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Image Guidelines: 

 
IGI Global requests your chapter/article not contain more than five to eight images.  Images 

include screenshots, figures, tables, graphics, etc.   

 

Please note the following guidelines regarding images: 

 

1. Image Formatting and Sizing: 

Please note that while images will appear in color in the electronic version of your 

manuscript, images will appear in black and white only in the printed version; thus, for 

images of the best quality, it is important that you submit your images in black and 

white or gray scale. 

 

Please ensure that all images submitted for publication are sized exactly as they 
should appear in print. Additionally, all .tif files should be saved between a 180-360 
dpi setting. 
 

2. Image Submission: 

Images are generally classified into two types – figures and tables.  
i. Figures should NOT be included within the text of your chapter. All figures 

must be submitted as separate .tif files. (It is important that you CLEARLY 
indicate in the text where the images should be placed by including a caption. 
Please see “Chapter Organization and Formatting” [below] for an example).  
If figures are not included as separate .tif files, you will be contacted for their 
submission and production will be held until they are received. 

ii. Tables can be included in the text of your chapter if they were created in 
Word and are NOT image files. Otherwise, they should be treated as figures 
(see above) and submitted separately.  

 

3. Acquiring Permission for Copyrighted Images: 

It is your responsibility to obtain written permission to include any copyrighted images 

(whether they be screenshots [e.g., a screenshot of a page from a company’s Web site, 

a screenshot of a scene from a video game, etc.], figures, tables, graphics, etc.) in your 

chapter/article.  Please note that while citing the source is sufficient for brief 

quotations, it is not sufficient for images.  Please remember that the copyright is 

generally held by the publisher of the image rather than the author of the image. The 

copyright holder MUST agree to and sign IGI Global’s permission form before IGI Global 

will agree to include the image in your chapter/article.  A copy of this permission form 

can be found on page 7 of this guide. 

 

After you obtain permission, you are then responsible to indicate in the caption of the 

image 1) the original source of the image and 2) that it is being used in your 

chapter/article with permission.  Your caption should appear as: 
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Figure 1. [insert caption here]. (© [insert copyright year here], [insert copyright holder’s 

name here]. Used with permission.). 

 

Please note that, should you create an image that is loosely based on another 

copyrighted image, you must indicate in the image caption that your image is adapted 

from another copyrighted image and then provide the original source:  

 

Figure 1. [insert caption here]. (Adapted from [insert source of copyrighted image here]).   

 

As some publishers require that you obtain permission for use of even an image that 

you may have adapted from one of their images, it is your responsibility to investigate 

as to whether or not permission is needed for your adapted image.  

 

IMPORTANT NOTE: Since acquiring permission may take a significant amount of time, 

it is very important that you begin the process as soon as possible. Should you not 

obtain permission by the time the manuscript is ready to be sent to production, you will 

have the option of removing, replacing, or redrawing the image in question.  

 

4. Permission fees. Subsequent to the previous point, IGI Global will NOT agree to publish 

any copyrighted image for which a permission fee is required, OR for which permission 

is required for each subsequent publication of the image. 

 

5. Image Permission Summary: 

• Permission should be obtained for: Figures, Tables, Graphs, Screenshots, 

Photographs, etc. which have been previously published and/or have a copyright 

held by a third party (i.e. another publishing company). 

• Permission should include: non-exclusive world rights in all languages, 

permission for both print and electronic form, permission to publish the image(s) 

in the original manuscript as well as any subsequent publication under any of the 

IGI Global imprints (Information Science Reference, Medical Information Science 

Reference, and IGI Publishing), provided that each use of the image(s) is within 

the context of the chapter/article in which the image originally appears in the 

manuscript and that the appropriate acknowledgement is provided. 

• We cannot accept for publication any image which requires a fee and/or for 

which IGI Global must re-request permission for each subsequent publication. 

 

Below please find both an e-mail template and a copy of our image permission form to assist 

you in acquiring image permissions. 
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[E-MAIL TEMPLATE FOR REQUESTING IMAGE PERMISSION] 

 

Dear Sir or Madam: 

 

I trust this e-mail finds you well.  I would like to kindly request permission for the following 

images to be included in the chapter/article, “[Insert chapter/article title],” which is to be 

published by IGI Global in the book/journal, “[Insert book/journal title]”: [Specify and list here 

the copyrighted images for which you are requesting permission]. 

 

I wish to request permission to publish said images with the following terms: 

 

• non-exclusive worlds rights and permission to publish in all languages  

• permission to publish in both print and electronic form in this publication and 

any subsequent publication under one or more of the IGI Global imprints 

(Information Science Reference, Medical Information Science Reference, and IGI 

Publishing) 

 

Provided that each use of the image(s) is within the context of the chapter/article indicated 

above and that with each image caption, the following statement (or other statement deemed 

necessary by the copyright holder) is included: “© [Insert copyright year] [Insert name of 

copyright holder]. Used with permission.” 

 

We would gratefully appreciate your consent to our request by signing the attached permission 

form, as the manuscript will benefit from the inclusion of these images.  I appreciate your 

attention to and consideration of this matter, and I look forward to receiving your reply soon.   

  

Should you need any additional information regarding the publication details or have questions 

or concerns, please do not hesitate to contact the publisher at development@igi-global.com. 

 

Thank you and best regards, 

Name 

Title 

University/Lab Affiliation  
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701 E. Chocolate Avenue, Suite 200  ����  Hershey PA 17033-1240, USA 

Tel: 717/533-8845  Fax: 717/533-8661 

 

 

PERMISSION FORM 
 

 

[Insert name of copyright holder (or official representative thereof)] hereby indicates that [Insert 

name of copyright holder] is the sole copyright owner of the following images included in the 

chapter/article, “[Insert chapter/article title],” to be published in the book/journal, “[Insert 

book/journal title]”: [Specify and list here the copyrighted images for which you are requesting 

permission].  [Insert name of copyright holder (or official representative thereof)] hereby grants 

IGI Global (formerly “Idea Group Inc.”) permission to publish said images with the following 

terms: 

 

• non-exclusive worlds rights and permission to publish in all languages  

• permission to publish in both print and electronic form in this publication and 

any subsequent publication under one or more of the IGI Global imprints 

(Information Science Reference, Medical Information Science Reference, and IGI 

Publishing) 

 

Provided that each use of the image(s) is within the context of the chapter/article indicated 

above and that with each image caption, the following statement (or other statement deemed 

necessary by the copyright holder) is included: “© [Insert copyright year] [Insert name of 

copyright holder]. Used with permission.” 

 

Copyright Holder (or official representative thereof) Name (Please print):  

___________________________________________________ 

Copyright Holder (or official representative thereof) Signature:  

___________________________________________________ 

 

Date:  

____________________  


