
Preparing Your Manuscript: 
Permissions and Images 

 
This document is a guide intended to help you ensure that your manuscript is ready for handover to 
Production when you deliver it to us. Missing permissions and problems with presentation are two of the 
main factors behind delays in the handover process and consequently, publication. In order to avoid such 
delays, please refer to this document alongside the main Author Guidelines whilst you are preparing your 
manuscript. Do not hesitate to contact your editorial assistant if you have any questions. 

PERMISSIONS  

Please note carefully: you and your contributing authors are contractually and legally obliged to seek permission to 
reuse the work of others and/or work published by other publishers—even if that work was written or produced by 
you. Failure to do so is a breach of copyright laws. 

Focus Action 
Figures and images 
that you have created 
for this work 

Fine. No need to seek permission. 

Figures and images 
created by somebody 
else—this includes 
Microsoft Clip Art and 
images from the 
internet 

You must have written permission from the person/company/organisation/school, etc. to 
reuse the figure/image. If the image has been published previously you will have to 
contact the Publisher for permission.  
 
Please avoid using Microsoft Clip Art and images sourced from the internet without 
permission in your manuscript. 

Figures and images 
for new editions 

If you are writing a new edition, you must seek permission to reuse figures and images, 
even if you already did this for the previous edition. 

Text from other 
academic 
publications. This 
also includes text that 
you have written 
 
Fiction works not included 

If you are quoting and critically using a work once you can use up to 400 words in one 
extract from another publication, so long as you reference the source. 
 
If you are quoting a work many times across the manuscript (e.g. 4 extracts of text) you 
can use up to 800 words, but each extract must be no longer than 250 words. 
 
This does NOT apply to works of fiction/lyrics/poems. Please see the final section of this table. 

Images of children, 
regardless of who the 
copyright belongs to 

You must have permission from children’s parents or guardians in order to use the 
photographs. Please speak to your EA about obtaining a permission forms.  

Song lyrics, poems, 
literary quotations, 
etc. 

- Poetry, song lyrics and fiction quotations are complicated.  As a general rule, unless 
absolutely essential, these should be avoided as clearing permission can be time-
consuming and very costly.   
- Isolated quotations - at the beginning of a chapter or in the prelims, for instance – do 
require permission regardless of how long they are. ‘Fair dealing’ does not apply to 
embellishments such as these.  

PLEASE NOTE: ANY FIGURES OR TEXT WITHOUT PROOF OF PERMISSION WILL BE REMOVED FROM THE MANUSCRIPT. 

TABLES 

Focus Action 
Tables must be of a 
high quality and 
editable 

Create your own tables in a Word document to ensure they are of the highest quality 
possible. If the original source is not editable, please redraw the table in Word yourself 
to avoid added costs at Production stage. 
Please remove tables from the main manuscript and store them as separate, clearly 
labelled files.  

 

 



TEXT BOXES 

Focus Action 
Text boxes are created 
in word and are four 
outer lines ONLY 

These can remain in the manuscript—please do not remove them. 

 

PHOTOGRAPHS, ILLUSTRATIONS AND SCANNED IMAGES 

Focus Action 
Photographs Make sure your photographs are of a very high quality i.e. 300dpi or higher1. We 

cannot accept photographs lower than this otherwise they will look ‘blurry’ in print. 
To make sure your photographs are of a high enough quality: 

 Never paste photographs into a Word document 
 Always send the original file that the camera created 

Illustrations (pictures 
created by hand or on a 
computer that are not 
photographs) 

Make sure your illustrations are of a very high quality i.e. 300dpi or higher. We 
cannot accept illustrations lower than this. To make sure your illustrations are of a 
high enough quality: 

 Never paste illustrations into a Word document 
 Always send the original file  

Line art (graphs, charts, 
etc) 

Create all line art in Microsoft Word so that it is editable and of a high quality. If the 
original source is not editable, please redraw the line art in Word yourself to avoid 
added costs at Production stage. 

How you should 
ultimately present your 
manuscript to us 

Always remove photographs, figures and tables from the manuscript and store them 
as separate files. When you submit your manuscript to us there should really only be 
WORDS and four-line text boxes in the document and nothing else.  
 
Where you have removed a photograph/illustration/line art, please leave a callout that 
matches the individual file name e.g. “INSERT FIGURE 1.1. HERE”. You should 
have a corresponding file called ‘Figure 1.1’. 

APPLYING FOR PERMISSION – SAMPLE LETTER 

 

                                                             
1 To check the DPI of your figure, find the image/figure file in your documents and right click it—a menu will pop up. 

The DPI information will either be available immediately in the menu that appears, or under the ‘Details’ tab.  
 
For further information and a list of external copyright agencies which may also be of use to you, please refer to 

the  full Author Guidelines document. 

Dear [Name], 
 
I am preparing/preparing a contribution to an academic book entitled [title], which will be published by Routledge in 

[year].  I am seeking permission to reproduce the following  [extract/article/figure] in our publication:  
 [Figure/extract] 
 From [author, title/journal, location, publisher, date, pp.xx-xx] 
 
[If relevant] The text would be reproduced unedited/I plan to edit the article and enclose/am forwarding a marked-up 

copy of the text with the proposed changes indicated.  
 
I understand that you control the rights to this [article/figure]. I would be very grateful if you could grant permission for 

the use of this material as soon as possible, stating any credit lines or fees you require.  
 
We require world English language rights, and the print run of our book is approximately [xxx] copies in hardback and 

[xxxx] in paperback, priced at [hardback price] and [paperback price] respectively.  
 

The material will also be produced in eBook format as a verbatim digital copy of the printed work (i.e. it will be used in exactly 
the same context as the printed version, and without alteration). At this stage we cannot say how many of the e-books we will 
sell, as it will be on demand. We expect to sell considerably less than the printed book, perhaps up to 50.  As we are in early 
stages with ebooks this is purely an estimate. 
 
If you do not control the rights to this material, or if permission must be sought from any third parties, I would be very 
grateful if you could let me know to whom I need to apply. 

 
Many thanks for your help.  I’ll look forward to hearing from you by [date]. 
 
If you require any further information please don’t hesitate to contact me. 
 
Yours sincerely, 
[Name and contact details as usual] 
 


