Readability and Design Checklist
	Design


	

	White space

(Make sure there is plenty of white space)
	

	Type choice and size

(Use Arial or another clear font, minimum 12pt)
	

	Use of upper and lower case

(Limit use of block capitals)
	

	Illustrations

(Use illustrations linked to text, but don’t have text over images)
	

	Page layout/breaks

(Think about where any breaks are placed)
	

	Paper choice/colour

(Use paper weight 80-90 grams.  Consider using cream or off-white paper)
	

	Readability


	

	Sentence length

(Try to keep to an average of 15-20 words in a sentence)
	

	Choice of words

(Keep number of 3 or more syllables words to a minimum)
	

	Use of active voice

(use ‘we’ and ‘you’)
	

	Check level of readability

(Use FOG for handwritten text and the Microsoft readability tests for word-processed documents where there aren’t a lot of medical terms)
	


