
Art and Photo Submission Requirements
After your book has been accepted for publication, we ask that you, as an author or volume 
editor, facilitate the process of obtaining images and permissions for images that you want 
included in the book. If there are a number of contributing authors, we suggest you invite the 
authors to submit images to you and you, using the following information, should facilitate the 
process of collecting images and checking to ensure the images are up to the standards described 
herein. 

Permissions 
When selecting images, some repositories allow you to reproduce images for free (if you credit 
them appropriately). Such places include the Library of Congress and Wikimedia Commons. 

Other repositories require permission and may charge a fee. The RSC might help pay for 
nominal fees for images that are necessary for the book. Don’t assume the RSC will pay until 
you have directly contacted Brent Nordgren (brent_nordgren@byu.edu) with the specifics and he 
has confirmed that the images are usable, necessary, and within the allowed budget for the 
project. 

Some repositories have links to searchable archives, and others have links where you request 
permission to print and use the image. Following are popular image repositories for LDS images: 
Church History Library 
For permission to use Church-owned photos, contact Intellectual Property, Inc. (use this form);  
Digital Collections, Brigham Young University; 
L. Tom Perry Special Collections, Harold B. Lee Library;
J. Willard Marriott Library, University of Utah (use this form);
Utah State Historical Society;
Utah State University.

Most images list caption/credit info and sometimes restrictions. Keep track of this information as 
you go using the following spreadsheet, “Tracking Worksheet for Art, Images, Photos, and Credit 
Information” (link). 

As you request permission, you may need to specify that we are a nonprofit, university publisher. 
Even though we are nonprofit, some entities consider RSC projects as commercial ventures. This 
status often requires a fee.  

Images (see also Image Resolution below) 
Send images with the final manuscript but in separate files. Do not paste illustrations into your 
text files or draw them in your word processor.  

Callouts. If images will be scattered throughout the text, indicate where each illustration should 
be placed by inserting a “callout” line in the text, between paragraphs (for example, “<insert map 
1 near here>”). 

Numbering. Divide images by type (for example, Maps, Figures, Tables) and number them 
within each type. 

http://www.loc.gov/
http://commons.wikimedia.org/wiki/Main_Page
http://churchhistorylibrary.lds.org/primo_library/libweb/action/search.do?vid=CHL_PUBLIC
https://www.lds.org/bc/content/ldsorg/content/swf/PD50037188_000_Oct_11%20Copyright%20Request.pdf
https://www.lds.org/legal/terms
http://lib.byu.edu/digital/
http://sites.lib.byu.edu/sc/
https://lib.utah.edu/
http://www.lib.utah.edu/pdf/Photograph_Reproduction.pdf
http://heritage.utah.gov/history
http://www.usu.edu/riskmgt/other/forms.cfm
rsc.byu.edu/sites/default/files/TrackingWorksheetForArtImagesPhotosAndCredits.doc


 
Tables. Please submit your tables as original word-processing files. Give each table a title and 
provide sources and notes as needed, separate from the chapter notes. 

Captions/Credits 
Captions. Provide captions and source/credit lines as a separate caption file. Don’t make captions 
part of the artwork or part of the main text. Make sure image source lines and notes are separate 
from chapter notes. 

Credits. Put credit lines in your manuscript wherever the rights holder requires (usually 
copyright page, caption, note, or acknowledgments section). Use the wording required by the 
rights holder. 

Image Resolution 
Please provide print-quality digital files (300 dots per inch or better at the size they will appear in 
the book). Consider the following guidelines:  
 

1. Find out what we plan for the book page size so that you can create the digital file at 
the correct dimensions. A typical 6-by-9 page can comfortably accommodate images 
not wider than 5 inches and not taller than 7 inches, for example. When in doubt, 
make the digital file larger rather than smaller. 

 
2. Determine whether the image is suitable for scanning. Look at the image using an 

ordinary magnifying lens. If the image is composed of dots or speckles in any kind of 
pattern, it is going to require special expertise to reproduce satisfactorily. Most 
images that have been printed in books, journals, and other publications are in this 
category. Be aware that any image which has been printed presents special challenges 
that you may not be able to address on a consumer-quality scanner, and that the result 
may be disappointing even though it looks okay on your monitor and/or laser printer. 

 
3. Any image that has been obtained by downloading from a website must be checked 

for quality by us. Such files are nearly always in JPG format, and you must use 
special caution to avoid inadvertently corrupting the file. Do not open a JPG file and 
save it again in JPG format, as this format is designed to compress the file with each 
subsequent save, and you will lose image data.  

 
4. Black-and-white photographic images must be scanned as 300 dpi as grayscale 

images at or near reproduction size. This pertains whether the item being scanned is 
an actual photographic print or a printed reproduction of a photograph. The image 
size may appear in pixels. To figure the size your image will appear at 300 dpi, divide 
the pixel number by 300. For example, a picture measured in pixels at 2700 x 1800 
would be an image 9” x 6” at 300 dpi. 

 
5. Color images must be scanned as 300 dpi and saved in TIF format. If color 

photographs are being reproduced in color, and if color fidelity is an issue, it is best to 
have the scanning done by our printer. (For example, an image obtained from an art 
museum may have stringent requirements as a condition of permission.)  



 
6. Line art is defined as black-and-white illustrations that contain no shades of gray, dot 

patterns, or tonal variations (typically simple maps, charts, graphs, or other diagrams). 
If the illustration you are using has been printed, and you do not have the original art 
or electronic file, the image must be scanned at 1200 dpi at or near reproduction size. 
If the image contains shades of gray or colors, it should be scanned by an expert. Save 
as TIF or EPS, not JPG.  

 
7. Save the files in TIF or EPS format, and always use the correct file extension. Avoid 

long file names, and always use a sensible, short numeric naming convention such as 
“Fig 002.tif” for your file names. Create folders for each group to help organize them 
and to keep file lists manageable.  

 
8. If you are engaging a cartographer to create illustrations of this kind, make sure they 

are working in an approved software and put them in touch with us for specifications 
and instructions. Illustrations should be created in a vector-based drawing software 
such as Adobe Illustrator, FreeHand, or CorelDraw, and saved in EPS format (not 
JPG), with all fonts embedded. Use no colors unless your book is being printed in 
color. Assume that changes may be required during copyediting and production and 
that the draftsperson may need to be contacted for that work. We will want contact 
information including telephone number and/or e-mail address in case further work is 
required.  

 
9. When you send your digital files to us, include the following:  

• CD marked with the author/title of the book and date prepared. For multiple CDs, 
mark them “1 of 2” etc. A Sharpie marker is ideal for this purpose. Never use 
tape, paper clips, or binder clips on CDs, and always put them inside a protective 
envelope.  

• Complete printed list of all the files on the CD, including file extensions.  
• Hard copy (laser prints on paper at actual size) of all the images on the CD, 

labeled with the file name for correct identification.  
• For charts, maps, graphs, diagrams created using Illustrator or another drawing 

software program: include all of the fonts used in preparing the files, including 
“system” fonts if necessary.  

• Provide contact information for the person (or persons) who created the digital 
files, preferably telephone number and e-mail address, so that we can contact 
them if we have questions or problems.  

• Always back up your files in a safe place, in case the CD is lost or damaged in 
transit.  

• Do not use any kind of file compression.  
• Never embed illustration files in the word-processor manuscript.  

 
Please direct specific questions regarding images to Brent Nordgren at brent_nordgren@byu.edu.  




