
 
 

 
Supplying text and graphics for JRF publications 

 
A guide to the best formats to use if you are supplying us with any text, 
graphs, charts, maps, logos or images. 
 
Text  
Please supply the text in Microsoft Word. Keep formatting to a minimum 
and avoid using automatic features of Word, such as automatic contents 
pages and footnotes, as these are very difficult to edit. If JRF is 
publishing your report, we will lay it out using our own house style, so 
there’s no need to use your own formatting or brand style. 
 
Tables, graphics, figures and charts 
Please include these within your Word file, in the place they should 
appear, along with a separate file containing the original data in Excel 
format, marked with a corresponding reference number.   
 
Figures will be re-created in a print-quality format and in our brand style 
by JRF’s designers, using the chart and supporting data. All figures need 
to work if web users print off the report in black and white, so please use 
clearly contrasting colours or use hatched or dotted lines instead of 
different shades of the same colour.  
 
Photographs and images 
Supply as high-resolution JPG or PNG files, at a minimum of 
300 dpi. We recommend sending any logos as EPS files. 

 
Indicate their position in the text using a reference number that 
corresponds with the file name of the image.  

 
Indicate the position of images in the text using a reference number that 
corresponds with the file name of the image.  
 
Maps – Please provide the original data to allow us to redraw maps in 
our own style, as well as a Shapefile if possible.  
 
Line drawings – These should be supplied either as Bitmaps (BMP) or 
TIFFs, at a resolution of at least 600 dpi. 
 
Copyright and quality 
 



 
 
 
 
Please ensure you have permission to use any figures or images that 
are not your own before you submit your report to JRF. You should also 
include the source of the information, and make sure that the image is a 
high enough resolution to use. 
 
Please do not copy maps, graphs, pictures etc from the internet, as the 
quality of these will not be high enough to use, and it is often difficult or 
impossible to get a better version. If you see something on the internet 
that you’d like to use, please get permission from the content owner and 
ask them for a high-quality version. 
 
For further information 
 
Please email ContentTeam@jrf.org.uk if you have any queries. 
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