
Seeking permission to use copyrighted material

If your article contains any material in which you do not own copyright, including figures, charts, tables, 
photographs or excerpts of text, you must obtain permission from the copyright holder to reuse that 
material. As the author it is your responsibility to obtain this permission and pay any related fees, and you 
will need to send us a copy of each permission statement at acceptance.

When do I need to request permission? 

You need to request permission to reuse any material for which you are not the copyright holder. This can 
include anything created, published, owned, held or produced by a third party, but also other published 
material that you authored, as the original publisher may hold the copyright.
If you make minor changes to the original material, you still need to seek permission to use it. Cosmetic 
changes such as tinting, relabelling, or redrawing as is are not enough; material needs to be substantially 
modified to avoid needing permission to reproduce, and even then the original source still needs to be 
acknowledged. 

Who do I send a permission request to? 

Usually the publisher of the original work holds the copyright, unless explicitly stated otherwise. We 
recommend that you approach the original publisher first, and they will inform you if you need to contact 
the author. 

How do I request permission? 

Most publishers have forms on their websites that can be completed electronically, or use 
automated electronic permissions services like Rightslink® to grant permissions automatically 
online.  

If no electronic form or service is available, you must send an email or letter to the copyright holder. 
A template permissions request is included below; note for emails no signature is required.
-------------------------------------------------------------

Dear <rightsholder>

<Article title>

I am writing/editing/contributing to an academic work under the provisional title above, to be 
published by Cambridge University Press in <title of journal>, in <month (if known) and year of 
publication>.



I request your permission to include the following material in this work:

Author:
Title:
Date of publication: <volume and issue if applicable>:
ISBN <ISSN if journal>:
Page no.(s):
Illustration no.(s):
Table no.(s):

Unless otherwise informed, permission will be assumed to grant the nonexclusive right to use the 
material in print and electronic editions of the work throughout the world, in all revised editions of 
the work and as part of a sample of the work made available online for promotional purposes only.

I further request permission for the material to be included in any reprint published under licence 
from Cambridge University Press.

The source of the material will be fully acknowledged in the usual way. Please indicate below if you 
have any special requirements:
................................................................................................................................................................
................................................................................................................................................................

Please indicate your agreement to this request by <way of reply to this email/signing and returning 
one copy of this letter. The duplicate is for your own records>. By your countersignature, you 
warrant that you control these rights and are authorised to grant this permission.

If this is not the case, I would be grateful if you could let me know to whom I should apply.

Yours sincerely

<Signature lines>

I/we hereby grant the permission detailed above.

Signed:....................................... Date: .........................

------------------------------------------------------------------------------------------------------------------------------------



When do I not need to request permission? 

1. Creative Commons – where third party content is published under a Creative Commons licence 
(CC-BY / CC-BY-NC / CC-BY-NC-ND etc.), you may not need to request permission to reuse the 
content as long as you fully acknowledge the original source. Please check carefully the terms of 
the license before reusing material. More information about Creative Commons licenses can be 
found at http://creativecommons.org/licenses/. 

2. Content in the public domain – material that is not under copyright is considered to be in the 
public domain, and you do not need to request permission to use such material. This includes 
works for which the copyright has expired and has not since been renewed, or material that is 
not copyrightable (for example, works created by U.S. Government employees as part of their 
official duties). 

How do I acknowledge permission in my paper? 

Even if written permission is not required, you must fully acknowledge the original source of any 
material where you do not hold copyright in your article. The copyright holder will inform you if 
there is any specific wording required for this acknowledgement. For figures or tables from other 
sources, you should place this acknowledgement at the end of the caption.

What permissions information do I need to provide to my journal? 
 
You will be asked to supply copies of any emails or letters granting permission to reuse material 
with your transfer of copyright or license to publish form.

Patient photographs 

Please note that hospitals usually hold copyright for any photographs taken during the course of 
work done on their premises. Permission to use the photograph in your article also needs to be 
obtained from the patient in the photograph if the subject of the photograph can be recognised.

Material from the internet 

Please be aware that even if a copyright notice is not displayed, content on websites is still 
protected by copyright and so permission to reuse material will need to be obtained from the 
copyright holder.


