
permission request

Dear ________________________,

I am preparing a work tentatively titled: 
______________________________________________________________________________, by 
________________________________________________________________which is on the topic of
________________________________________________________________________________.  

The work is scheduled for publication by Oxford University Press (OUP) in ____________________ and has been 
assigned the following ISBN number:_______________________.  

 
I am writing to request your permission to reproduce the following material in this work:

Title or description of figure or material: _____________________________________________________

Creator/Artist: _____________________________________________________________________

Copyright year, if known:________________________

Reference number, if applicable:____________________

Figure/table/page number, if applicable:______________

Isbn/web address, if applicable:____________________

This permission is to use the materials identified above ☐ on the cover of, ☐ inside of, or ☐ both on the cover and inside 
of the work and related works. ___________________________________________________________.

Specifically, I am seeking non-exclusive permission to use, display, reproduce, store and distribute the materials in the 
OUP work identified above in any format including but not limited to print, eBook and other electronic versions, through-
out the world in all languages. This permission will also extend to use of the materials in related works, such as future edi-
tions, adaptations, translations, condensed versions, excerpts, custom editions and supplementary materials, as well as in 
connection with advertising and promoting the OUP work identified above and related works. I am also seeking permis-
sion to store your contact details (in case anyone needs to contact you in relation to this request for permission) and, as 
OUP is an international business and may use servers and systems based abroad, I am required to seek your permission to 
transfer such material and contact details outside of the European Economic Area. 

PERMISSIONS REQUEST FORM FOR FIGURES

______________________________________________
______________________________________________
_______________________________________________

Recipient Address:

Date: 
 ________________

(continued)



OUP is a department of the University of Oxford; as part of a charitable organization, OUP is committed to furthering 
the University’s objective of excellence in research, scholarship and education and everything OUP publishes relates di-
rectly to this mission. Given OUP’s status as a charitable, not for profit organization, I hope you will generously consider 
granting this permission gratis or for a reduced fee. 

To indicate your agreement with the permission requested in this letter, please sign and return this letter to me. In sign-
ing you are representing that you are the sole owner of the rights in the material granted by you in this letter, that you 
have the authority to grant this permission, and that OUP’s intended use of the material will not infringe the rights of 
others. This agreement contains all the terms and conditions relating to the permission granted. 

I would be grateful if you could provide the caption and credit information in the field below as well as the image files. 
_______________________________________________

We have a deadline fast-approaching, so it would help a great deal if you are able to consider this request and provide the 
image files promptly.

If you have any questions about this or require any further information, please do not hesitate to contact me. 

              
                 Sincerely,

_____________________________________         

approved:

Name: ___________________________________                        
Signature: _________________________________
Date: _____________
Company: _________________________________
Address: __________________________________
Credit line(s)/copyright notice for the material: ____________________________________________
_____________________________________________________________________________
(If no credit line is provided, the material will be credited in line with standard acknowledgments)
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