
  

Typography

Making Your Documents

More Visually Appealing



  

Good Typography

● Conserves reader‘s attention

● Helps the reader focus on the message

● Creates a feel of professionalism



  

Bad Examples









  

Good Examples





  

Fonts

● Ensure fonts for body text have bold and italic styles

● Use professional fonts if possible

● Mixing fonts
– try not to use more than 2 fonts per document (max 3)
– lower contrast > higher contrast

● Fonts to avoid: Comic Sans, Arial, Verdana, etc.



  

Point Size

● Optimal font size for

– Print: 10–12 points

– Web: 15–25 pixels (11.25–18.75 points)



  

Line Spacing & Line Length

● Optimal line spacing: 120–145 %

● Optimal line length: 45–90 characters

● Optimal page margin: 3.5–5 cm



  

Hyphens and Dashes

● Hyphen  - 
– Word breaking at the end of a line
– Some multipart words (cost-effective)
– Phrasal adjectives (technical-writer’s job)

● En dash  –
– Range of values (2010–2020; 15–30 °C)
– Connection or contrast (conservative–liberal split)

● Em dash  —
– Similar to comma, but stronger (and weaker than colon, semicolon or parentheses)
– Use em dash—it looks professional.



  

Some Tips

● Kerning—use if possible
● Bold x italic—use sparingly
● Never use underline for emphasis, or any other purpose
● White-space characters

– Show to discover double spaces and other formatting errors
– Use a nonbreaking space with numbers, physical units, and in other 

occasions to prevent awkward line breaks



  

Some More Tips

● “Curly quotes” > "straight quotes"
● Apostrophe: ‘ (same as closing single quote)
● ™, ®, © > (TM), (R), (c)
● … > …
● 100%
● Use / mostly without spaces; but when separating multiple words 

compounds, it may be more clear with spaces before and after slash
– low price/benefits  x  low price / benefits 



  

Resources

● Practical Typography: https://practicaltypography.com
● Chicago Style Guide: https://www.chicagomanualofstyle.org
● EU Style Guide:

https://eige.europa.eu/library/resource/aleph_eige000000140

https://practicaltypography.com/
https://www.chicagomanualofstyle.org/
https://eige.europa.eu/library/resource/aleph_eige000000140


Thanks for your attention!
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