
Seeking Permission to Reuse Copyrighted Material  
 
Per your publishing contract with SPIE Press, it is your responsibility to ensure that permission is granted 
to SPIE to reprint any copyrighted material in your book (or your chapter in a multiauthor book) from the 
original copyright owner, who is usually the original publisher. This procedure is outlined below.  
 
Since some publishers also require that the original author be notified, you must also contact at least one 
author (usually the lead author) of the original material. The reprinted material must cite the original 
source in compliance with the wording of the publisher’s permission letter; a blanket statement in the 
preface is not sufficient. Note that if you intend to reuse previously published material that you authored, 
and the publisher did not relinquish copyright to you, then you need to get permission from the publisher. 
  
 Requesting Permission  
 
o Request permission as soon as you decide to include copyrighted material in your manuscript. 
o Use the full referenced citation, including the original figure numbers and original table numbers, in 
your request. Example: 

We request permission to reprint Figures 4-a and 4-b on page 102 of the following paper: 
Y. Q. Wang, X. K. Sun, C. J. Sun, and J. Su, “Two-dimensional computational model for 
electrostrictive graft elastomer,” in Smart Structures and Materials 2003: Electroactive Polymer 
Actuators and Devices (EAPAD), Proc. SPIE 5051, 100–111 (2003). (Our ref.: Figs. 35a and 35b) 

o Send your request via email, fax, or mail. SPIE can supply you with sample permission request 
letters. Some publishers have a convenient online permission request form. 
o Follow up on your permission requests every two weeks until permission is granted for use. Three 
documented requests is considered a reasonable attempt, after which the material may be considered as 
fair use for educational purposes according to U.S. copyright law. 
o Send copies of all the permissions you receive to your project manager, or ask the publishers and 
authors to respond directly to your SPIE project manager. 
o If you have difficulty securing permission for any material by the time your final manuscript is 
completed, submit a list of all outstanding permission requests to the Press Department Assistant for 
follow-up. 
 
Tips 

 
o As you place figures in your manuscript, keep track of them—as you would text references—with 
citation information. 
o A publisher may take weeks or even months to respond, so plan accordingly. Contact information 
(and sometimes permission request information) should be posted on the publisher’s website. 
o Be certain of original copyright ownership. A publisher may not tell you that the material was first 
published by another publisher. 
o Any material taken from another source is subject to the laws of the country in which the material 
was published and should be considered copyrighted; contact the publisher for more information. 
o Any material taken from a U.S. military or government publication is considered to be in the public 
domain (not copyrighted), but you still must credit the original source of the material. Contact the 
publishing agency for citation verification. 
o Internet Images: 
� Do not take images from a web site if possible; they usually have a low resolution that does not 
reproduce well in print. If a web image must be used, the image must have a minimum resolution of 
300 dpi. Copyright permissions are required of Internet images, so you must give the complete 
citation and obtain the copyright owner’s permission.  
� Images from a public domain website (such as NASA or other U.S. government/military site) 
may be used if they are cited correctly and have a high resolution. 
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