






GUIDELINES  for OBTAINING PERMISSONS

There are no hard and fast rules that govern the application of 
fair use, since each instance has its own peculiar set of facts, 
which must all be weighed in determining whether a use is a 
“fair use.” Such a determination is made by taking into account 
the following factors:

•	 The length of the quoted passage in relation to the 
	 length of the copyrighted work from which it is taken 
	 (not the work in which it is used by you).
•	 The qualitative significance of the passage in relation 
	 to the copyrighted work as a whole: Is the passage the 
	 “heart” of the copyrighted work or merely an incidental 
	 or minor segment?
•	 The manner in which the borrowed passage is utilized: 
	 Is the passage used in an illustrative, critical, or instruc-
	 tive context? Or is the passage used merely in a
	 gratuitous manner to spare you the burden of creat-
	 ing your own original expression for the thought and 
	 ideas conveyed by the borrowed passage? Is the
	 passage quoted within the text of the book for purposes 
	 of comment or criticism, or is it used as a window 	
	 dressing, primarily to enliven your own writing?
•	 The nature of the copyrighted work from which the 
	 passage is taken: Is it a published or unpublished 
	 source? (The scope of the fair use privilege is signifi-
	 cantly reduced for unpublished works). Is the passage 
	 factual and mostly informative in content or is it more 
	 expressive and fanciful, more literary?
•	 The effect of the use of the material on the potential 
	 market for the copyrighted work, including the market 	
	 for granting rights and permissions to use the copy-
	 righted work.

Although there are no hard and fast rules or easy formulas for 
analyzing the above factors and applying them to a given set 
of facts, in general, you will usually have to obtain permission 
for the following uses of copyrighted material:
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•	 Prose quotations or the close paraphrasing of 500 words 
	 or more from any full-length book (either a single cita-
	 tion or the total of several shorter quotations from a 
	 single work).
•	 Prose quotations or the close paraphrasing of 150 words 
	 or more from a short article or periodical piece.
•	 More than 300 words from a full-length play or 100 
	 words from a one-act play.
•	 More than 4 lines from a poem, unless it is of epic 
	 proportion, in which case more lines may be used de-
	 pending on their qualitative and quantitative relation-
	 ship to the entire copyrighted work.
•	 More than 4 lines from a song.
•	 All photographs and illustrations (including cartoons).
•	 Any table, diagram, or map that is copied or closely 
	 adapted.
•	 More than a single line or two from any unpublished
	 letter, memo, diary, manuscript, or other personal
	 document. (Always bear in mind that the guidelines for 
	 unpublished material are much more restrictive than 
	 that for published material.)

If you have any doubts about whether material used in a 
manuscript is properly considered fair use, be sure to advise 
your editor so legal counsel can be consulted.

Finally, it is important to remember that although one need 
not obtain permission for fair use material, credit should be 
attributed to the source of any quoted or closely paraphrased 
passage.

Quotations Within Cited Material: In reprinting articles or 
long portions of a book (such as material in an anthology), it 
is easy to overlook internal quotations from another original 
source. If it requires permission according to our permis-
sions guidelines, you must obtain separate permission for that 
material. This rule applies even to public domain material that 
contains copyrighted material within it. Thus, you may need 
several permissions to reprint one passage or article.
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Territories: Whenever Zondervan controls world rights to 
a book and plans to exploit any rights outside the U.S. and 
Canada, permissions should be cleared for use throughout the 
world. If Zondervan has only U.S. and Canadian rights, and will 
not be exploiting the work beyond North America, permissions 
may be cleared for U.S. and Canada only.

No Reply: If you receive no reply within a reasonable period 
of time (usually about three weeks), you should send a second 
request by registered mail, return receipt requested. If after 
several weeks the request is still outstanding, you should try 
to call the publisher by phone. In some cases, the publisher 
will give verbal permission over the phone, and will tell you 
the proper credit line to use. This may be acceptable provided 
Zondervan receives written confirmation of the permission 
granted within a short period of time after the phone call. 
If despite your best efforts you still cannot get permission, 
the material should not be used without further advice from 
Zondervan’s legal department. In summary, “no reply” does 
not translate into a grant of permission.

Credit Lines and Source Notes: In your book, you must use 
the precise wording for the credit line as provided by the copy-
right holder as part of his grant of permission. If no wording is 
specified, include in a source note or on a permissions page the 
following information: author, book or article title, publisher or 
publication source, a copyright notice for the publication, and 
the notation “Reprinted by permission.” Remember that you 
may also need to provide a proper source note for material that 
constitutes fair use even though you did not need to obtain 
permission.

Permissions Records: When permissions are complete, 
you should send either copies or original records and corre-
spondence to the editor with the final manuscript. You should 
always keep a copy of the complete file for your own records.
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Suggested permissions request letter:

Date

Name and address

Dear

I am the author of a book tentatively titled [title of the book] (the 
“Work”) that will be published in [year] by Zondervan.

Will you please give me, my publisher, and its licensees and assigns 
permission to use the material indicated below in all editions and 
derivations of the Work (including serializations) throughout the 
world, in all languages and in the advertising, publicity, and pro-
motion thereof. Proper credit will be attributed to you in the Work. 
You may, if you wish, provide the credit line you prefer in the space 
below.

Please sign one copy of this letter and return it to me. In signing, 
you grant the permission requested above and warrant that you are 
the sole owner of the rights granted herein, and that the material 
indicated below does not infringe upon the copyright or other rights 
of any third party. If you do not control the rights requested by this 
letter in their entirety, please provide me with the name and ad-
dress of any other party from whom permission is required.

Sincerely,

Author Name

Material to be reproduced:
(Provide a sufficiently detailed description of the material to be 
used, be it poetry, prose, lyrics, letters, photographs, or artwork, 
published or unpublished. Alternatively, you may use a copy of the 
material as an attachment to the letter and then simply refer to the 
attachment.)

Credit Line:

Permission granted by: __________________________________
					     (Signature)
Please print your name: _________________________________

Date: ____________



An annotated sample of our royalty statement is enclosed. 
Please note that four different types of pages are shown in this 
sample: 

	 • 	 Payee Summary

	 •	 Title Detail Royalty Earnings

	 •	 Title Detail Subsidiary Rights

	 •	 Title Detail Royalty Deductions

Your actual quarterly royalty statement will always include a
Payee Summary. The pages detailing royalty earnings, subsid-
iary rights, and royalty deductions will only be included when 
there is activity in that particular area. 

Another advantage of our royalty system is that you will be 
receiving quarterly statements (February, May, August, and 
November), which means you will receive royalty earnings and 
sales information quite frequently.

Your comments and suggestions are always welcome. If you 
have questions about this statement, feel free to contact Joyce 
Ondersma at (800) 831-7755, ext. 3463 or (616) 698-3463, or 
you may email her at joyce.ondersma@zondervan.com.

Please save your sample royalty statement for future reference.

ROYALTY STATEMENT



FAQs

1.	When will I receive my advance and royalties?

In most cases you will receive 45 percent of your advance 
within thirty days of signing your contract, another 10 
percent within thirty days of the editor’s receipt and ac-
ceptance of the Advance Marketing and Sales Information 
form, and the remainder of your advance within thirty days 
of the official acceptance of your manuscript. Royalties are 
paid on a quarterly basis, on the last day of the following 
months: February, May, August, and November.

2.	How do I read my royalty statement, and whom do 
I contact if I have a question?

A sample royalty statement is included in your author 
packet which gives you the explanation of each column 
on your royalty statement. If you have questions, please 
contact Joyce Ondersma in the Author Care department — 
(800)-831-7755 ext. 3463 or (616) 698-3463 or via email, 
joyce.ondersma@zondervan.com.

3.	Will endorsements be needed for my title?

That decision is part of the marketing plan. The most impor-
tant feature of cover copy is to provide a clear and compel-
ling description of the content of your title. If your marketing 
team decides to include endorsements, they will work with 
your editor to obtain them and will consult with you. We 
look for your recommendations of colleagues and ministry 
contacts who might be willing to endorse your book.

4.	Will you be giving my manuscript a new title?

In many cases — yes. The title is one of the most important 
keys to the success of your work. It must speak directly, 
yet creatively, to the exact readership you are trying to 
reach.  Zondervan spends a great deal of time and research 
in determining just the right title. In some cases, we will 
test several titles and use the one that receives the best 
response. We also work closely with retailers and the people 
who will be selling your title to the bookstores.
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5.	Who will design the cover of my book, and will I 
	 be involved?

The cover imagery is another key factor in the success of your 
title, and we assign the staff of our design and marketing 
teams to execute the best possible cover for the intended audi-
ence. Your own interests will be considered for both the title 
and the cover, but one of the reasons you submitted a manu-
script to a publisher is to take advantage of the value we add 
to your work through our extensive experience and expertise in 
the marketplace.

6.	How can I help to promote my title?

You can be very influential in the marketing of your title. If you 
do any public speaking, it is vitally important that you send 
your schedule to your marketing director so we know where 
you will be speaking. Also refer to the Author self-promotion 
material and information on the author area of the Zondervan 
website.

7. How will my book be marketed?

The marketing team is responsible for developing a creative 
marketing plan that gives your title maximum exposure to your 
work’s target market within varying budget constraints. Every 
Zondervan title is included in a variety of proven promotional 
materials aimed at encouraging bookstores to stock your title, 
making consumers aware of it, and persuading them to pur-
chase it. In most cases your title will be offered to the media 
(online, broadcast, and print) to help generate interviews, 
reviews, and publicity excerpts.

8.	If my book is not in a bookstore, how can someone 
	 purchase it?

Any bookstore can order your title. Retailers who have an ac-
count with Zondervan can order directly by calling our Customer 
Support Department, (800) 727-1309. Bookstores in the UK 
should contact STL Distributors, +44-1228-512-512. Consum-
ers and librarians can order by calling (800) 727-3480 or (610) 
532-4700, or by accessing our Internet site at www.zondervan.
com where they can be directed to an etailer of their choice. 
Pastors and church leaders can order for their churches by call-
ing ChurchSource (800) 727-3480.
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9.	Will my book be carried in general bookstores such 
	 as Barnes & Noble?

Zondervan has a full-time professional sales team who sells our 
products solely to the general bookstore chains such as Barnes 
& Noble, and your title will be considered for those presenta-
tions. Also, our titles are carried by the wholesaler distribu-
tors that supply general bookstores (e.g., Ingram and Baker 
& Taylor), so any general bookstore can order your title. All 
Zondervan titles are featured in a Zondervan catalog and are 
promoted on our website.

10. How long will my book stay in print?

It will stay in print as long as it continues to sell at a reason-
able pace. No one likes to take a title out of print, but eventu-
ally most titles reach a point when it is no longer cost effective 
to order a new printing and reserve space in the warehouse.

11.	Whom do I contact to order my books and can I 
	 have them sent directly to a conference?  What is 
	 my discount?

To order books, please contact Jackie Aldridge in the Author 
Care department. Her telephone number is (800) 831-7755 
ext. 3426 or (616) 698-3426 or via email, jackie.aldridge@
zondervan.com.  She will take your order and see that the 
proper discount is applied. Your author discount schedule is 
indicated in your contract.

12.	If a church or organization invites me as a
	 speaker, whom do they contact to order books?

If a church or organization invites you to speak at an event, 
they may contact our ChurchSource department (800) 
727-3480 and ask for Maureen. They should inform her that 
the purchase is for an author event and give her the source 
code (110001). They will then receive a 50 percent discount for 
full-case quantities and free freight.  
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13. Will my book be on the Zondervan website?

Yes, all Zondervan titles are promoted on our website.

14.	How can I find how many books have sold?

Your royalty statement, which is sent out quarterly, will list the 
total number of royalty-bearing sales. However, if you would 
like the sales numbers at any other time, please call Joyce 
Ondersma in the Author Care Department — (800) 831-7755 
ext. 3463 or (616) 698-3463 or via email, joyce.ondersma@
zondervan.com.



GLOSSARY

Glossary of terms

Acronyms and Terminology

AAP			  	 Association of American Publishers

AAR				   American Academy of Religions
 
ACL				   Association of Christian Librarians

ACP				   Associated Church Press

AE				    Acquisition Editor

ARC				   Advance Reader Copy

ATLA			   American Theological Library
				    Association

B & N			   Barnes & Noble chain of bookstores

Backlist			   Often loosely used for any product that
				    has released; the technical reference is
				    to a product that released in Zondervan’s
				    last fiscal year or earlier.

BEA Convention		  The industry trade show for the general 	
				    trade called Book Expo America.

BISG			   Book Industry Study Group

CBA				   The association for Christian retail stores 
				    (formerly known as the Christian 
				    Booksellers Association). Chain book-
				    stores as well as independent book-
				    stores can be members of CBA.
				    (Family Christian Stores, LifeWay
				    Christian Stores, and The Mustard Seed
				    are examples of accounts that are
				    a part of CBA).

CBA Convention		  Now called ICRS. International Christian
				    Retail Show, the convention of CBA. 
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Glossary of terms (cont.)

Acronyms and Terminology

CBD				   Christian Book Distributors 

COD				   Channel of Distribution — All of
				    Zondervan’s customers fit into what
				    is referred to as a particular COD. 
				    Examples: CBA, ABA, and General
				    Market.
 
CR				    Christian Retailing 

CSLA			   Church and Synagogue Library
				    Association 

CT				    Christianity Today magazine 

CWG			   Christian Writers Guild 

DE				    Development Editor

ECPA			   Evangelical Christian Publishers
				    Association

EPA				    Evangelical Press Association

EP News			  Evangelical Press News

ETS				   Evangelical Theological Society

FCS				   Family Christian Stores

FCW				   Fellowship of Christian Writers

Galley			   A copy of a pre-pub manuscript with
				    a cover sheet containing an ISBN,
				    author, biography, brief description. 
				    These are mailed to trade press and
				    consumer publications to generate
				    book reviews/excerpts.

Gatekeeper		  High-profile individual who is associated
				    or interacts with, or is a leader of, a
				    company, ministry, or organization that
				    has a far-reaching influence. Also known
				    as an “influential.”
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Glossary of terms (cont.)

Acronyms and Terminology

General Market		  Stores that are not considered a
				    bookstore or gift store but sell
				    books and gifts. Examples: Target,
				    Kmart, Wal-mart, Sam’s Club, and
				    Costco.

General Trade		  General booksellers both chain and
				    independent here in the US and
				    around the globe.

GTPE			   Global Trade Paper Edition, low-cost
				    softcover editions produced for sale in
				    countries that cannot afford to purchase
				    expensive books; these countries are
				    often spoken of as Majority World coun-
				    tries or the developing world. To make
				    such low-cost editions possible,
				    Zondervan accepts a lower profit margin
				    and authors are paid a lower royalty.

HC				    Hard Cover Edition

IBR				    Institute for Biblical Research

IBS				    International Bible Society

ICRS			   International Christian Retail Show

ISBN			   International Standard Book
				    Number

ITPE				   International Trade Paper Edition,
				    softcover editions of books that are
				    produced and sold as hardcover books
				    in the United States. ITPEs are only for
				    sale outside of the United States and are
				    produced when the hardcover is consid-
				    ered too expensive for the international
				    market.

LCF				    Librarians’ Christian Fellowship

LMP				   Literary Market Place
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Glossary of terms (cont.)

Acronyms and Terminology 

MD				    Marketing Director

MM				    Mass Market Edition

MS				    Manuscript

NAE				   National Association of Evangelicals

NPC				   National Pastors Convention

HC				    Hard Cover Edition 

NRB				   The International Association of Christian
				    Communicators (formerly known as
				    National Religious Broadcasters).

PW				    Publishers Weekly magazine

RNA				   Religion Newswriters Association 

RNS				   Religion News Service

SC				    Soft Cover Edition

SBL				   Society of Biblical Literature 

TCW				   Today’s Christian Woman magazine
	
Vida				   Zondervan’s Spanish company

WEA				   World Evangelical Alliance

WGA			   Writer’s Guild of America

YS 				    Youth Specialties, Zondervan’s youth
				    ministry resources division. 
	
ZCS				   Zondervan ChurchSource


