BSC 5936,  Scientific Communication

Sample Permission-request Letter

Dear . . . . . .


I am preparing an article entitled "Going to the moon" for submission to Scientific Stargazer.  I would be grateful if you would grant permission for the following to be reproduced:


Figs. 1 and 2 from your paper/the paper by I. M. Smith entitled "Holes in space," published in Extraterrestrial Travel 2, 99–101, 1973.


I am also writing separately to the copyright-holder/author requesting permission to reproduce this material.  The usual acknowledgements and a full reference to the paper will of course be included.  If you would like the credit line to take any special form, please let me know what this should be.


Would you please indicate your agreement by signing and returning one copy of this letter?  
Thank you for your cooperation







Yours sincerely,







O. H. Evans

I/we grant permission to reproduce the material specified above.







Signed:  _______________________________







Date:  _________________________________

Credit line to be used:

[Modified from O'Connor and Woodford, 1975, p. 17; the original bears the notation "This sample letter is not copyright.)]
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Some Things to Watch for in the Instructions to Authors

What goes on the title page?

How long can the abstract be, and where should it go?

How are headings and subheadings formatted?

Are paragraphs indented?  Even after major headings?

Italics or underlining?

American or British spelling?

Where is "Figure" written out and where it is abbreviated to "Fig."?

Are the tables and figures numbered in Roman or Arabic numerals?

Layout of tables

Are authorities given for Latin binomials?

Is the literature cited formatted correctly?

How many copies should be submitted?

Are any special forms required?

