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Printed Material - Formatting

1. Print size should be 13-point or larger.  This document is printed in 13-point.

2. Font with serifs are easier to read (ex. Times New Roman).  Use them.
3. There should be high contrast between the printed material and backgrounds.  Example: Black ink on white paper may be more easily seen and read than red ink on a black background.
4. Use upper- and lowercase letters.  IT IS DIFFICULT TO READ ALL UPPERCASE LETTERS.

5. Double space lines if possible.

6. White space is relaxing on the eyes and helps readers maintain their attention.

7. Do not wrap sentences around graphics.  Also avoid printing on images.

8. Use pictures to illustrate information, but avoid complex diagrams.

9. Use no more than 3 colors (except in graphics).
10. Anticipate that the person may require more time to read a document.  Do not rush.

11. Make duplicate copies available for the person.
12.  Avoid glossy or especially thin paper.  Both are more difficult to read.
Printed Material - Content
1. Be specific and direct.
2. Make few key points (3-5) in each section.
3. Provide action steps.
4. Use positive statements and an active voice.
5. Clarify points by telling relevant stories.
6. Repeat important points.
7. Minimize jargon.


