Ilustration and Copyright Requirements for Publication

All illustrations must be discussed with the book editor(s) in advance of submission. If they are

accepted, it is the author’s responsibility to secure and document the relevant permissions for both

print and electronic publication.

Tllustrations

Provide all figures/illustrations/maps, along with any necessary permissions documentation, with

your chapter on your delivery date.

1.

[lustrations should be individual TIFF files labeled according to your last name and their
figure numbers (i.e., <name> Figure 1, <name>Figure 2, etc.).

(We do accept JPEG, but please see #4c below.)

Each illustration must be a separate file, even if it is part of a multi-image illustration: e.g.,
Figure 3a, 3b, 3c.

If submitting the final manuscript, don’t embed illustrations in a Word file or in your
chapter file. This corrupts the resolution quality and it will not look good in the book.

o Ifyou are submitting your manuscript for peer review, you can embed relatively
low-res images in the file so that the readers can see and benefit from/factor in the
illustrations, but those embedded versions must be removed before final submission
and separate image files provided.

In general, illustrations should be a minimum resolution of 300 dpi/ppi when it is

scaled to 4.5 inches (11.43 ¢cm) wide. We welcome images at higher resolution and they do

not need to be downscaled to 300 dpi or 4.5 inches if bigger, but they must be at least 300

dpi at the size you prefer the image to be (i.e., if you want a headshot photo to be only 2

inches wide) to be accepted for inclusion in your chapter.

a. For horizontal or landscaped images, 4.5" wide is our standard. For vertical or

portrait images, they may not be full-page size, so they need to be at least 300 dpi at
the width you intend them to be printed.

To find the resolution, in File Explorer right-click on the image, select
Properties, then the Details Tab. The Horizontal and Vertical Resolutions
should be at least 300 dpi. If less than 300, you must rescan your
original image to 300 dpi or request a higher-resolution version from the

source for your image.

b. Images copied and pasted directly from a website are generally too low resolution for

printing; look for the site’s download function for the image, if available, and choose



the highest-possible resolution. When acquiring an image from an archive, library,
museum, or stock photo agency website, request TIFF format.

c. IfJPEG is the only file format available, do not open, edit, and save the image
before submitting it as that will degrade the image quality; just download it and
submit. If you need to rename the file, use File Explorer or Finder.

5. More details on industry guidelines for submitting illustrations is available from the

Association of University Presses website: https://aupresses.org/resources/guidelines-for-

submitting-illustrations.

Tables/Graphs
If your article includes these, they should be saved in separate Microsoft Word files, which should be
named by number, e.g., “<name> Table 1.”

e Do not embed the tables in the chapter file.

Callouts and Captions

Because figures and tables are not embedded in your chapter file, insert callouts to indicate where
each should be placed when the manuscript is typeset.

A callout should be placed on its own line following the paragraph in which the figure is first
referenced and should be surrounded by two angled brackets: <<Figure 1 about here>>, followed by
the full caption text.

Please place these at the end of paragraphs, not in the middle of one.
Examples:

<<Figure 2 about here>>
Figure 2. Raphael, Sistine Madonna, detail, 1512-13, oil on canvas, Geméldegalerie Alte Meister,

Dresden, public domain, via Wikimedia Commons.

<<Figure 4.8 about here>>

Figure 4.8. “Jewish Wedding” (Betrothal) from Arba’ah Turim of Jacob ben Asher, 1435, Mantua,
Rossian, 555 f. 220r, Bib. Apostolica Vaticana. Reproduction rights granted by Biblioteca Apostolica
Vaticana, Prot.: 2023/0370/S-E998.

Alt-Text

Alternative text is separate from the figure captions and callouts described above. Alt-text is a short
description of an illustration, map, graph, or diagram for e-reader programs, such as Audible, to
describe the image aloud to those who are visually impaired.

It is not necessary to provide alt-text for tables or music examples.



Alt-text should be as short as possible and not repeat the caption text, it should describe the image’s
important visual elements that would otherwise be missed by a visually impaired reader.

We prefer that alt-text be clearly labeled and placed below the caption text in the manuscript.
Example:

Caption
Figure 1. [llumination of the sixth trumpet blast in the Revelation of John from the Bamberg Apocalypse,
circa 1010. Staatsbibliothek Bamberg Msc.Bibl.140, fol. 24v.

Alt-text
Figure 1. An angel holds John's hand as the other Evangelists watch. Below them, run three horses with
snakes for tails and spewing liquid, their riders wearing red, green, and yellow. The horses trample three

corpses.

Permissions

You, the author, are legally responsible for complying with copyright, privacy, and libel laws. You are
also legally responsible for obtaining permission to use any material under copyright and to pay any
required fees. The book editor(s), publisher, and/or society (if this chapter is for an annual society
book) do not have the authority to release you from them.

If you are not sure whether using a particular material might result in a lawsuit, you should consult an
attorney as you are liable for any violation of copyright.

Copyright. Material created by other people (including images or text) is under copyright unless
copyright has expired and it is in the public domain. We require that you obtain rights to reproduce
the copyrighted material in an English-language work that will be distributed around the world (i.e.,
worldwide English-language rights). We also require the rights be for reproducing the material in both
print and electronic form.

We therefore recommend that you limit your use of copyrighted material to only what is essential to
your argument. If the restrictions on a particular excerpt or image seem excessive, we strongly
recommend that you reconsider your use of the material.

e Provide copies of all permissions and/or correspondence for any material under copyright
(textual or illustrative) that you wish to reproduce in your chapter.

e Please label permissions documents with the author’s last name. If a permission is for a
single figure, label it as the author’s last name and figure number.

e We have sample permissions forms that you may use to request permission if the rights
holder does not have their own form. You should request that all permission letters be sent to
you. Send photocopies of the letters and any statements defining conditions of use to the
book editors. Retain the originals for your files.

e If there is no official permissions receipt, letter, or agreement, but you have an email trail



giving permission, that is sufficient documentation (We prefer a PDF of the email trail).

CC Licenses. Creative Commons (CC) licenses generally allow images to be used in our books, but
not always; with some types of CC licenses, commercial use is prohibited.

e If an image you want to use is CC, click on the providing site’s CC license link (usually at
the bottom of the image itself or the webpage) and check to see if the image can be freely
used for print and electronic publication and whether it requires attribution.

e Please include such attribution in your image’s caption.

Public Domain. Works in the public domain belong to the public at large and may be freely used
without permission from anyone. Anything first published in the United States prior to 1 January
1923 is in the public domain.
e Anything first published in the United States prior to 1 January 1964 for which copyright was
not renewed is now in the public domain.
e All works of and by the US government of whatever type or medium are in the public
domain.
Although you do not need to request permission to use material from public domain works, you
should cite it appropriately and give full credit to the source in your caption. Some excellent tools
and additional resources to help research copyright terms and the public domain are available at:

https://aupresses.org/resources/categories/rights-and-permissions/

More information. Check with your university copyright experts or library for further guidance. The
following sites have helpful outlines for US copyright law:

http://www.unc.edu/~unclng/publicd.htm

www.copyright.gov

For rules concerning copyright law in other countries, consult the Universal Copyright Convention

(UCC): https://en.unesco.org/courier/news-views-online/universal-copyright-convention




