


Introduction

School teaches us plenty of useful facts. If it weren't for school, I
wouldn’t be able to multiply; I wouldn’t know how underwhelming
Romeo & Juliet is; and I wouldn’t know about the Bay of Pigs. (You
mean, we didn’t ruin Cuba’s pork industry...?)

School, though, teaches us bloody terrible typography skills.
Typography is the visual equivalent to voice. It's how you know
when someone is sarcastic over text or mad on some comment
board. It’s also how some posters look great while others make you

want to puke.

For example, in school, we learn to type in 12 point Times New
Roman, double spaced, with one inch margins. And it’s awful.

If you spend 6 minutes reading this, I promise that everything you
write will look and feel better.

Here’s a quick test to see if your heart is beating: which looks more
serious, a or b?

a. I love you
b. | love you

If you chose b, then you have at least some sense of how typography
affects the words we write. Clearly, a, set in Comic Sans, the laugh-

ing-stock of the type world, looks less serious. Clearly.

This is the first point of good typography...
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1. Choose a good typeface

Your system comes with a bunch of typefaces, so which one do you
choose? Well, to make things simple, do not use Times New Roman,
Arial, Caliber, Cambria, or any other default. I say this not because
breaking the mold is inherently good (I'm not that hip); I say it only
because using the defaults suggests typographic apathy. It says
that you're lazy and don’'t want to put in the time to find a better
typeface.

In truth, Times New Roman is a good typeface. It’s just been
overused so much that now it says something other than I'm a good
typeface. It says I'm a lazy typeface.

So, what typeface should you choose? If you're not looking to
research and buy a typeface online somewhere—if you want to
stick to those that came with your computer—here’s a list, you

might have some:

Serif Sans-serif

Garamond Futura

Caslon Univers

Bodoni Gill Sans

Century Helvetica

Georgia Akzidenz-Grostesk

Avenir

Having trouble finding a good one?

I've put together a guide that explains what makes a typeface good,
and explores the nine best ones you already have.
Check it out.
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http://type365.com/9-best-fonts-already/

2. Take care of your body text

The most important part of whatever you're writing is the body
text, not the headers. I know it’s important to have a good first im-
pression, and people pay a lot of attention to the headers, but most
of the page is body text, and that’s the part that needs to look good.
So before you take care of your kids or health or anything else,
take care of your body text.

Okay, so how do you do that?

3. Don't let your title bully your body

Pages with text on them have a certain shade of grey at a distance;
the blocks of text stop looking like lines of words and begin blend-
ing in with the white that separates them.

So what does this mean for headers? Well, they should be large
enough to stand out—to contrast with the body text in some
meaningful way. But they shouldn’t be so large or bold that they
outweigh the body text—they shouldn’t push around the body text.

How to win
an 9|90t|0n How to win an election

Larem ipsumd.ohr it amet, oonsactsurn.d.ipisin:iug elit, zad do
eiusmod tempor incididunt ut labore et dolore magna aliqua.
Ut enim ad minim venizm, quis nostrud exercitation ullameo
laboris nisi ut aliquip ex e1 commode consequat. Dhuis aute
irure daoler in reprebenderit in valuptate velit ssse cillam dolore
eu bagiat rulla pariatur. Exceptenr sint occaecat cupidatat non
proident, sunt in culpa qui ofbicia deserunt mollit anim id ese
labanam.

Sed ut perspiciatis unde omnis iste mas erroc sit voluptatem
accumantium doloremgue Jaudantium, tofam rem aperiam,
evque ipsa quae ab ille inventore veritatis =t quasi architecto
beatne vitae dicta sant explicabo. Nemo enim ipsam
voluptatern quiz voluptas sit aspernatur aut odit aut fagit, sed
quia consequuntur wagnd dokores eos qui rtione volupeatem
sequi nesciunt.

Meque porre quisquamn est, qui dolorem ipsum quia dodoc sic
amet, consecterur, adipisci velit, sed quia non numquamn eios
modi tempora incidunt ut labore et dolore TR EEAm aliquam
ganerat voluptatem. Locem ipsum dolor sit amet, consecbetar
Dd.lpuu:l.ng elit, sed do eivsmod tempor incididunt ut labore et

Lo\ran:ipsum dolor sit amet, comsectetur n.d.i]:isin:iu!; elit, sed do
eiusmod tempor incididunt ut labore et dalore magna aliqua.
Ut enim ad minim veniam, quis postrud exercitation ullameo
laboris nisi ut aliquip = w2 commede consequat. Dhuis aute
irure dolor in reprebenderitin volupeate velit esse cillam dolore
eu bagiat rulla paristur. Excepteur sint accaecat cupidatat mon
proident, sunt in culpa qui ofbicia deserunt mollic anim id est
labarum.

Sed ut perspiciatis unde omnis iste nabas error sit vohipeatem
accumntium doloremgue laudantium, totam rem aperiam,
eaque ipsa quae ab illo irventore veritatis et quasi architecto
beatme vite dicta sunt explicabo. MNemo enim ipsam
woluptater quiaz voluptas sit aspernatur aut odit aut fagit, s=d
quia consequuntur magr dodores eos qui ratione volupeatem
sequi nesciunt.

Meque porro quisquam est, qui dolorem ipsum quia dooc sic
amet, consecterur, adipisci velit, sed quis nen numquam eius
modi tempora incidunt ue libore et dolors TOA T aliquam
qanerat voluptatem. Locem ipsum dolor sit amet, consectetar
Dd.lpcuu:mg elit, sed do eiusmod tempor incididunt ut labore ee
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4.Keep your body text from running

too wide

Lines of text should be between 45 and 90 characters wide, with 75
being a safe bet. This roughly equates to two lower case alphabets—
abcdefghijklmnopqgrstuvwxyzabcdefghijklmnopqrstuvwxyz.

So, how to you achieve this? Well, in Word or online, it means
changing the margins to be larger than the standard; in school we
all learn such bad typographic practices, one of the worst is using
one-inch margins on all sides. Margins serve different purposes
and, therefore, have different needs. Don't get suckered into the

one-inch cult.

On email, this usually means creating a one-cell table, and typing
your entire email into that table cell, then changing the width

accordingly. Sometimes this can look quite good actually. And, if
you're so inclined, you can make the borders of the table white so

you can’t see them.

Too wide

Elintet elesequis assit et as rerume santotas as explaborem harum quis pore,

cus re, quaero vero tem explita tendae nistrum eos res quia sim et illest, inust
quia sequisquiam reiumet est, expe volesed et laut doluptat explias exces num et
landame con nem uta velessitias il et et atur re in consequ atasit aut accus, sam vo-
luptatiat liqui odi ipic tem ipsam expedit quam hilluptas del ea de eos que omnim
nihicUs nis doluptios mo mo conseque plaborrum vel illecabor aut hil esciducidit
volupta voloritia pra nieturepro exernate idebist orepro qui ilit rem dolorehenis
maximin cust ea sequuntiam lam litem. Nem quae exces que reicil etur?

Bearum eos enturep raepudi aut quunt, ab invendae et voluptur aut que net
laccum es eatur simi, temquun tiorem voluptat odi to doluptaes alitio moluptat
quassit qui beaqui doloria eati ra velesequisim qui volo eiumqua eritati
orporessed min nullaut exerunt omnis aut est aut occaecto is alis aliquost, ut ut
magnientiur? Bo. Ut porpore mpeliquAs ad ut ma dolestrum que es as nest ipite
dolutenihit fugit ex est liquati andae. Itas molo eum faccaeprae dero et magnimag-
nis et dolorum facea corion pelibus mod que ent molore pliberiost fuga. Unt.
Ribus dolor mo volorporrore quos eaquisc ipsandis est pore quae pe non ne atior
amus, ulpa commo estion cones molupta erist, que conseque reribus doluptat qui
idesequam sinient.

Sum fugiatus, quatia pro del et et eturese ditiatis dolecum, quatibus, int eum sit ut
is erum eostrum enducil est re nosto quissim usantio ipiet dio cum experorerum,

Too short

Elintet elesequis assit
et as rerume santotas

as explaborem harum
quis pore, cus re, quaero
vero tem explita tendae
nistrum eos res quia
sim et illest, inust quia
sequisquiam reiumet
est, expe volesed et laut
doluptat explias exces
num et landame con
nem uta velessitias il
etetatur rein consequ
atasit aut accus, sam
voluptatiat liqui odi
ipic tem ipsam expedit
quam hilluptas del ea de
eos que omnim nihicUs
nis doluptios mo mo
conseque plaborrum

Just right

Elintet elesequis assit et as rerume santotas as
explaborem harum quis pore, cus re, quaero vero
tem explita tendae nistrum eos res quia sim et illest,
inust quia sequisquiam reiumet est, expe volesed

et laut doluptat explias exces num et landame con
nem uta velessitias il et et atur re in consequ atasit
aut accus, sam voluptatiat liqui odi ipic tem ipsam
expedit quam hilluptas del ea de eos que omnim
nihicUs nis doluptios mo mo conseque plaborrum
vel illecabor aut hil esciducidit volupta voloritia
pranieturepro exernate idebist orepro qui ilit rem
dolorehenis maximin cust ea sequuntiam lam litem.
Nem quae exces que reicil etur?

Bearum eos enturep raepudi aut quunt, ab invendae
et voluptur aut que net laccum es eatur simi, temqu-
un tiorem voluptat odi to doluptaes alitio moluptat
quassit qui beaqui doloria eati ra velesequisim qui
volo eiumqua eritati orporessed min nullaut exerunt
omnis aut est aut occaecto is alis aliquost, ut ut
magnientiur? Bo. Ut porpore mpeliqu




5. Space well, not double

Another terrible school-time habit we develop is double spacing.
This ends up creating a very airy page; it also makes it easier for

a title to bully the body text because the body text can’t stand its
ground. Line height should be between 120% and 140% of type size.
Double Space just means 200%, by the way. So you can see how bad
it really is.

On Word, you don’t have any built-in options here, but you can
change it in the settings. If you can’t find how, 1.15 spacing or 15
spacing will do, depending on the text.

lmmipmmld.olcrsitm,mmncmwndipisiciugzht,!ddo
einsmod tempor incididunt ue laboee et dolore magna aliqua

Lcuu:niprsum doloe sit amet, nonsnctetuln.dipisicing elit, sed da
einsmod tempor incididunt ut lahoce et dalare magna aliqua
Th enim ad minim veniam, quis nostrud exercitation ullames
laboris misi ut aliquip ex e1 commode consequar. Dhuis aute
irure dolor in reprebenderit in voluptate velic esse cillum doloce
eu fagint oulla pariatur. Excepteur sint accaecat cupidatat non
proident, sunt in culpa qui officia deserunt mollit anim id est
Laberuarm.

Uk enim ad minim veniam, quis nostrud exercitation ullamen
laboris nisi ut aliquip ex 2 commodo consequar. Dhuis aure
irare dolor in reprebenderit in voluprate velir esse cillum doloee
eu Bagiat oulla pariarur. Excepreur sint occaecat cupidarat non

" Sed ut perspiciatis unde cmnis iste paas error sit voluptatem

accusantfium doloremgue laudantium, totam rem aperiam,
IR — eaque ipsa quae ab illo ioventore veritatis et quasi architecto

| beatne vitee dicta sumt explicabo. Memo enim  ipsam

proident, sunt in culpa qui officia deserunt mallic anim id esc

voluptatern quia weluptas sit aspernacur aue adit aur fagir, sed
quia consequunne magni dodores eos qui rations volupeatem

Sed ut perspiciatis unde cmnis iste natus erroc sit vohiptatem sequi nesciunt,

accusantium dolorem lsudantium, totam rem aperia
e periam, Meque porro quisquam est, qui dolorem ipsum quia dolor sit

eaque ipsa quae ab illo irventore veritatis =t quasi architects amet, consecterur, adipisci velit, sed quia non numquam eivs

beatne vitae dicta sumt explicabo. Memo enim ipsam
veluptatern quia veluptas sit aspernatur aut odit wt fagit, sed
quia consequuntur magni deloces eos qui rtions voluptatem

sequl nesciunt.

Meque porro quisquam est, gui dolorem ipsum quia dodoe sic

modi tempora incidunt ut labere et dolore magmm aliquam
gaaerat voluptatern. Locem ipsum dolor sit amet, consectetar
Bd.lpnsv:mg elit, sed do einsmod empor incididunt ut labore et
dalore magna aliqua. Ut enim 2d minim veniam, quis nestrud
exercitation ullamee lboris nisi ur aliquip ex =2 commodo
consequat. Dois aute irure daolor in reprebenderit in vole prare
velic esse cillam dolore eu fagiat nul la pariatur, Excepreur sint
cccascat aupidatat mon proident, sunt in culpa qui officia
deserunt mcllit anim id est laborum. Sed ut perspiciatis unde
omnis iste matas ermor sit voluptatern acousantivm doloremgae

6. Choose an appropriate type size

We learn that 12 point is best—or, we learn that 12 point is the only
option—but in most cases, that’s not true. When working in print,
between 9 and 12 point is best—don’t worry, it usually won'’t look
too small. On screens, 14-23 pixels looks best.
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7. Contrast only when needed

Dimensions of contrast are the ways one thing is different from
another. So, for example, this has two dimensions of contrast from
this; the first is both italicized and underlined while the second is
neither.

Only one dimension is needed, usually. So make something bold,
or underlined, or italicized, or ALL CAPS,orletterspaced,ora
different size, or a different font, butnotmu ltiple. It’s just
unnecessary.

Make your titles the same typeface and a different size, or a dif-
ferent typeface and the same size. When emphasizing something,
make it bold or italicized, but not both.

What to do next?

If you know someone whose type needs
help, forward them this pdf. Seriously,
if it keeps one more ugly document
from being created, the entire world
will thank you.

—Lucas Czarnecki, type365.com
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