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MEDIA RESOURCES

IMAGES AND ILLUSTRATIONS

Submissions may be accompanied by the minimum number of illustrations necessary for the reader to understand the au-
thor’s analysis and arguments. Frequently reproduced works of art should be omitted if possible, instead citing in the notes 
the location of an illustration commonly found in other scholarly texts. 

▶ COPYRIGHT. Authors are responsible for obtaining all necessary permissions for the reproduction of images and for 
the right to have them published including all associated fees, restrictions, and requirements as indicated by the copyright 
holder. Images in the public domain (copyright free) do not require permission. (An image from a 500-year-old manu-
script may be under copyright — usually by the library or collection where it is currently held.) Authors may use their 
own (high-quality) photographs if available. However, they must obtain written permission (and pay any required fees) 
to reproduce any image of an object or manuscript, even if the photograph is theirs. Please contact us for assistance with 
specific image copyright issues that may arise.

▶ RESOLUTION. Digital images should be a minimum of 1000 pixels for both width or height. 1500 × 1500 pixels is ideal. 
Most online image sources list the dimensions of a photo in pixels. If an image file is saved to your computer, you may 
use the “properties” dialog in Windows or the “get info” dialog on Mac to see the pixel dimension of an image file by 
right-clicking the file icon. (*Editing and increasing the dimensions of a smaller file in software such as Adobe Photoshop is not 
a suitable solution. Contact us directly with specific image questions if you are unable to source images with dimensions over 1000 
pixels.)

▶ FORMAT. If possible, provide images in TIFF format. If TIFF files are not available, provide the highest quality JPEG you 
can. Line art (such as maps) can be provided as a PDF created in Adobe Illustrator. If native line art files are not available, 
these should also be provided in a high resolution TIFF format.

▶ SUBMISSION. Large files can be submitted by mail on portable media (such as a USB drive) or shared via cloud storage 
services such as Dropbox or Google Drive. You may also provide links to a direct download from the source (museum, 
library, etc.). Physical photographs and hand-drawn illustrations or maps should be mailed to us to be scanned. Origi-
nal art will be returned once it has been scanned. Submission must include copies of all image permissions. Images 
should be provided individually — do not embed images in your Word document.
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INSTRUCTIONS FOR ILLUSTRATIONS

▶ NUMBERING. Assign photographs and drawings consecutive figure numbers. If the book has 10 or more images, number-
ing should be designated by chapter: in chapter 1, figures should be numbered 1.1, 1.2, 1.3, etc., while in chapter 5 they 
should be numbered 5.1, 5.2, 5.3, etc.

 The word figure is spelled out except in simple parenthetical references. Refer to your illustrations in your manuscript by 
using call outs:

The theological tumult caused by this can be seen in the images on the Franks Casket (fig. 6).  
[*note period after bracket]

 Or you may make text references to them:

As figure 5.14 shows, the theological tumult caused by this can be seen in the images on the Franks Cas-
ket.

▶ LOCATION. Indicate the preferred location of  images in your text by marking the manuscript with a note to the produc-
tion team. [Insert figure 5.14 here] The production note will not be printed. Due to formatting and design issues, it is 
not always possible for images to appear in the exact location the author indicates. Whenever possible, images are insert-
ed as near to figure callouts in the text as practical.

▶ CROPPING. Please include any special instructions regarding the printing of the illustrations when they are submitted. 
Authors should indicate if an image should be cropped, addition of arrows, boxes, etc.

▶ CAPTIONS.  Provide a caption for each image. 
Captions should be worded as briefly and directly as possible and should be submitted in a separate document from 
the manuscript. In subsequent illustrations of same subject, information such as the location and the artist may be omit-
ted. Include dimensions and media where appropriate. 

 Examples of how photo captions should be written:

 Figure 1. Tomb of Giles de Bridgeport, Salisbury Cathedral, England, 1360, limestone and purbeck marble, 
6.8 × 2.7 m. Photograph by A. Realgood Friend.

 Figure 2. Pilgrim Badge of the Shrine of St. Thomas Becket, c. 1380, 10 × 6.5 cm, England, Museum of Lon-
don. Courtesy of the Museum of London. Note the double portrait in the lower left.

 Figure 3. Matthew Paris, Shrine of St. Albans from Gesta Monastica, Cambridge University Library, 25 fol. 
3 v., 1275, England. Permission of Cambridge University Syndicate.

 Figure 4. Shrine Base of St. Alban, St. Albans Cathedral, London, 1305–1308, 6.2 × 4.1 × 3 m, poly-
chromed limestone. Author’s photograph.

 Figure 5. Plan of Canterbury Cathedral Choir, after Robert Willis, Canterbury Cathedral Views (London, 
1875), 217. The windows are numbered in sequence.
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 Figure 6. Section of Sir Robert Cotton’s loan list of April 1621. London, British Library, Harley 6018, fol. 
148v. Reproduced by permission of the British Library.

NB: Image in fig. 5 is in the public domain. List the full reference in the caption.

▶ ALT TEXT.  Provide alternate text for each image to improve accessibility in digital formats. For guidelines and best 
practices in writing alt text for screen readers and ebooks, please visit https://help.siteimprove.com/support/solutions/
articles/80000863904 

 Alt Text should be provided in a separate file from the manuscript.

▶ COVER IMAGE. Please provide an image suitable for the cover of your book, in color if possible, in the format and resolu-
tion noted above. Be sure to specify cover rights when asking for permission.

VIDEO CONTENT

▶ FORMAT. Provide videos in WAV or MP4 format. Videos will be embedded in essays and streamed from a remote media 
storage server.

▶ ACCESSIBILITY. Provide an ekphrastic narrative in text or an audio description for each video. Our production platform 
does not currently display captions for videos, but narrative or audio descriptions are retained for accessibility and may 
be used as publication platforms allow.

▶ COPYRIGHT. Provide permissions where necessary for all videos.

AUDIO CONTENT

▶ FORMAT. Provide audio in MP3 format. Audio will be embedded in essays and streamed from a media storage server.

▶ ACCESSIBILITY. Provide a caption, ekphrastic narrative, or other description for each clip.

▶ COPYRIGHT. Provide permissions where necessary for all audio.

MORE HELP…

We are here to help! Technology changes, formats are updated, rightsholders update copyright requirements, etc. This 
document should answer many of the most common questions and issues that authors encounter as they begin a project. 
But unique situations arise and sometimes we are able to help navigate the issues better than an author can on their own. 
Please don’t hesitate to contact your editor or production liason if you have a question that isn’t answered here.


