Recommendations for Document Design

1. Use grids—columns and rows that help you organize the space on a page so that you can balance text, visuals, and white space.

2. "Chunk" your text into smaller, more accessible chunks, of information.

3. Choose ragged right margins as your default.  Use full justification only when you have a specific reason.  Note: You will often have to use full justification so learn how to hyphenate and "kern" your text to improve readability.

4. Improve legibility and increase ease and speed of reading by increasing leading.

5. Use design elements such as handing indents, outdenting, indenting, windowing, callout boxes, fill, color, and inverse type when appropriate.

6. Use headings and subheadings to identify the relative importance of these sections in your documents.  Note: Be sure to keep headings, subheadings, and all other design elements consistent throughout a document.

7. Consider what readers will learn from the placement of visuals on a page.  When possible, integrate visuals into the text rather than placing them in an appendix.

8. Anticipate problems:

· Avoid chartjunk.

· Avoid tombstoning.

· Leave at least three lines in a column before beginning a new heading and at least three lines following a new heading at the bottom of a column.

· Avoid widows and orphans.

9. Use typographic devices—numbered lists, bulleted lists, underlining, boxes, shading or tints, and colors—to emphasize key points.

10. Consider the impact of serif and sans serif typefaces.

11. Generally use 10- to 12-point type for workplace documents. Use a 12- or 14-point type for headings.  

12. Use type styles—CAPITALIZATION, small caps, boldface, italics, outline, shadow—to influence readers and signal emphasis.

