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MeasurementsMeasurements

• Even borders (never less than 1/8”, preferably ¼”)

• Gutters: go with default

• Headings & Sub-Headings: Be consistent - Try to always 

keep sub/headings the same size

• Leading: Try to always keep leading the same under 

headings and between paragraphs (Publisher and Power 

Point have more flexibility with leading)
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ColoursColours

• Caution with using a dark background (especially if you 

use a serif font)

• Keep your target audience in mind when creating your 

layout (e.g. older individuals may not see very well so 

don’t make the type too small – (especially if you use a 

serif font)

• Don’t mix too many colours into one document – have a 

colour scheme and stick with it throughout your 

promotional pieces (e.g. business cards, letterhead, etc.)
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because my eye doesn’t know
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Fonts / TypefacesFonts / Typefaces

• Don’t mix too many fonts into one document – have a 

font scheme and stick with it throughout your promotional 

pieces (e.g. business cards, letterhead, etc.)

• Try to keep the amount of fonts to 3-4 max.

• Once you choose a heading font and body copy fonts, 

keep with them throughout your promotional pieces
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White Space & VisualsWhite Space & Visuals

• Is your friend!! – consider the rules in sentence structure 

and paragraph breaks (run-on sentences are called run-

on for a reason – we just stop taking in the information)

• Your eyes and your brain need a break or your message 

will be lost

• Visuals break up information (e.g. pictures & graphics) -

also helps to separate priority messages

• Most layouts use a backwards ‘S’ form (Since we tend to 

read from left to right) - design accordingly
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Copy (text)Copy (text)

• How much? – Less is more!

• Create curiosity without overwhelming your 

reader/audience with information

• Depending on what it is, always have contact information 

so the curious have somewhere to get more information
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Power PointPower Point

• Some functions in PowerPoint are cool but don’t play too 

much – if there’s not a point to it, don’t add it

• If doing a presentation, don’t read your entire slide -

elaborate on the points in your slide
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Printing MaterialPrinting Material

• Understand your printers needs and requirements – give 

them a call (they’d rather answer simple questions then 

receive a document that takes them time to set up for 

printing or is something they can’t use at all)

• Try not to send them a Word document
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is OK too!

Don’t be afraid to be creative
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