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_____________________________________________________________ 
INTRODUCTION 
 
The term artwork refers to a variety of illustrative materials, such as photographs, maps, 
drawings, and diagrams, whether in a “camera-ready” or digital format. UBC Press has 
high production standards and authors are responsible for providing artwork of the 
highest possible quality. An incomplete art program significantly affects every aspect of 
the production process and can cause major delays and additional costs. Work on your 
manuscript cannot begin until the artwork program is complete and you have provided 
the following: 
 

• finished artwork (according to Press specifications) 
• finalized permissions for all artwork 
• a complete list of captions, including sources and credit lines 
• a completed art inventory form (see p. 14) 

 
You should discuss your illustrative material with your acquisitions editor well before 
you submit the final manuscript. She or he can refer you to a member of our production 
staff who can review your illustrations and respond to any technical questions.  
 
The following instructions are intended to guide you through the process of assembling 
and submitting the various kinds of artwork for your book. Some of the guidelines are 
more general and written for authors whose illustrative materials are fairly 
straightforward, but some of the guidelines are technical and intended for graphic 
designers, cartographers, and other experts.  
 
UBC Press strongly recommends that all maps and complex figures, such as graphs, be prepared 
by a professional. They are very difficult to execute properly. We would be happy to recommend 
the services of a graphic designer or cartographer who can produce professional looking graphs, 
diagrams, and maps at a very reasonable cost and in a timely manner. See Getting Artwork 
Done by UBC Press (p. 16) for samples and rates. 
 
“Camera-ready” vs. digital art  
These terms refer to the two ways that artwork can be submitted to UBC Press. 
Camera-ready (sometimes called “hard copy” or laserproof printouts) includes 
photographic prints or high-resolution printouts of line illustrations that can be 
scanned when the manuscript is typeset. Digital art refers to any image that has been 
captured through scanning, digital photography, or that has been created using a 
software program. Please note that digital artwork created with PowerPoint, Excel, 
Word, and WordPerfect or downloaded from the Web are low-resolution images not 
suitable for professional reproduction.  
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_____________________________________________________________ 
PHOTOGRAPHS  
 

 

Choose photos for their content and 
quality, including sharp focus, good 
contrast, and a range of tone; avoid 
images with high or low contrast 
because the printing process will 
exaggerate these qualities. 
 

 
Black-and-White Photographs (Prints) 
• Professionally produced prints from a professional photo lab or library service are 

preferred.  
• A print size of 5 x 7" is preferred, but not larger than 8 x 10".  
• Glossy finish is recommended; matte finish is acceptable.  
• If a detail of an image is to be used or the image to be cropped, indicate this on a 

separate photocopy of the image. 
• Remember: photocopies of images are unacceptable; as are images printed from the 

Web (although website images may look great onscreen, they do not meet the 
requirements for print production).  

• Avoid providing images from previously printed books and magazines. There is a 
noticeable reduction of sharpness when these images are rescreened during the 
printing process. If submitting this type of artwork is unavoidable, provide the 
original book or magazine for us to scan. 

 
Note the moiré pattern that results when photos are 
scanned from previously printed sources. 
 
 
 
 
 
 
 
 

 
Colour Photographs (Transparencies and Prints) 
If colour images are to be used in your book, ask your acquisitions editor to set up a 
production consultation before you proceed. 
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• To ensure the highest possible quality for any colour images in your book, you 
should submit colour transparencies (8 x 10", 5 x 7", 4 x 5") or 35 mm colour slides. 

• Colour photographs (8 x 10” preferred) are acceptable, but transparencies are best. 
 
Digital Scans of Photographs 
• Be very careful when you supply photographs in the form of digital scans; the 

quality of a scan depends on the type of scanner used and the level of experience of 
the person doing the scanning. Colour photographs, in particular, should be scanned 
on a high-end scanner by an experienced technician or designer. 

• Photographs should be scanned as continuous tone or greyscale and provided as 
TIFF files at a resolution of 300 dpi (dots per inch) at the final size for reproduction. 

• JPEG files are generally unacceptable and if submitted will have to be evaluated by a 
member of our production staff (see note on JPEG files below).  

• Scan photographs at size they will appear in book, and take into account final size 
after cropping unwanted areas of the photo.  

• For our standard 6 x 9” books, the photograph should fit within a text block 
measuring 4 1/4" wide x 7". For nonstandard sizes, consult a production editor before 
you proceed. 

• Supply laser printouts of the images at the size intended in the book. 
 
Photographs Taken with Digital Cameras 
• Use a camera with a high megapixel rating and set it at the highest pixel setting 

when taking the photo. 
• Beware of digital zoom features in cameras; they offer no additional resolution and 

merely crop the image. 
• Files should be saved in a TIFF (preferable) or JPEG format of 300 pixels per inch (or 

dots per inch) for the size of the photo as it will appear in the book. 
• If you are submitting JPEG files, see the note in the box above and do not open, edit, 

and resave the image before submitting it. 
 
 
 
A Note about JPEGs: The JPEG format is commonly used for file transfer because of 
its high compression qualities (smaller file size makes it easier to transport). 
Unfortunately, JPEG compression is accomplished by discarding some of the data that 
makes up the image. Each time a JPEG is opened, edited, and resaved in the JPEG file 
format, image degradation results. If you acquire an image from a library, museum, or 
stock photo agency, request the EPS or TIFF format. If JPEGs are the only file format 
available, do not open, edit, and resave the image before submitting it. 
 

 

UBC Press Artwork Guidelines 5



_____________________________________________________________ 
BLACK-AND-WHITE DRAWINGS (or LINE ART) 
 

 

Line art refers to images that 
contain only solid blacks and 
whites (without grey tonalities). 
These may be submitted as camera 
ready or as digital scans. 

 
General Guidelines for Drawings 
Whether submitting your line art as camera-ready or in a digital format, the following 
general guidelines should be adhered to when building them: 
• Draw them to the size at which they will appear in your book to ensure that they 

will be legible and in proportion to the page size of the final book. If drawings are 
created at a larger size and have to be reduced to fit, there is sometimes a significant 
loss in terms of legibility and aesthetic of the illustration. 

• Generally, the text block within which an illustration must fit can be no wider than 4 
1/4" or deeper than 7" (this size should be verified before you proceed).  

• Do not include the title, caption, or source note within the boundaries of the art 
(titles, captions, and source notes should be supplied as part of the book manuscript 
in a separate file of captions). 

• If any text appears in the illustration, make sure the font used is simple and that it 
will be readable if the illustration is reduced. 

 
Submitting Drawings as Camera Ready 
Drawings can be submitted camera ready (to be scanned by us at the typesetting stage), 
as long the following guidelines are adhered to: 
• The rules of proportion and style (as outlined in the general guidelines section above) 

should be followed. 
• The drawing contains only solid blacks and whites (no tonalities). 
• A printout is provided on smooth, bright white laser paper at the size the drawing 

will appear in the final book. 
• The resolution of the printout should be a minimum of 600 dpi (dots per inch). 
 
Submitting Drawings in Digital Formats 
• The rules of proportion and style (as outlined in the general guidelines section above) 

are followed. 
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• The drawing should be scanned in bi-tonal mode at a resolution of at least 1200 pixels 
per inch at the size it will appear in the book.  

• The scans should be saved as TIFF or EPS files. 
• Files in the following formats will not be accepted: GIF, PSD, PNG, BMP, PDF, DOC, 

WPD (nor will files that have been resaved as TIFF or EPS files from these formats).  
• A laser printout is provided at the size the drawing will appear in the final book. 
 
______________________________________________________________________________ 
MAPS 
 

 

It is strongly recommended that all 
maps be prepared by a professional 
cartographer, coordinated to match a 
book’s design. Maps are very difficult 
to execute properly, whether submitted 
as “camera ready” or digital files. 
Please consult with your acquisitions 
editor before you submit maps. We can 
also recommend a very competent 
cartographer who produces excellent 
maps at reasonable prices. See Getting 
Artwork Done by UBC Press (p. 16). 
 
 

 
General Guidelines for Maps 
• Build the map at the size it will appear in the book. For standard books, it should fit 

within a text block measuring 4-1/4” x 7”. If your book is a nonstandard size, we will 
need to provide you with specific dimensions. 

• Use black and white only, unless there is a special arrangement for your book. 
• Keep all map elements within the border and be consistent in style with all maps. 
• Keep the font simple and consistent from map to map. A legible, sans serif face like 

Helvetica (or Arial) will work well. 
• Follow typographic conventions, namely:  

 use all capitals for country names (e.g., NICARAGUA);  
 use capital and lowercase letters for city names (e.g., Managua);  
 use italic for physical features, with mountain ranges and large bodies of water 

(oceans and seas) set in italic capitals (e.g., PACIFIC OCEAN) and individual 
mountains and smaller bodies of water (such as rivers and lakes) set in italic 
capital and lowercase (e.g., Rio Grande);  

 run river names in the direction of the flow of water. 
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• Do not allow the type in maps to run over lines or touch city dots. When type must 
be placed over a line, a box slightly larger than the area of the type should be 
positioned behind the type to blank out that portion of the line. 

• Provide a simple line (.3 pt) for the border outside of map; keep longitude and 
latitude markings inside the border. 

• A compass is not necessary; it can be assumed that the top is north. If this is not so, 
place small arrow with an N. 

• Provide a small scale bar in kilometres. 
• Do not include captions within the body of the map or underneath it; these should 

be provided separately as they will be typeset outside the border of the map. This 
applies as well for notes and sources. 

• Make sure that your maps are “editable,” e.g., incorrect spellings can be changed 
and additions made later. 

 
Submitting Maps as Camera Ready 
Maps can sometimes be submitted camera ready (to be scanned by us at the typesetting 
stage), as long the following guidelines are adhered to: 
• The rules for building the map are followed (as discussed in the general guidelines 

section above). 
• The maps contain only solid blacks and whites (with no shades of grey or variations 

in tone), and patterns instead of tints are used to distinguish different areas. 
• The layout is straightforward and “editable” in case corrections need to be made at a 

later stage (you will have to make the changes). 
• Maps are printed out at the size the maps will appear in the book, and all text and 

features of the map are legible. 
• They are printed on smooth, bright white laser paper at a resolution of a minimum 

of 600 dpi (dots per inch). 
• The maps are checked by a member of the Production Department (your acquisitions 

editor can refer you) before you submit the final manuscript. 
 
Submitting Maps in Digital Formats 
• The rules for building the map are followed (as discussed in the general guidelines 

section). 
• Files in the following formats will not be accepted: GIF, PSD, PNG, BMP, PDF, DOC, 

WPD (nor will files that have been resaved as TIFF or EPS files from these formats).  
• Maps with no tints can also be submitted as scans (TIFF) files at a resolution of at 

least 1200 pixels per inch. 
• Maps using tints must always be submitted as EPS files and be built in a vector-based 

drawing program such as Adobe Illustrator, Corel, or Freehand. The following 
guidelines apply for these maps: 

 Export the text as outlines (or curves) or else the fonts will be automatically 
replaced by other fonts that may not work as well. 
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 If the text is not exported as outlines (or curves), provide digital files of all the 
fonts used in making the map. 

 Make sure the “B&W TIF header” options are checked. 
 Any scans to be incorporated in the final maps should be imported as TIFF files 

(not JPEG, BMP, or LZW-compressed TIFF), scanned at the following resolutions: 
o Line art scan at 100% of intended size = 1200 ppi optimum/600 ppi minimum. 
o Greyscale scan at 100% of intended size = 300 ppi optimum/200 ppi minimum. 

 Use a range of tints from 10% to 80% black to differentiate areas.  
 Do not use “hairline” line weights as these lines will not be visible in the printed 

book. 
 
______________________________________________________________________________ 
GRAPHS  
 

                    
 
Graphs are diagrams showing the relationship between variable quantities. It is now 
common to create graphs in programs such as Microsoft Word, PowerPoint, and Excel. 
However, these programs are meant for more limited use in presentations or for 
printing from laser printers and cannot be used for professional reproduction in books. 
 
It is strongly recommended that all graphs be prepared by a graphic designer or 
technician and coordinated to match a book’s design. They are very difficult to execute 
properly, whether submitted as “camera-ready” or digital files. If you want to use 
graphs in your book, we can have your data or files converted into professional-looking 
graphs at a reasonable cost to you. See Getting Artwork Done by UBC Press (p. 16). 
 
General Guidelines for Graphs 
• Build the graph at the size it will appear in the book. For standard books, it should 

fit within a text block measuring 4-1/4” wide. If your book is a nonstandard size, we 
will need to provide you with specific dimensions. 

• Avoid using bar graphs that are three-dimensional. 
• Graphs should be parallel in arrangement: the y-axes and x-axes should show the 

same kinds of quantities in successive graphs. 
• Make sure shading, symbols, and the like are consistent from graph to graph. 
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• Be consistent throughout with respect to bar widths in bar charts, space between 
incremental tick marks and type, etc.  

• Label all axes and units of measurement. Position x-axis numbers horizontally below 
the ticks, not vertically or diagonally. 

• Adjust the intervals on graph axes if necessary to avoid clutter. 
• If a graph’s y-axis begins at zero, don’t show the zero. 
• Allocate quantities to axes appropriately, e.g., time is conventionally represented on 

the x-axis. 
• Keep the font simple and consistent from graph to graph; a legible, sans serif face 

like Helvetica or Arial will work well.  
• Use initial cap only, with subsequent text initial letter in lower case for non-proper 

nouns (e.g., Number of records not Number of Records). 
• Use a range of tints from 10% to 80% black to differentiate areas. 
• Do not use “hairline” line weights as these lines will not be visible in the printed 

book. 
• Delete any unnecessary rules, such as gridlines in most graphs. 
• Do not include caption in body of graph; this will be typeset separate from the 

chart/diagram. 
• Make sure that your graphs are “editable,” i.e., incorrect spellings can be changed 

later. 
 

Submitting Graphs as Camera Ready 
Graphs can sometimes be submitted camera ready (to be scanned by us at the typesetting 
stage), as long the following guidelines are adhered to: 
• The general guidelines for building graphs (as listed in the general guidelines above) 

are followed. 
• The graphs contain only solid blacks and whites (with no shades of grey or 

variations in tone), and patterns instead of tints are used to distinguish different 
areas. 

• The layout is straightforward and “editable” in case corrections need to be made at a 
later stage (you will have to make the changes). 

• They are printed at the size the maps will appear in the book and all text and 
features of the graph are legible. 

• They are printed on smooth, bright white laser paper at a resolution of a minimum 
of 600 dpi (dots per inch). 

• The graphs are checked by a member of the Production Department (your acquiring 
editor can refer you) before you submit the final manuscript. 
 

Submitting Graphs in Digital Formats 
• The general guidelines for building graphs (as listed in the general guidelines above) 

are followed. 
• Files in the following formats will not be accepted: GIF, PSD, PNG, BMP, PDF, DOC, 

WPD (nor will files that have been resaved as TIFF or EPS files from these formats).  
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• Graphs (with no tints) can be provided as scans (TIFF files) at a resolution of 1200 
pixels per inch. 

• Graphs with shades of grey or tones must be submitted as EPS files prepared in a 
vector-based drawing application such as Adobe Illustrator, Freehand, or Corel.  

• Export the text as outlines (or curves), or else the fonts will be automatically replaced 
by other fonts that may not work as well. 

• If the text is not exported as outlines (or curves), please provide digital files of all the 
fonts used in making the map. 

• Use a range of tints from 10% to 80% black to differentiate areas.  
• Do not use “hairline” line weights as these lines will not be visible in the final 

printed book. 
• Provide a laser printout of the graph at the size it will appear in the book. 
 
______________________________________________________________________________ 
DIAGRAMS 
 

                      
 
Diagrams use text and lines to show a general scheme or outline of an object (idea) and 
its parts. It is recommended that all diagrams be prepared by a graphic designer as they 
are difficult to execute properly, whether submitted as “camera-ready” or digital files. 
See Getting Artwork Done by UBC Press (p. 16). 
 
General Guidelines for Diagrams 
• Build the diagram at the size it will appear in the book. For standard books, it should 

fit within a text block measuring 4-1/4” x 7”. If your book is a nonstandard size, we 
will need to provide you with specific dimensions. 

• Keep the font simple and consistent from graph to graphs; a legible, sans serif face 
like Helvetica or Arial will work well.  

• Use initial cap only, with subsequent text initial letter in lower case for non-proper 
nouns (e.g., Number of records not Number of Records). 

• Do not use hairline line weights as these lines will not be visible in the final printed 
book. 

• Do not include caption in body of the diagram; this will be typeset separate from the 
diagram. 

• Make sure that your diagrams are “editable,” i.e., incorrect spellings can be changed 
later. 
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Submitting Diagrams as Camera-Ready  
Diagrams can sometimes be submitted as camera ready, as long as they contain only solid 
blacks and whites (with no shades of grey or variations in tone) and a straightforward 
layout. The following guidelines should be adhered to: 
• Follow the rules of proportion and style as shown in the general guidelines section 

above. 
• Provide printouts (at the size the graphs will appear in the book) on smooth, bright 

white laser paper. 
• Resolution of the laser printer should be a minimum of 600 dpi (dots per inch). 
• Patterns instead of tints are used to distinguish different areas. 

 
Submitting Diagrams in Digital Formats 
• Follow the rules of proportion and style as shown in the general guidelines section 

above. 
• Files in the following formats will not be accepted: GIF, PSD, PNG, BMP, PDF, 

DOC, WPD (nor will files that have been resaved as TIFF or EPS files from these 
formats). 

• Diagrams (with no tints) can be provided as a scans (TIFF files) at a minimum 
resolution of 1200 ppi. 

• Graphs with shades of grey or tones must be submitted as EPS files prepared in a 
vector-based drawing application such as Adobe Illustrator, Freehand, or Corel.  

• Export any text as outlines (or curves) or else the fonts will be automatically 
replaced by other fonts that may not work as well. 

• If the text is not exported as outlines (or curves), please provide digital files of all 
the fonts used in making the map. 

• Use a range of tints from 10% to 80% black to differentiate areas.  
• Do not use “hairline” line weights as these lines will not be visible in the final book. 
• Provide a laser printout of the diagram at the size it will appear in the book. 
 
______________________________________________________________________________ 
SENDING ARTWORK TO UBC PRESS 
 
UBC Press cannot begin work on a manuscript until the artwork program is complete 
and has met the specifications outlined above. Before you send your artwork to the Press, 
you will need to do the following: 
 

• Carefully proofread all final artwork before submitting it to the Press. Be 
prepared to make corrections later. You or the drafter, graphic artist, or 
cartographer you employ must be available to make any changes required 
during the subsequent process of editing, design, and typesetting.  

• Number each type of illustration in a separate sequence through the manuscript. 
Photographs, graphs, maps, and drawings scattered in the text may together be 
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identified as “figures” and through-numbered (Fig. 1, Fig. 2, etc.). If photographs 
are to appear in a separate plate section number them separately (Plate 1, Plate 2, 
etc.).  

• Always submit artwork separately from the text, whether you are providing it as 
camera ready or in a digital format. The digital files should be provided on a 
separate disk (never embedded in the text) with the file name including the 
figure number (see previous point). 

• Provide printouts of all artwork (both camera ready and digital) at the size that 
the figure should appear in the final book. 

• Fill out the artwork inventory form found at the end of this document. This vital 
document summarizes what you are providing to UBC Press. A sample (filled 
out) form is also provided to guide you. 

• Provide a complete list of captions keyed to the numbers on the illustrations. 
This list should also include the source of the illustration (unless it was created 
by the author), e.g., archive, photographer, artist, another author, etc., or any 
specific wording if permission is required to use the illustration. 

• Provide a complete permissions log along with copies of permissions 
correspondence, if permission is required to use the illustration. 

• Indicate the approximate placement of each illustration in the manuscript file by 
inserting a callout between angle brackets (e.g., <Figure 1>, <Figure 2>) at the end 
of the paragraph that refers to the image. 

• Package artwork carefully and send it to the Press. 
 
We will evaluate the artwork and get back to you if there are any problems. 
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UBC Press 
ART INVENTORY 

 
Author:        Title:           
        
Image 
no. 

Description or short title of 
image 

  

Category 
(photo, map 
graph, 
drawing, 
diagram) 

Form supplied 
(print, slide, 
camera ready, 
digital file 
[specify]) 
 

Additional comments 
re cropping, size on 
page, layout, etc. 

 

Caption and 
source 
provided? 

(yes/no) 

Permissions 
in order? 
(yes/no) 
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UBC Press 

ART INVENTORY (SAMPLE) 
 

Author:         Title:          
         
Image 
no. 

Description or short title of 
image 

  

Category 
(photo, map 
graph, 
drawing, 
diagram) 

Form supplied 
(print, slide, 
camera ready, 
digital file 
[specify]) 
 

Additional comments 
re cropping, size on 
page, layout, etc. 

 

Caption and 
source 
provided? 

(yes/no) 

Permissions 
in order? 
(yes/no) 

1 life expectancy  graph eps file fonts included yes not needed

2 monarch migration map camera ready, 
600 dpi do not crop yes yes 

3 wasp anatomy drawing tiff file, 1200 ppi no shading will email 
today yes 

4 frog, partially submerged photo b/w print 
crop to centre frog (see 
crop marks on 
photocopy) 

yes will send 
shortly 

5 frog in tree photo  colour slide convert to b/w; make at 
least a half page yes checking 

6 frog and toad photo tiff file, 300 dpi Should be same size as 
image 5 yes checking 

7 3-part drawing of bird 
plumage drawing 

camera ready, 
printed at 600 
dpi 

Parts A, B, and C are on 
the same layout yes not needed

8 Reproduction cycle diagram eps file, 1200 ppi Text exported as curves yes yes 
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