search efforts. Use 
increasingly official and documentable forms of communication (such as registered mail) to record 
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your efforts. The Press will keep this documentation on file as evidence of your due diligence in 
locating and obtaining permission from a missing rightsholder. 

2.1 Copyright versus Access 
In some cases, the person who owns or controls access to copyrighted material may not own the 
copyright (i.e., intellectual property) to the material. In addition to whatever fees or conditions the 
owner places on access to the material, you must obtain permission from the copyright holder. 

For example, suppose you request a high-resolution scan of an Ansel Adams photograph from the 
Huntington Library’s collection. The library may charge $50 to provide the high-resolution scan to 
you. The library’s providing and your purchasing the scan, however, do not constitute permission 
for you to reproduce the image in your book. You would also need to obtain permission from the 
Ansel Adams Publishing Rights Trust, which owns the copyright to all works by Ansel Adams. 

3 Documenting Permissions for the Press 
1) Complete the permissions logs (one for art and one for text) for all copyrighted material, 

even if it is in the public domain or you claim fair use. 

a. For all illustrations, be sure that the figure number listed in the log matches the figure’s 
file name, the file name for the documentation, and the callout in the manuscript. For 
example: 

i. fig_1 (in art log) 
ii. fig_1.jpeg (image file) 

iii. fig_1-perm.pdf (documentation) 
iv. <insert fig_1> (callout in manuscript) 

b. For all text, be sure to label the supporting documentation with the same information 
you use in the “Description” column of the text log. For example:  

i. Eliot, The Waste Land (in text log) 
ii. eliot_waste_land-perm.pdf (documentation) 

2) Collect all supporting documentation and clearly label it. 

a. If you have multiple documents securing permission for a single illustration or piece of 
text, then collate those documents into a single PDF. 

b. Don’t forget to include the credit lines in your manuscript (or be sure to update them if 
rightsholders request specific language). 

3) Submit the completed permissions logs and the supporting documentation to the Press with 
your final manuscript. 
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4 Sample Permission Letter 

Dear __________, 

I am the [author/editor/contributor] of the forthcoming book, tentatively titled 
_____________, to be published by West Virginia University Press. I am writing to request 
permission to reproduce in my book the following material for which you appear to hold the 
rights:  

[DESCRIBE THE MATERIAL TO BE REPRODUCED] 

If you do not control these rights, please let me know who does. 

To make this work easily available to scholars, I am requesting nonexclusive world rights to use 
the requested material in this book and in any excerpts of this book, regardless of the media, 
territories, and languages in which it is distributed and displayed. [FOR ART INCLUDE: I 
also request the right to use the material for catalog and promotional purposes.] 

I will acknowledge the source of your material in accordance with scholarly norms. If you 
require any particular form of acknowledgment, please let me know in your response below. 

As this is a not-for-profit publisher, and the book is to be used primarily for educational and 
scholarly purposes, I am hoping any fee you charge for commercial uses might be waived in this 
instance. 

Thank you for your consideration of this request. Please complete and return the release form 
below. 

Sincerely, 

 

PERMISSION GRANTED as stated above: 

__________________________________ _____________________ 
Signature     Date 

__________________________________ 
Printed Name 

Fee: Waived [or] $ ______ 

Credit Line: 

 




