Referencing illustrations using the Chicago method
Many students studying design and art include scanned images in their written assignments. These images need to be referenced because they are someone else’s intellectual and artistic property. Below is an example of how to do this:

Image

Figure 1: Milton Glaser, 1968, Poppy Records poster, screen print, 75mmx50mm.¹ 
Above is the figure number and the artist’s name, the date of the work, the title of the work and any other information that is important in relation to the work such as materials and dimensions. The order in which they are written above is the correct order and should be adhered to consistently. You will see that a small superscript numeral 1 has been inserted after the full stop of the above information relating to the image. This is done by going to ‘Insert’ on the Word toolbox and inserting a reference in the form of a footnote. Word will automatically keep the numbering sequenced for each footnote that you insert.

At the bottom of the page in the footnote section and beside the appropriate numeral you must now type in the source of the image. That is where you scanned the image from and who gave you permission to do so. If it was from a book then you use the typical Chicago method of referencing for a book: Phillip Meggs, A History of Graphic Design. 3rd edition. (New York: John Wiley, 1998), 396. If the image is your own photograph then you type in: Image photographed by the author. If the image was photographed by a photographer / other student / person who has given you permission to reproduce the image then you type in: Photograph courtesy of the photographer Joan Soap, 2008. If the image is from a website then you must enter the entire url and the date that you accessed it.  In addition if the work is a painting that was scanned from a book but the original image e.g. The Mona Lisa is housed in the Louvre, then you should also type in the gallery which houses the picture at the end of the book reference or url. 
Where to put the illustrations in the assignment

As graphic designers, illustrators and artists you should make your work relate to the images that you include. Therefore you should ideally situate your illustration close to the textual discussion of it. This is not normally the case in academic essays where the illustrations are kept to the back of the assignment. 

Reasons and additional details regarding illustrations:

Many students find that not all of the above details are in the book that they are copying the image from and while this is true in some cases, it is always good research practice to go to other books or sites to find a comprehensive list. It is often important for your own commentary on the work that you have as much information as possible. For example the dimensions or materials used may be unusual and give new meaning to an interpretation you decide to pursue.

Always give the illustration/image a figure number and refer to it in your text. Never include illustrations without discussing them in detail, if you just put them onto the pages at the end of your assignment, as ‘padding’ you will lose marks, not gain them. Remember to use very good quality copies / high resolution and ensure that everything looks perfect on the page. If you cannot do this in the time that you have and the inclusion of images are not essential to your argument (rarely the case in art/ design) then you should not include scrappy images at the last minute.

List of illustrations

In addition to the information that you print beneath each image you must include a list of illustrations after your bibliography. This should be in order of appearance, eg. Figure 1......... You will need to repeat the precise information that appeared beneath the image itself. Also remember that the books and sites you accessed for the images must be included in your bibliography. 
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