
Page 1 of 3 

 

 

Manuscript Preparation Guidelines 
 
 Preparation: Review our Instructions for Authors and prepare your manuscript in the MDPI Books Microsoft Word 

template: What are the guidelines for the manuscript? | MDPI Books. Alternatively you can contact us for the LaTeX 
template at bksubmission@mdpi.com. 
 

 Language: If English is not your first language, have your manuscript been checked by an English-speaking 
colleague or a professional editing service. Language editing your manuscript before peer review will improve the 
chance of receiving a positive assessment. MDPI offers English Language Editing Services at MDPI Author Services. 
 

 References: Format references, preferably using a bibliography software package like Zotero, in ACS, APA or Chicago 
style. Provide DOIs for the references when available. Short guidance is available at the end of the Monograph and 
Chapter template. 
See the website for the full Reference guidelines: MDPI | Reference List and Citations Style Guide. 
 

 Figures: Format figures and tables according to MDPI Books guidelines and clearly state the source in the caption, 
including citing any adapted or reproduced material. See the following pages.  
1) Mention all tables and figures in the text and embedded in the submitted manuscript.  
2) Prepare a zip folder with all figures in high resolution (minimum 1000 pixels width/height or 300 dpi or higher) 
3) Obtain written permission for any third-party materials included in your manuscript. 
 

 Plagiarism: Avoid plagiarism (including self-plagiarism) by adhering to citation policies and including all references in 
the reference section. Plagiarism includes copying text, ideas, images, or data from another source, even from your own 
publications, without giving any credit to the original source. If plagiarism is detected during the peer review process, the 
manuscript may be rejected. If plagiarism is detected after publication, we may publish a correction or retract the paper. 
For more information contact us at bksubmission@mdpi.com. 
 

 Keywords: Select 5-10 appropriate keywords to help us find reviewers and speed up the review process. 
 
 Abstract: Write an abstract/description clear enough for potential reviewers to assess if the book/chapter is in their 

area of expertise. 
 

 Format: Bold and italics should be used sparingly. It is reserved for scientific purposes and MDPI formatting, such as 
headers. Abbreviations should be defined in parentheses the first time they appear in the abstract, main text, and in figure 
or table captions and used consistently thereafter. Units should be converted to the International System of Units (SI units). 
If using Word, use the Microsoft Equation Editor or the MathType add-on. Equations should be editable by the editorial 
office and not appear in a picture format. 

 
 Word Count: Monographs must adhere to the word count agreed in the contract. Edited books are typically 150–

300 pages (70,000–120,000 words), 10–20 chapters ranging about 7–25 pages each. 
 
 Co-Contributors: Provide the names and affiliations of all co-authors. 

 
 Submission: Ensure all co-contributors register with the MDPI Books submission system (BJAMS) using an 

institutional email  and submit the  manuscript to submission system in Word or LaTeX: MDPI Books Submission System.
  

https://www.mdpi.com/books/publish-with-us/guidelines
mailto:bksubmission@mdpi.com
https://www.mdpi.com/authors/english
https://www.mdpi.com/authors/references
mailto:bksubmission@mdpi.com
https://mdpibooks.jams.pub/user/myprofile
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Figure and Copyright Information for Authors 
1. General 
Authors are responsible for obtaining permission to reproduce any work that does not fall into the public domain, or for 
which they do not hold the copyright, this includes paying any fees set by the copyright holder. In order to avoid 
unnecessary delays in the publication process, you should start obtaining permissions from the copyright holder as early as 
possible. 
 
Material can generally be reproduced free of charge and without approval if it is (1) within the public domain, (2) a 
reconstruction of data or derivative of the author’s own graphic, (3) a work originally published in open access under a CC 
BY license, or (3) a completely redrawn graphic (with changes beyond recognition) giving proper credit to the original 
source, in accordance with the license conditions. 
 
1.1 Common scenarios requiring permission 

(1) It is a compilation of data or a derivative of a figure or table already published elsewhere, and the original work 
was not published under an open access CC BY license. If derivative permission is granted, the original source 
of the data/figure/table must be cited as below: 
  
 Source: Authors’ compilation based on data from… Used with permission. 
 Source: Adapted from… Used with permission. 

(2) The same figure or table is already published elsewhere, and the original work was not published under an 
open access CC BY license. If reuse permission is granted, the original source of the data/figure/table must 
be cited in accordance with the license conditions. If the copyright holder does not have specific instructions 
on the form of acknowledgment, the material can be cited as below: 

 
“Source: Reprinted from…. Used with permission.” 
“Credit: © [author/artist/museum], [book/journal, if any]; published by [publisher, if any], [publication year, 
if any]. Used with permission.” 

 
1.2 Other material is subject to approval and may incur a fee. In this case, written permission to reproduce the material must be 
obtained by the copyright holder (i.e., the author/artist of the work or their representative/estate). 

(a) Photographs of artwork/archives: It may be necessary to receive permission from the 
archive/museum/gallery/photographer, as images can have different grades of protection, e.g., if it is a 
photograph of an artwork (two owners: photographer and artist). Most institutions produce and license digital 
images of their objects and even insist that only their reproductions be used in publications. We suggest authors 
follow up directly with the rights holder, e.g., the photographer, museum, or website owner. 

(b) Photos you have taken yourself: Reprint permission must also be obtained for illustrations which you have 
created yourself, but which have been published by other publishers and for which you did not retain copyright. 
You may have photographs taken in a library or exhibition with permission but this does not mean you are 
authorized to reproduce the material. Please note that the museum policies regulating photography may vary. 
Some countries make an exception for works of art that are permanently located in a public place, and thus no 
license is required. This exemption is called “freedom of panorama” (FOP).  

(c) Adaptations: Changes to illustrations (e.g., use in sections, release of objects, highlights, insertion of arrows, 
photocomposing, etc.) must also be approved by the copyright holder. You may modify a work that is not/no 
longer protected. 

(d) New creations: This refers to creations with an individual character that are created using existing works. If a 
second-hand work is itself a spiritual creation and has its own individual character, it is copyrighted 
independently. 

(e) Screenshots: Screenshots from a website can often be used without asking for permission. Most websites have 
some form of copyright or proprietary rights notice. Avoid screenshots that include trademarks, pictures or texts, 
which may be subject to copyright. 

(f) Comics: Cartoons and comic strips are authorship protected. This protection extends to both, pictorial or 
written expression contained in the comics. 

(g) Book covers: Book covers, unless they are very old, usually carry copyright-protected designs and 
photographs. The fact that you are the physical owner of a book does not mean that you are authorized to 
replicate the cover design by uploading a copy here. 
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2. Obtaining permission 

Request the template “Permission Request Letter” from your MDPI contact if needed. Many institutions have their own 
standard form for such permission requests. As long as the permission covers the rights mentioned above, this is 
acceptable. 
 

2.1 Search for copyright information 
• Information on the owner of an image can be found in the imprint or list of images in the book. 
• If the material is published in a book, contact the original publisher directly to request permission and check the 

instructions on the publisher’s website. 
• In the case of illustrations of objects, paintings, or graphics from museums, the respective institution grants 

permission to reproduce. Museums/galleries usually have clear instructions on their website, sometimes even 
an open access policy. 

• Some copyright holders are represented by picture agencies/associations for collective administration of 
copyrights (e.g, VG Bild-Kunst). 

• For material from databases or online catalogs please check the indicated copyright regulations on their 
website (see list of institutions below). 

 
2.2 Search for reusable images 
Google Search: 

(1) Go to Advanced Image Search for images or Advanced Search for anything else. 
(2) In the "all these words" box, type what you want to search. 
(3) In the "Usage rights" section, use the drop-down to choose “free to use, share or modify, even commercially”. 
(4) Select Advanced Search. 

Note: Before reusing content, make sure that its license is legitimate and check the exact terms of reuse. For example, the 
license might require that you give credit to the image creator when you use the image. Google cannot tell if the license 
label is legitimate, so we do not know if the content is lawfully licensed. 
 
2.3 Inquiry 
In order to get permission to reproduce the material, you write to the copyright holder. Whether applying online, via our 
standard template, or an email to a colleague, it is essential that you include all details on the permission we need. In 
particular, you have to ask for the right to: 

• use the material in your work and in any related derivative works 
• worldwide distribution 
• use in print and electronic delivery platforms, ideally for use in any form or medium, as well as for any 

modifications made 
• use in all editions without time-restrictions or print run limitations 
• use with a resolution of min. 300 dpi 
• use in all languages 
• use for commercial purposes (the article in which the image appears will be for sale) 

 
2.4 Other 

• If the material is provided by a colleague, ensure that they confirm in writing that the material has not been 
published elsewhere, and that they are granting all the rights above. 

• If the material has been previously published by you or any colleague, please carefully check if and under what 
terms, the material can be reused (agreed in the contract with the respective publisher). 

• Material on the web may not be the property of the site hosting it. Thus, it is necessary to identify the original 
copyright source. 

• Most rights holders are willing to negotiate and permission is granted on a case-by-case basis. Emphasize that 
the material will be used in a scholarly work, and only within the context of your article. 

• If the request is not accepted, the material must be removed. Please inform the editorial office if you are 
experiencing problems. 
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