
Blunder at the Oscar awards ceremony

It was the greatest mistake in Academy 

Awards history. Moonlight . . . won over 

La La Land . . . but Moonlight’s win was 

overshadowed by a massive blunder 

which saw Faye Dunaway announce La La 

Land as the Best Picture. 





Before: What was wrong

■ Topped by Oscars logo: waste of space.

■ The winner listed below, in same size 

and weight as a long list of names

■ The category, important piece of 

information, in tiny type at the bottom. 

You'd probably have to squint to see 

this.





After: what was changed

■ Category at the top, in large type, to 

assures the presenter about the correct 

card, but not bold 

■ Winner's name, bolder than anything 

else on the card

■ Names underneath not in capitals

■ Oscars logo to the bottom and smaller







Spot the design error, 1



Spot the design error, 2



Spot the design error, 3



Spot the design error, 4



Spot the design error, 5



Designing effective documents

■ What is an effectively designed 

document

■ How to choose a font

■ How to format a paragraph

■ How to choose page size and margins

■ How to recognize – and practise – good 

design



An effectively designed document

■ Attractive and informative cover

■ Info on source, audience, purpose

■ Looks match purpose and audience

■ Quick overview

■ Relative importance of different ‘layers’ 

of content

■ ‘Physically t’ for intended use



From font to a bound document

■ Letters: font (typeface)

■ Words, spacing between words

■ Lines: length, line endings

■ Paragraphs: line spacing, para markers

■ Headings: hierarchy (levels of headings)

■ Pages: size, margins

■ Binding: clips, spiral, saddle, etc.



Examples of research, 1

■ Characters shown in random sequence

■ Twenty typefaces, 47 characters:

a–z, 0–9, ÷ = + ? % ± $ # @ & !

■ Each character for 34 ms at 1.5 seconds 

■ Scored for accuracy

■ Small c and e: Garamond, 10% correct; 

Verdana, 100% correct 



Legibility of small c and e



Choosing a font, 1

■ Required characters and symbols 

available

■ Legible at small sizes

■ Clearly distinguishable characters

■ Easy availability on most devices and 

systems



Choosing a font, 2

■ Appropriate ‘atmosphere’ value: 

formal, informal, technical, elegant, 

neutral, funky, . . .

■ Suitable for monitors, small devices, 

MICR, OCR, etc.



Required characters, 1



Required characters, 2





Black letter or Fraktur 





Comic Sans



Font for CVs: will you get a call? 

■ Applicants more likely to be called for 

interview if CVs (résumés) are in 

appropriate typeface.

■ http://usabilitynews.org/does-the-

typeface-of-a-resume-impact-our-

perception-of-the-applicant/



MICR (magnetic ink character recognition)



OCR (optical character recognition)



Typefaces with and without serifs

I N D

I N D



Apex of capital A



Lowercase (small) g



Dot on small i and j



Times New Rom and Times-Roman



Times New Rom



Font name in MS Word may mislead



Adjust line length

■ Lines too long: skipped or read twice

■ Lines too short: tired eyes because of 

constant focusing and re-focusing

■ Optimum length: 65 characters 

including spaces between words

(JAIISH lines are 50 characters long)

■ Line length: margins and font size



Justi ed lines = variable word spacing

At the very back of the eye is the retina,

which is the image-detecting zone. If you

look at the retina under a microscope,

there is a tangle of cells seemingly forming

a jumbled mass that looks a little like a

net—hence the name retina, from the Latin

rete for ‘net’. These cells in the retina

respond to changes of light.



Left-justified lines = uniform word spacing

At the very back of the eye is the retina, 

which is the image-detecting zone. If you 

look at the retina under a microscope, 

there is a tangle of cells seemingly forming 

a jumbled mass that looks a little like a 

net—hence the name retina, from the Latin 

rete for ‘net’. These cells in the retina 

respond to changes of light.



Uneven spacing between letters



Indents: rst-line and hanging



Extra space between paragraphs



Lines too close

“. . . This is a book about writing clearly. 

I wish I could be short and simple like 

some others more widely known, but I 

want to do more than just urge writers 

to ‘Omit Needless Words’ or ‘Be clear.’ 

Telling me to ‘Be clear’ is like telling me 

to ‘Hit the ball squarely.’ I know that. 

‘What I don’t know is how to do it. To 

explain how to write clearly, I have to go 

beyond platitudes.”



Lines well-spaced

“But I want to do more than just help you write 

clearly. I also want you to understand this 

matter—to understand why some prose seems 

clear, other prose not, and why two readers 

might disagree about it; why a passive verb can 

be a better choice than an active verb; why so 

many truisms about style are either incomplete 

or wrong.”



Hierarchy of headings



Hierarchy of headings



Headings and subheadings, 1



Headings and subheadings, 2



Headings and subheadings, 3



Headings and subheadings, 4



Headings and subheadings, 5



First-line after heading: no indent



Alignment to signal importance



More space above; less below



Avoid equal space above and below headings



More space above; less space below



More space above; less space below



More space above; less space below



Centred heads need to be short



Size and weight signal importance



Ornaments to signal importance



Colour for impact (soft copies)



A ‘widow’ line



A ‘widow’ line



Avoid line charts to show magnitudes



Arrange bars by magnitude



Avoid numbering rows in tables



Avoid numbering rows in tables



Avoid numbering rows in tables



Formatting text and headings

■ Text: 12-point Georgia, 18-point line 

space

■ D-level: 12-pt Georgia bold, run on,

1 blank line above

■ C-level: 14-pt Georgia, 6 mm negative 

left indent, 1 blank line above



Formatting text and headings

■ B-level: 14-pt Georgia, centred, 1 blank 

line above

■ A-level: 14-pt Georgia bold, centred,

1 blank line above + 12 pt above / 6 pt 

below



A-level
head

B

C

D





Inconsistent formatting of headings



Page size and margins

■ A4 and the DIN series

■ Book sizes: quarto / octavo; demy, 

royal, crown, . . .

■ Left (inside) margin: binding method

■ Bottom margin generally deeper than 

top margin 



ISO paper sizes



A4 sheet is taller than US Letter



Hallmarks of good text design

■ Even ‘colour’ (textus, Latin cloth)

■ Proper characters: ° × ² ³ 
2 3

‘ ’ 

■ Clear hierarchy of headings

■ Lines back up on both sides of a sheet

■ Not more than two typefaces

■ Non-lining numerals: 0 1 2 3 4 5 6 7 8 9

■ Capitals sparingly used, slightly spaced



Use en dash to indicate range

■ En dash (alt + 0150) is longer than a 

hyphen and replaces ‘to’.

50-250 ms 50–250 ms



Use minus sign

■ Minus sign is like en dash but sits 

higher.

-1/2 −1/2



Avoid spacing lowercase letters



Consistent headings: title case or sentence case



Use space as a thousands separator

50 906

21 006

29 900

8 161



Avoid terminal punctuation in headings



Maintain normal punctuation and capitalization 

in lists of bullet points



Maintain normal punctuation and capitalization 

in lists of bullet points

Direct connectivity to iPhone has many 

benefits for the use of hearing aids.

■ Audio streaming without any 

intermediate device: . . .

■ Customized hearing-aid apps: . . .

■ Ease in finding misplaced hearing aids

■ Geo-tagging



List introduced with a colon

Pesticides include following chemicals:

■ insecticides

■ weedicides

■ fungicides

■ acaricides

■ nematicides.



Whole list as a single sentence

Pesticides include

■ insecticides

■ weedicides

■ fungicides

■ acaricides

■ nematicides.



Whole list as independent terms

Pesticides encompass many categories of 

chemicals.

■ Insecticides

■ Weedicides

■ Fungicides

■ Acaricides

■ Nematicides



Use ligatures

■ Common ligatures: ffi, ffl, fi, fl, ff



Typographic trivia: ‘smart’ quotes



All-caps or full caps less readable



Format documents properly, 1

■ Change the default paper size to A4.

■ Use fonts with serifs: Georgia, Sitka, 

Linux Libertine.

■ Prefer left-justi cation to full 

justi cation.

■ Keep more space above headings; less 

space below. 



Format documents properly, 2

■ Use proper symbols and characters.

■ Master Format > Paragraph menu; use 

styles

■ Avoid multiple tabs and hard returns.



Use page-layout software if required

■ Easier to position pictures, boxes, etc.

■ Easier to use multiple columns

■ Controlled word-spacing

■ Better hyphenation: thin-king, the-

rapist, fun-ding

■ Easier to import pictures

■ Suitable for commercial printing



Examples of research, 2

“We conducted six studies that found two 

measures that successfully detect aesthetic 

differences: improved performance on creative 

cognitive tasks after text is optimized, and 

reduced activation in the corrugator muscle 

that is associated with frowning.”

Larson K et al. 2007. Measuring the aesthetics of 

reading, pp. 51–56 in People and Computers Xx–

Engage. London: Springer.



Identifying fonts, 1: Font identifier

https://www.fontsquirrel.com/matcherator



Identifying fonts, 2: Identifont

http://www.identifont.com/





















www.simplificationcentre.org.uk



Recommended reading

Technical papers from the Simplification 

Centre, UK

■ No. 2 What makes a good document?

■ No. 5 Benchmarking everyday documents

■ No. 7 What do people notice about their 

documents?

■ No. 8 Criteria for clear documents: a survey

■ No. 9 Choosing a typeface for reading



Recommended reading

■ Black A, Luna P, Lund O, Walker S. 2017. 

Information Design: research and practice. 

London: Routledge. 750 pp.

■ Hyndman S. 2016. Why Fonts Matter. London: 

Virgin Books (Penguin). 144 pp.

■ Kadavy D. 2011. Design for Hackers: reverse-

engineering beauty. Chichester, UK: John 

Wiley. 338 pp.



Recommended reading

■ Lupton E (ed.). 2014. Type on Screen. New 

York: Princeton Architectural Press. 208 pp.

■ Kadavy D. 2011. Design for Hackers: reverse-

engineering beauty. Chichester, UK: John 

Wiley. 338 pp.

■ Butterick M. 2010. Typography for Lawyers. 

Houston, Texas: Jones McClure Publishing. 

220 pp.



Recommended reading

■ Waller R. 1991. Designing Reports and 

Presentations. Redhill, Surrey, UK: 

Monotype Corporation. 32 pp.

■ American Institute for Research. 1981.

Guidelines for Document Designers.

Washington, DC: A I R. 108 pp.



http://practicaltypography.com



www.thinkingwithtype.com



Good typography is good manners:

making the type legible,

making the headings easy to spot,

making the tables easy to read.

In short, being considerate to your readers.

— Robert Waller


