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Information on images  
and audio/video files

a) Preparing files for publication
We are happy to publish any number of images (for related costs please see 
Appendix II, p. 51 of the Author Guide). 

We are also happy to embed audio and video material in our publications. To 
ensure that the e-book size is manageable, we need to impose a limit on the 
number and duration of the multimedia files, but further material can be hosted 
separately and linked to in the book. For some examples of how we have featured 
audio files in our published books, see: 

• https://www.openbookpublishers.com/reader/498#page/28/mode/1up

• https://www.openbookpublishers.com/reader/137#page/159/mode/1up

• https://www.openbookpublishers.com/reader/346#page/164/mode/1up

If you wish to include images or audio/video material in your book, please read 
the instructions below carefully.

Digital resources
Please do not insert any files directly into the Word manuscript. Instead, 
please provide OBP with the original digital files (e.g. images, video files, scans, 
photographs taken with a digital camera, and/or illustrations drawn with graphic 
editors such as Illustrator) via email or file transfer as early as possible. 

The maximum size for an entire book should be around 100 MB (roughly 
equivalent to one hour and a half of music). Please bear in mind that video files 
are usually much bigger than audio files. 

Photographs and illustrations

The preferred formats are TIFF, JPEG, PNG for photographs and illustrations.
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Graphs and logos

We are happy to accept any vector format for graphs and logos. Ideally all graphs 
and tables in the book should follow the same style. If you are creating graphs 
and tables from scratch please set text in TeX Gyre Pagella and 9pt in size. Please, 
refer to this guide to learn how to export graphs from Excel to an accepted vector 
format.

Please note that if your tables are particularly large (e.g. they include a lot of text)  
you may be asked to adjust the formatting or presentation of the content in order 
for the information to fit properly on the page. Our staff will discuss this with you 
if any adjustments are needed.

Image Accessibility and Alt-Text

Alt text or alternative text is text that describes an image. It is part of the image’s 
metadata, so it isn’t usually visible but it can be read by software for readers with 
visual impairments or other disabilities. As part of our commitment to making 
our books accessible, we ask authors to provide appropriate alt text for their 
images. Our production staff will contact you at the appropriate time with more 
details about how to do this. You can also find out more about how we make 
our books accessible on our website: https://www.openbookpublishers.com/
libraries/accessibility

Audio and video

The preferred formats are mp3 for audio material, and mp4 for videos. 

Please note: the publication process cannot begin until we have these files.

If no images have been produced expressly for the forthcoming publication, 
it is possible to look for suitable illustrations online. Please refer to the section 
Looking for images on the Web at the end of this chapter. However, do not simply 
download or provide links to images you have found on the internet: most online 
images cannot be reused freely. Unless they are in the public domain or explicitly 
licensed under an open license such as Creative Commons, you must obtain reuse 
permission. See the Requesting permission to reuse images section below.
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Image resolution
You can provide an indication of the preferred size of each, but please bear in 
mind that: 

• Full-page images (including the cover image) should be approx. 3200 x 
2500 pixels. 

• Half-page images should be at least 2100 x 1700 pixels.

• Smaller images should be at least 800 x 500 pixels.

• Permission to publish must be acquired for all images not in the public 
domain.

To calculate the maximum size each image can be printed, divide the height and 
the width in pixel by 300 (the minimum dot/pixel density required for printing). 
So, for example, an image sized 800 x 500 pixels will print at 2.7 x 1.7 inches and 
no more.

The availability of embedded audio/video material in our digital editions will 
depend on the format and on the reading device (e.g. older Kindles do not support 
multimedia e-books). However all our editions, both digital and printed, will 
display links and/or QR codes to allow readers to access audio/video material 
online in real time.

Unfortunately, we will not be able to publish images smaller than 800 x 500 pixels 
nor will we be able to publish recordings or videos that do not comply with the 
requirements above. However we will be delighted to host them on a dedicated 
Additional Resources tab on the book’s page our website. If you have any questions 
about image size or audio/video file quality, please contact Alessandra (a.tosi@
openbookpublishers.com). 

Acquire image reproduction rights or audio/video usage rights 
well in advance

It is your responsibility to provide us with complete information on each image or 
audio/video file, and to arrange the copyright for reuse. Please refer to Appendix I 
on p. 39 in this Guide and to the free resource http://copyrightuser.org for more 
detailed information on copyright rules.

We suggest that reproduction rights are cleared as early as possible as this process 
is often lengthy. N.B. Copyright must be cleared and files provided before 
the publication process can begin. OBP will provide a log for you to track the 
permissions and a permission request form. Please make sure to return the fully 
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completed log, and the permission request forms signed by right holders, to OBP 
along with the manuscript and the files. For more on this, see the Requesting 
permission to reuse images and audio/video files section below.

We are keen to publish all the images and audio/video material that you wish 
to include in your book/chapter. However, to avoid any legal issues, we will not 
be able to publish anything that is not accompanied by complete details and a 
permission letter signed by the copyright holder, or else the licence under which 
the material is openly provided. Please note that the same applies to material 
you have found online.

Insert numbered captions and indication of size in the manuscript

When submitting the final manuscript, please make sure to:

1. Insert the title and the caption of every image or audio/video file in the 
exact position where you want it to be embedded in the text.

2. Place a figure number (for images) or an ordinal number (for audio/
video files) before the caption, and highlight it in yellow. N.B. Please use 
automatic image numbering if you include more than 20 images, so that the 
numbering and cross-referencing of images can be automatically adjusted 
if the number of images changes.

3. Insert captions for images in the exact position you would like the image 
to appear in the text,  including the following information: figure number, 
creator (e.g. artist/photographer), title, date, place it is held (if relevant), 
copyright statement (for more details on copyright see Appendix I). For 
example:

Fig. 1  Jean-Antoine Watteau, Pilgrimage to Cythera (1719), Charlottenburg 
Palace, Berlin. © Palace Museum.

If the illustration has been taken from an online source, the weblink to the page 
where the image is hosted online should also be provided:

Fig. 1  Mother cat suckling her kittens. Photo by Ashim 71 (2014), Wikimedia, 
https://commons.wikimedia.org/wiki/File:Mother_Cat_with_her_
Kittens.jpg, CC BY 4.0.

Please err on the side of giving more information rather than less, and we can 
edit as appropriate.



Authors’ Guide 33

4. Insert captions for audio/visual images in the exact position you would 
like the image to appear in the text, including: ordinal number (matching 
the numeration in the manuscript), title, composer(s), performer(s), and 
reproduction rights (for more details on copyright see below). It should 
also include album (if applicable), date of recording and duration of the 
audio/video. Please specify the source of the material you wish to include, 
and let us know if it has been previously released. For example:

1.  Nicola Antonio Porpora, Polyphemus, extract: Act III, sc. 5: Recitativo and Aria: 
‘Senti il fato’ [Feel the hand of destiny] © Smithsonian Institution. Victoire Bunel, 
soprano; Tania-Lio Faucon-Cohen, Ajay Ranganathan, altos; Takahisa Aida, 
harpsichord/organ; Martin Gester, conductor. Duration: 5.11.

5. Place each caption in the exact position where the figure should be placed, 
also indicating its preferred size if it is an image (full page, half page, 1/3 
page or smaller). We will make every effort to insert it where you indicated, 
at the size you indicated. But please bear in mind that the pixel size of the 
images you have provided (see previous page), together with occasional 
layout requirements, may force us to make small adjustments.

6. Number the captions in sequential order as they appear throughout the 
manuscript. Please also make sure that the images you provided separately 
have also been named clearly.

7. Provide a complete List of Illustrations and List of Audio/Video files at the 
beginning of the manuscript. This list should include the same information 
recorded in the captions, including copyright details.

b)  Requesting permission to reuse images  
and audio/video files

OBP will send you a Permission Log in spreadsheet format via email. We ask that 
you complete it fully with all of the information requested, and submit it together 
with the images or multimedia files.

It is a requirement for publication that permission be granted by the copyright 
holder to reuse any material that is under copyright. This permission must 
not have an expiry date. We recommend that you use the standardised template 
provided by OBP (see below) to ask for permission. Please fill it in and send it 
to the copyright holder of every copyrighted file that you wish to include in your 
text. Once these forms have been signed and sent back by the copyright holders, 
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they must be submitted to OBP as supporting documentation. Other forms of 
documentation that may be accepted are: copies of correspondence with rights 
holders, or (for web images) screenshots of the copyright statement that allows 
reuse.

We are keen to include all the material that you wish to publish in your book/
chapter. However, to avoid legal issues, we will not be able to publish anything 
which is not submitted along with a completed log and, if necessary, a permission 
form signed by the copyright holder (see next page for the template).

You might also find the STM Permissions Guidelines useful. These Guidelines 
allow the reuse of a certain number of images and a certain percentage of text 
from a list of publishers (including some of the larger publishers) without seeking 
permission. In practical terms, one can usually reuse between 3-5 illustrations 
and up to 400 words from an article or chapter. The guidelines are available here:  
https://www.stm-assoc.org/2020_09_30_STM_Permission_Guidelines_2020.
pdf and the list of publishers is available here: https://www.stm-assoc.org/
intellectual-property/permissions/permissions-guidelines/
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Image Permission Request Form Template

Dear [name of copyright holder],

I am contacting you to ask for permission to reproduce the following image(s) 
from your collection:
Title: [official or unofficial title of the image or audio/video]
Author: [if different from copyright holder]
ID number: [any code useful in identifying the image]

This material is to appear in my forthcoming book:
Book Title:
Authored/Edited by:
Published by: Open Book Publishers (CIC)
Scheduled Publication Date:
Estimated Page Length:
Print Run: Print-on-demand publication (less than 1,000 copies)
Sales territory: worldwide
Format: print, digital (ebooks), and online (html, pdf, xml)
Expiry date: none

Open Book Publishers is an Open Access academic publisher and a social enterprise 
devoted to making knowledge available to all free of charge. All titles are published 
both in print and digital (ebook) format, and made freely available online.

OBP’s books are published under a Creative Common licence, usually CC BY 
(Attribution): https://creativecommons.org/licenses/by/4.0/

I hereby request nonexclusive rights to include the image(s) above in my 
forthcoming book. Specifically, I ask for permission to include a high resolution 
(300 dpi) colour (if available) version in all editions of the book.

You are invited to release the material in your possession under any license you 
deem appropriate, but please consider releasing the image under a Creative 
Commons license (https://creativecommons.org/licenses/by/4), possibly CC 
BY (Attribution), to enable its reuse by other academics.

The licensing of your image will be specified in all editions of the book. Please let 
me know if you wish the publisher to insert a specific credit line.

If you do not control these rights, please inform me to whom I should write.

Thank you for your time and cooperation, [Name and Affiliation]
----------------------------------------------------------------------------------------------------------
I hereby grant permission for the use of the material as cited above. Also, I agree 
to license the material under the following license: ___________________________

Signed ________________________________ Date_________________
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Audio/Video Permission Request Form Template

Dear [name of copyright holder],

I am contacting you to ask for permission to reproduce the following audio/video 
files from your collection: [insert here a list of the files for which you wish to ask 
permission]

This material is to appear in my forthcoming book:
Book Title:
Authored/Edited by:
Published by: Open Book Publishers (CIC)
Scheduled Publication Date:
Estimated Page Length:
Print Run: Print-on-demand publication (less than 1,000 copies)
Sales territory: worldwide
Format: print, digital (ebooks), and online (html)
Expiry date: none

Open Book Publishers is an Open Access academic publisher and a social enterprise 
devoted to making knowledge available to all free of charge. All titles are published 
both in print and digital (ebook) format, and made freely available online.

OBP’s books are published under a Creative Common licence, usually CC BY 
(Attribution): https://creativecommons.org/licenses/by/4.0/

I hereby request nonexclusive rights to include the material(s) above in my 
forthcoming book. The files provided will be embedded in the following digital 
editions: HTML, XML and online PDF (all free to read, PDF free to download 
also); EPUB (to be sold). Links to Open Book Publishers’ website or YouTube 
channel will be provided for the remaining editions: paperback, hardback, azw3.

You are invited to release the material in your possession under any license 
you deem appropriate, but please consider releasing the file under a Creative 
Commons license (https://creativecommons.org/licenses/by/4), possibly CC 
BY (Attribution), to enable its reuse by other academics.

The licensing of your audio/video will be specified in all editions of the book. 
Please let me know if you wish the publisher to insert a specific credit line.

If you do not control these rights, please inform me to whom I should write.

Thank you for your time and cooperation, [Name and Affiliation]
----------------------------------------------------------------------------------------------------------
I hereby grant permission for the use of the material as cited above. Also, I agree 
to license the material under the following license: ___________________________

Signed ________________________________ Date_________________ 
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c) Looking for images on the Web
Most online images cannot be reused freely. Unless they are explicitly licensed 
under an open license such as Creative Commons, you must obtain reuse 
permission. It is your responsibility to provide us with complete information 
on each image, and to arrange the copyright for image reuse. Please refer to 
Appendix  I below and to the free resource http://copyrightuser.org for more 
detailed information on copyright rules.

The list below includes good sources of images that have been made freely 
available for academic reuse. Even if these websites offer resources that are 
mostly in the public domain or liberally licenced, we recommend that you always 
double-check the copyright statement of each individual image (see also https://
medium.com/berkman-klein-center/searching-browsing-and-filtering-open-
access-content-in-digital-collections-9234d84a077)

• Wikimedia: http://commons.wikimedia.org

• Flickr Creative Commons: http://www.flickr.com/creativecommons

• New York Public Library: http://digitalcollections.nypl.org/search/index?
filters[rights]=pd&keywords=[1]

• The National Gallery of Art: https://images.nga.gov/en/page/show_
home_page.html

• Yale Center for British Art’s online collection: http://britishart.yale.edu/
collections/search

• Wellcome Trust: http://wellcomeimages.org

• Rijksmuseum, Amsterdam: https://www.rijksmuseum.nl/en/search

• The Walters Art Museum: http://art.thewalters.org

• The Metropolitan Museum of Art: http://www.metmuseum.org/
collections/search-the-collections

• Smithsonian Collections http://www.collections.si.edu

• Freemages: http://www.freemages.fr

• The Getty collection [NB only images belonging to the Getty’s Open 
Content Program]: http://search.getty.edu/gateway/search?q=&cat=high
light&f=%22Open+Content+Images%22&rows=10&srt=a&dir=s&pg=1

• The online resource for visual arts (VADS): http://www.vads.ac.uk/
collections/AAVAA.html

• https://unsplash.com/collections
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The following websites can also be useful (but please bear in mind that it is 
sometimes necessary to request permission for image reuse from these sites):

• BildIndex: http://www.bildindex.de/#|home

• Europeana: http://europeana.eu/portal

• Farbdiaarchiv zur Wand- und Deckenmalerei (colour slide archive 
of wall and ceiling painting): http://www.zi.fotothek.org/contents- 
of-the-image-database

• Finally, this Google doc lists cultural heritage institutions (galleries, 
libraries, archives and museums) around the world with collections 
that are completely or partially Open Access: https://docs.google.com/
spreadsheets/d/1WPS-KJptUJ-o8SXtg00llcxq0IKJu8eO6Ege_GrLaNc/edit 

Images from Google Maps, Google Earth and Street View can be reused freely as 
long as they are in small number and correctly attributed. Please read carefully 
https://www.google.co.uk/permissions/geoguidelines.html, especially the section 
on Attribution, if you plan to include screenshots from any of these Google projects.

Please always check that any image you select for inclusion in your publication 
complies with our size requirements (see above).

d) Looking for audio/video files on the Web
For a review of audio search engines please see http://www.jiscdigitalmedia.
ac.uk/guide/review-of-audio-search-engines

For video search engines see http://www.jiscdigitalmedia.ac.uk/guide/review- 
of-video-search-engines

The websites above provide material that is mostly in the public domain or made 
publicly available under a liberal license. However we recommend that you 
always check the copyright statement attached to each individual audio/video 
description. Please also make sure that the material is of good quality.


