
tips S U C C E S S

How to Create ISreat Publications
Newsletters and breehyres should be designed to convey
Here are some general guidelines,

Copy
• Less is better,. Write short, punchy sentences.

Keep paragraph! short,
• Write in termi of reader benefltt and "What's

in it for me?"
« Use positive language and active voice,
• Summarize the message to twe 6r three key

points.
• Use bullets to list key points,
• Use headline! that convey key messages.
• Use informative subheads to bre»k up copy

blocks.
H Include facts and figures.
• Use testimonials §1" quotes fr§m Customers or

credible experti,

Layout

• Don't cram the page with copy; allow for
plenty of white Spice.

m Organize layout from left to right and top to
bottom. Most p§§ple read in thll sequence;
don't confuse them with another arrangement.

H Avoid large bteckl of reverse typ* (white on
black). It's difficult to read,

• Facing pages iheuid be composed as two-
page spreads; that's how readers lee them,

• U§t f faphifi aftd phetei te balance blocks of

afi3 illus

information in an attractive, uncluttered way.

The best type size for text is 10 or 11 point with
2 points of leading, If the target audience is se-
nior citizens, increase the type size to 12 or 14
point.

H Use serif type for text, It is easier to read.
Headlines can be set In sans serif type.

M Use a minimum number of fonts and type
families. A three-ring circus of type is poor de-
sign and just confutes people.

• Use boldface sparingly. Use for subheads and
a few key words only, Don't use for an entire
paragraph.

• Use italic type for emphasis sparingly, if at
all.

• Avoid all caps in headlines. Caps and lower
case is more readablf,

Color
Use black ink for storKs. If you use a second
color, apply it as a highlight to frame a
story, a quote (set in larger type), or an eninr

page.
Headlines can utilize color, but the ink sltt
be on the dark side,

i Avoid using extensive color on low-quality
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