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General note 

The text should be clearly set out, with all headings and sections apparent whether by use of a 

numbering system or by use of different fonts and sizes. Please send manuscripts as an 

electronic file and as a hard copy in order to ensure that any special characters are transferred 

correctly. 

 

Text 

This should be provided as a Word document single-spaced in a font such as Times New 

Roman (12pt). A full A4 page would then contain approximately 400–420 words which 

equates to a little under one printed page. The first paragraph has no indent, subsequent 

paragraphs should be indented by three spaces. 

 

If the text is divided into numbered sections (2.1, 2.1.1 etc.) it is recommended that the 

numbering does not go beyond the third level, i.e. 2.1.1.1 should not be used. If further 

division is required beyond the third level, it can be achieved by use of font and layout. 

 

Figures should be noted in the text either by placement of the caption or by stating: 

 

Fig. 3.2 here 

 

in the appropriate place. It is not necessary to place illustrations in the text Word file. 

 

Illustrations  

All photographs, line drawings and other illustrations should be provided either as good 

quality originals or as separate tiff or jpeg files. The latter should be high resolution 

(minimum 300 dpi). Illustrations are usually greyscale, but colour originals can be converted 

to greyscale.  If any attempt is made to enhance an image using Photoshop or a similar 

program, please ensure that you should send both the enhanced file and the original unaltered 

file. 

 

The author should provide illustrations that are suitable for use in the book. Confirmation of 

copyright permissions is essential.  

 



As a rule of thumb, each illustration can be equated to one half page or 250words. Some may 

require more but this will be obvious from the subject matter. It is important that in addition 

to being high resolution, any electronic image is at least as big as the final size at which it will 

be used – in this case that means a width of approximately 130mm and a full-page height of 

roughly 240mm (this allows for some reduction which helps improve the image). 

  

Internet images 

Because most internet images are low resolution (commonly 72dpi), they are unsuitable for 

use in books. The likelihood is that they also require permission, unless it is stated specifically 

that the image is ‘copyright free’ or in the public domain. As a result we ask that you do not 

use internet images. 

 

Figure captions 

Please provide a separate list of figure captions (as a Word file) numbered sequentially. It is 

important that where required, permission to use an image is obtained and the appropriate 

acknowledgement included in the caption. 

 

Permissions 

If an illustration (or possibly a table) is taken directly from another source, it is likely that 

permission to use it will be required. In this case, the author should write to the copyright 

holder and/or publisher of the book or journal seeking permission to use the illustration. If a 

good quality original is not held, then a high-resolution version should be requested (and is 

often supplied electronically).  
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The Harvard System should be used for citation and referencing. 

Examples of citation are: 

…. definition of landslides (Cruden, 1991)…. 
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Please note: for electronic sources use of the URL within the body of the text is not 
usually acceptable.  It should only be listed in the reference list. 
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