
Use the Principles Cheatsheet!
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• Legibility: how easy it is to
recognize each letter in a
typeface design. Legibility
is inherent in the type
design.

• Readability: how easy it is
to peruse and read text.
Readability is in the
designer’s hands.

• Type Refinements: details
that create professional
looking type.

Typography Definitions

Typo
grap
hy
roc
ks

Text: Serif type for print; sans serif for screen

• Print: Serif for body copy
San serif for heads & subs, 10-12 words per line

• Web: Sans serif for body copy, 8–10 words per line
Sans or sans serif for heads & subs

Use width-
defined tables to
control line length
on the web.
Georgia is a serif
face designed for
the web, Verdana
is a sans serif face.

Syntax subhead
Palatino text

Readability Guidelines

Alignment

• Left alignment or Justify lengthy text
Left alignment creates organic white space
Justify fits more text and looks more formal

Left align headlines and subheads too!

• One space between sentences. Really. Only
one.

Readability Guidelines

Business Philosophy
Ag Processing Inc promotes the economic well-being
of farmer-producers and enriches the lives of people
throughout the community, the nation and the world
as a partner in food processing.

Business Philosophy
Ag Processing Inc promotes the economic
well-being of farmer-producers and enriches
the lives of people throughout the community,
the nation and the world as a partner in food
production.

3 Readability & Refinements
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Upper and lowercase letters

• Lowercase words have a
recognizable word shape,
all caps do not

Type Styles

• Small amounts of bold, italic, CAPS, no underline.
Type style changes disrupt the text color causing
the reader’s eye to jump around.

Readability Guidelines

recognizable coastline

NO COASTLINE

Leading

• Linespacing (leading) guides the reader’s eye from
one line of text to the next.

• Too little space makes it harder to find the
next line, too much space and the reader may
wander away!

• Type with a larger x-height needs more leading
than type with a smaller x-height

Readability Guidelines

Spacing

• Paragraph space or indents, not both.

• A subhead should be closer to the text that follows
it than to the text that precedes it.

• The first paragraph following a subhead does not
need an indent

Trapped
white space

Readability Guidelines

Business Philosophy
Ag Processing Inc promotes the economic well-being of
farmer-producers and enriches the lives of people
throughout the community, the nation and the world as
a partner in food processing.

Business Philosophy
Ag Processing Inc promotes the economic well-being

of farmer-producers and enriches the lives of people
throughout the community, the nation and the world as
a partner in food processing.

History of Richmond
Historical Sites
Regional Parks
East Brother Light Station

History of Richmond
Historical Sites
Regional Parks
East Brother Light Station

Arial
Times
Both are 24 pt type!
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Color
• Strong contrast with background

• Type color: affects readability,
on the web: easily confused as link.

The less
contrast there
is, the harder
the text is to
read

Readability Guidelines

Break the rules!
• If you break the rules, compensate for it. For

example, if you set type over a background, use
a larger point size on a shorter line length.

Readability Guidelines

• Be brief, use shorter
sentences than in print

• Be consistent from page
to page: heads, subs, text

• Page length
Generally: one topic
per page.

• One long page:
Accommodates slow modems
Easier web maintenance

• Harder to find info
Perpetual scrolling

• Short pages:
Topic specific
Easier to find info w/i page
Page can be read quicker

• Multiple pg. download time
Perpetual clicking

Web Readability

Business Philosophy
Ag Processing Inc promotes the economic well-being of farmer-
producers and enriches the lives of people throughout the community,
the nation and the world as a partner in food processing.

Business Philosophy
Ag Processing Inc promotes the economic well-
being of farmer-producers and enriches the lives
of people throughout the community, the nation
and the world as a partner in food processing.



© barb sikora Non-Designer’s Design • 14

• Real quotes and apostrophes
(often found in Preferences)

HTML code
Opening quote &#147
Close quote &#148

• Hanging punctuation

inch & foot marks

smart punctuation

Hanging punctuation is for pull quotes and other
large type settings. Not for body text.

Beautiful Punctuation

“It’s not true! I didn’t do it, nobody
saw me, you can’t prove anything!”

"It's not true! I didn't do it, nobody
saw me, you can't prove
anything!"

“It’s not true! I didn’t do it,
nobody saw me, you can’t
prove anything!”

“Your attitude
 is your life.”

—Robin Williams

• Accurate information: short and concise
Pages can link to more detailed info when necessary.

• Print and proof: its to easy to overlook typos on
screen. not that i ever make misteaks, but sum 
poeple do.

• Consistency: type, colors, layout, spacing, 
navigation, etc.

• Proper file formats and extensions

• Page titles and page identification

• Descriptive Alt tags

• Dead end pages, broken links,
links that provide useless info.

Site Organization
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• En dashes: indicate duration
No spaces before or after.
Thin space or kern if desired

• Em dashes: indicate a
change in thought
No spaces before or after.
Kern if desired

Quiz
Ideal Photo Ops
Children ages 1  4
Summer: May 1st  September 1st
Photo ops with in laws
Mornings: 10 10:30 a.m.
(afternoons 1  3 p.m.    but never 2  4 p.m.  
    take a nap instead!)

En& Em Dashes

Note: Not all software has kerning options.

• Kern large type: create 
optically equal spacing 
between letters

Kern closer: Curves and verticals,
or two diagonals

To Yo Po WA
To Yo Po WA
AT OO OV P.O.
AT OO OV P.O.
Kern apart: verticals

IN ti rn IL il ll
IN ti rn IL il ll

Workshop
Workshop

Dynamic Typography
• Treat type graphically to

create visual interest

• Use strong type contrasts

• Maintain readability

• Refinements: real quotes, 
apostrophes, dashes

• Kern type: create optically
equal spacing between
letters
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■ Accurate, interesting content
■ Meeting project’s needs: adhering

to the topic and purpose
■ Appealing to the target audience
■ Visual interest and clarity
■ Web: Everything in working order

(navigation, interface, links)

■ Hierarchy
Present the information in an organized
fashion with the most important info first.

■ Focal Point
Give the page a vibrant, interesting focal
point. One focal point is perfect!

■ Eye flow
Organize the page so that the reader is directed
through it. For example: focal point leads to
title which leads into text.

■ White space/balance
Don’t overcrowd the page. Organize the
information so that there is space between
items, reduce text to its minimum amount
of copy where possible.

■ Simplicity
KISS. Simple is elegant and strong.

■ Balance & Page gestalt
Squint at the page to see it for its graphic
impact. Is it a pleasing interaction of positive
and negative shapes?

■ Unity
Assess the page to see if it comes together as
a whole. Check focal point, proximity,
repetition, and alignment.

■ Contrast
Use contrasting fonts, and/or contrast in size,
color, weight, form, direction. Use color
contrast effectively.

■ Repetition
Repeat (existing) elements as a way to unify
the page/site.

■ Alignment
Stick to one alignment. Make the most of
existing alignments: text, photos, etc.

■ Proximity
Group information that belongs together and
pay attention to the alignment of info that is
separate but still related.

■ Legibility & Readability
Choose a legible typeface, handle it in a
manner that enhances its readability: point
size, line length, background, etc.

■ Selecting & Mixing
Select a typeface that feels appropriate to the
content and mood of the topic! If you use two
typefaces, be sure they contrast well: serif and
sans serif, old style and modern, etc.

■ Typographic refinements
Use beautiful punctuation! Use en and em
dashes! Kern large type!

■ Proofread
Print and proof! Proof until your eyeballs
burn! Read backwards, check for one type of
error at a time, check your copy against the
original copy, have someone else proof your
work too.

■ Typos, grammatical errors
■ Inaccurate information
■ Consistency: type, color, layout, spacing, etc

Web:
 ■ Alt tags
■ Proper file formats and extensions
■ Page titles
■ Dead end pages
■ Broken links
■ Ease of use
■ Page identification
■ Printability

Principles Cheatsheet >
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>Thank you!
Questions or comments

please email
ohbarb@sonic.net




