COPYRIGHT MATERIAL AND PERMISSIONS CLEARANCE
When selecting text and illustrative material from other sources, you should be aware that it may be in copyright. If so, the permission of the copyright holder will be required before the material can be reproduced. The responsibility for obtaining and paying for this permission will usually rest with you. Copyright material includes:
- written material you may wish to quote
- statistics or data from other sources
- diagrams or illustrations from other sources
- photographs

The rules governing copyright
- the term of copyright is currently 70 years from the end of the year of death of the writer, artist or photographer, or from the year of publication if the copyright rests with the publisher.
- In general, direct quotations should not be used in a scientific paper/chapter. Ideas taken from other sources should be digested and rewritten in one’s own words. However, because the idea for these words was not original, it must be cited and referenced properly. In other words, just because you rewrite something taken from another author, does not make the words (or ideas) yours. 
- permission to use a figure or a diagram may not be necessary if you decide to adapt it to meet specific requirements of your manuscript. This may, in effect, create a fresh copyright, depending on the nature of the adaptation. The source should be acknowledged as: ‘adapted from….’. If in doubt, consult your commissioning editor. Many of our authors do adapt tables and figures in this way and, in doing so, may avoid the need to clear permission, though they still need to acknowledge the sources used.

Acknowledgement
Whether or not you need to clear permission, you should acknowledge all published sources that you have made use of.

What information is needed for clearance?
If you wish to use a quotation or illustrative material which needs clearance, please do the following:
- record the figure or table number and title of the material you wish to reproduce
- record the title, author and publisher of the publication from which the material was taken.
- make sure you have full details of the credit/source − you may need to check the acknowledgements section of the book from which the material is taken.

How to clear permission for copyright material
We suggest the following:
- start clearance at least 3 months before delivery of the final manuscript. Because it can take time, it may be best to start clearing permission as soon as you have decided you wish to use any copyright material
- list the material you need to clear so you can keep a check on what you’ve cleared or not
- write/e-mail to ask permission to use figure in book (using the standard form below); in the case of a photograph, request permission from the original source
- keep replies with your checklist (we will need copies for reference). 
- Where a specific form of words is requested, please insert it into the your figure or table caption
- decide whether you want to pay any fee requested or prefer to drop the figure from your chapter
- when your manuscript is ready, send the checklist plus copies of replies (we can refer to these replies if there are any queries from other publishers)


PERMISSIONS REQUEST FORM FOR COPYRIGHT MATERIAL

To: (copyright holder)
From: (your name, address, e-mail and fax details)
I am contributing a chapter to the following book to be published by Materials Research Forum LLC:
Book title: (add details)
Editor: (add details)

I request permission to reproduce the following material:
(insert number and title of each figure or table you wish to use, page number in the book or article from which it appears and details of the book or article, including author and title) I request permission to use this material in this and all subsequent editions of this work published by Materials Research Forum LLC or its licensees for distribution throughout the world, in all media including electronic/online and microfilm.
Full acknowledgement will be given to the source of the material. Please indicate below if you require any special form of acknowledgement:
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………

If you agree, please either sign below and fax back your reply or send me an e-mail (see address details at the top of this form). In approving this request, you warrant that you are the sole owner of the rights granted and that your material does not infringe anyone else’s copyright. If you do not control these rights, please let me know whom I should contact.

Permission is granted for use of the material cited:

[bookmark: _GoBack]
Signed………………………………………. Date……………………

Thank you very much for your help. Please return the form to me at the address given
above.
