Permissions Log  

Author:   MACROBUTTON NoMacro [click HERE and enter Author Name] 
Title:   MACROBUTTON NoMacro [click HERE and enter Title of Book] 
Manuscript status:  Draft MS   FORMCHECKBOX 
   Final  MS   FORMCHECKBOX 

Last  updated:  MACROBUTTON NoMacro [click HERE and enter Date of Most Recent Revision] 
Updated by:   MACROBUTTON NoMacro [click HERE & enter Name] 
Dear Author:  This log template has been prepared to assist with organizing the third party material and all photographs included in your manuscript.  

For more information on Fair Use, please see the Guidelines and other reference documents on our website, using the links below.

The permissions log is the home for all information relating to third party material used in your book (including any future editions of your book).  Please provide all requested information to the log below.
These documents and more are available to you on the SAGE website, located at http://www.sagepub.com/bookAuthEdit.nav.

· Copyright and Permissions Guidelines
· Fair Use Quick-Guide
· Guidelines for Reviewing Manuscript to assist with Permissions Log
· STM Permissions Guidelines 
· Permissions Checklist
IF NO THIRD PARTY MATERIAL IS USED IN YOUR BOOK, PLEASE SELECT THIS BOX:   FORMCHECKBOX 

Please list below ALL third party material, including all fair use and public domain items and ALL photographs.  Please follow the samples:

	
 Chpter
	Item Name and Description
	Full Source Information (include title of the Work, Author/Editor, Publisher, and © Year.  If applicable, include webpage/URL
	Copyright Holder
	Date Permission Requested
	Date Permission Received
	Indicate type of PRINT RIGHTS

and any  Restrictions
	Indicate type of E-RIGHTS and any restrictions
	Fee/  Comp. Copy
	Comments
	Credit Line

 (**See legend below)

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


LEGEND

Chpter  – Chapter in which material appears.

Item Name and Description – Description of item being used to aid locating it in the manuscript.

Full Source Information – Complete source/reference for the original publication of the material used (this information will be used to create the credit line if a credit is not provided on the perm agreement).

Copyright Holder – The publisher, creator or other party who holds copyright to the original material, incl. contact info.

Date Permission Requested – Date permission was requested.

Date Permission Received –  Date stated on permission agreement when permission was granted.

Print Rights and any Restrictions -  Complete this information using the terms specified on the permission agreement.  Worldwide rights for all formats and media and all editions should be cleared unless your Acquisitions Editor agrees otherwise. Any restrictions, such as North American rights instead of World rights, limited editions, etc. that are indicated on the copyright holder’s agreement should be noted and your editor should be notified immediately. If there are no restrictions, please include the words “no restrictions.”

E-Rights and any Restrictions -  Permission must be received for electronic use, unless previously arranged with your Editor.  Indicate the terms of electronic use specified on the permissions agreement, for example,  e-book, CD-rom; one edition or future editions.  Any restrictions, i.e. limited quantities, etc.  indicated on copyright holder’s agreement should be noted and your Editor should be notified immediately.  If there are no restrictions, write the words “no restrictions.”  Please note that if the rightsholder requires that you specify a type of electronic rights, you should specify: “e-Book/access restricted website”.
Fee/Comp. Copy – Indicate the fee/s to Rightsholder as stated on the permissions agreement.   Indicate the number of complimentary book copies (if any) our permissions dept. should send to rights holder upon publication. 

Comments/Status of Request –  This column is for comments regarding the status of your request and also for notes regarding why you believe an item is Fair Use, in the public domain, or may be used under the STM Permissions Guidelines (http://www.stm-assoc.org/copyright_and_legal_permissions_guidelines.php).

Credit Line – If the permissions agreement specifies a required credit line, then please write the EXACT credit line in this space.  If no specific credit line is required under the permissions agreement, then please note “Production to create credit line,” and your Production Editor will create a credit line, using the information you provided in the “Full Source Information” column.     If the rights holder has indicated that they do not wish to be credited or no credit line is needed, write “Do not credit.”  All Fair Use items MUST include a credit to the original source.
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