Guidelines
Respecting Copyright / Acquiring Permissions
Respecting copyright is a legal requirement, and, we believe, a moral responsibility. Whether you are writing a work
of fiction, non-fiction, poetry or a work in any other genre, it is your legal responsibility as the author of the work to
acquire and pay for permission to reproduce in your book any copyrighted material that was written or created by
someone else. Typical examples include quotations from poems, song lyrics, and prose, as well as photographs,
art, or other images that were not created by you.
Although the inclusion of some material in your manuscript may qualify as “fair use,” copyright law is quite
restrictive. The following are only guidelines. To be completely safe, you should consult with the copyright holder or
publisher of the work directly.
•
•
•
•
•

Poetry: permission must be acquired, if you quote more than two lines
Song lyrics: permission must be acquired, if you quote more than two lines
Prose: in most instances you may quote up to 150 words from any full-length, individual source
Email, diary, letter, or other unpublished written work: Permission must be acquired if you quote more than 10%
Images: permission must be acquired for all images (including artwork, illustrations, photographs, etc.)

To acquire permission to reproduce someone else’s material in your book, you must contact the copyright holder
or publisher, usually by email or fax. If you cannot get a reply after several attempts, you may be able to use the
material without permission, but make sure to keep all documented instances of failed attempts and consult a
legal professional to be sure.
It is a good idea to include a copy of the material you wish to include in your book as part of your permission
request. You may also want to include a brief description of the context in which the quoted text or image(s) will
be used. (A brief description of your book should suffice.)  The copyright holder or publish will typically also ask
how many copies of the book are being published and what the price will be. Because PineValley does not print
inventory in advance and because we may not have established the price before you need to request permission,
you can provide the following information:
Quantity: Unknown. The book is only available in e-book and print-on-demand formats.
Price: To be determined (If we have not already confirmed a price with you.)
Formats: e-book (epub and mobi), and print-on-demand soft cover
Publisher: PineValley (Supported Self-Publishing), an imprint of Wood Lake Publishing Inc.
Some copyright holders or publishers will give permission without a fee; others may require a payment. Permission
fees can vary significantly depending on the amount and kind of material you want to reproduce in your book. If
you do not want or cannot afford to pay the permission fees requested by the copyright holder or publisher, you
will have to edit your book to remove the quoted material(s).
Be sure that you request WRITTEN permission from the copyright holder or publisher, and be sure to make several
copies. Send one copy of the written permission to your PineValley representative and keep one copy in case, at
some point in the future, you need to prove that you acquired permission.
The copyright holder may require that you include a credit line in you book. If they do, they will typically provide
you with the credit line along with the written permission. If they send the credit line separately, forward a copy of
the credit line to your PineValley representative and keep a copy for your own files.
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