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‘Keep paragraphs short. 2 points of leading, If the target audience is se-
™ Wntemter;uofreaderbemﬁtund'v\ﬂmt‘s nior citizens, Whtypesizetoﬂoﬂj
in it for me:

s Use positive language and active voice,

= sumnuﬂzememessagewmarmmkey
points. :

= Use bullets ta list key points.

» Use headlines that convey key messages.

* Headlines can be set In sans serif type.
Use a minimum number of fonts andtype
famllies.Amree-ﬂmdmlsoftypﬂspoordb
sign and just confuses people.

s Use informaive subheads to break up copy Use boldface sparingly. Use for subheads and

 blocks.
‘m Include fmlndﬁgurs. £ : r‘gr.ph
-Useuesnmonhlsorquotesﬁwmmmeuor i Useﬂzﬂctypefcrlmphasislfll
credible experis, ; : all.
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Layout LS : case Is more readable. -
w Don't cram the page with copy; allow for
plenty of whitg space.
= Organlzemmfrmteﬁtoﬁghtandtapw
bottom. Most peeple read in this sequence; mlu-applyitasamhnghmmmea :
donteonfuseMwW\Mramgemmt story, a quote (set In larger type), or an
= Avoid large blocks of reverse type (white on page.
 black). Its diffieult to read. Headlinesmuﬁﬂzlenlor butmeink |
u Facing pages should be composed as two- be on the dark side.
page spreads; that’s how readers see them, « Avold using extensive color on low-quality =
s Use graphies and photes t balance blocks of ° paperaepmducﬂonmudmwofm.
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« Make phetes arid illustrations as large as pos-
sible. Whenever possible, use action-oriented
photes.




