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What Is Readability?



What Is Readability?

Readability is “the ease with which a reader can 
successfully decipher, process, and make meaning of 
the text.” (from readabilitymatters.org)

Depends on the vocabulary and writing style as well 
as how the text is presented (i.e., layout)



What Is Layout?

“Page layout is the arrangement of visual elements 
on a page. It generally involves organizational 
principles of composition to achieve specific 
communication objectives.”
(O’Connor, Z. 2014. Elements and principles of design: Tools for digital 
imagery, art and design.)









Font Selection

Size: 12 pt minimum



Font Selection

Serif font: Times New Roman, Palatino

Sans serif font: Helvetica, Arial



Font Selection

Serif more common in print publications

Seems easier to read in long documents

Sans serif more common in digital and PPT

Seems easier to read on screen or when projected



Justification: Full vs Left



Full Justification (“Justified”)

Lorem ipsum dolor sit amet, consectetur
adipiscing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna
aliqua. Ut enim ad minim veniam, quis
nostrud exercitation ullamco laboris nisi
ut aliquip ex ea commodo consequat.
Duis aute irure dolor in reprehenderit in
voluptate velit esse cillum dolore eu
fugiat nulla pariatur. Excepteur sint
occaecat cupidatat non proident, sunt in
culpa qui officia deserunt mollit anim id
est laborum.



Full Justification (“Justified”)

Lorem ipsum dolor sit amet, consectetur
adipiscing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna
aliqua. Ut enim ad minim veniam, quis
nostrud exercitation ullamco laboris nisi
ut aliquip ex ea commodo consequat.
Duis aute irure dolor in reprehenderit in
voluptate velit esse cillum dolore eu
fugiat nulla pariatur. Excepteur sint
occaecat cupidatat non proident, sunt in
culpa qui officia deserunt mollit anim id
est laborum.

Pros:
Looks neat, crisp, symmetric
Gives sense of formality, 
importance, seriousness
Allows more words per page



Full Justification (“Justified”)

Lorem ipsum dolor sit amet, consectetur
adipiscing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna
aliqua. Ut enim ad minim veniam, quis
nostrud exercitation ullamco laboris nisi
ut aliquip ex ea commodo consequat.
Duis aute irure dolor in reprehenderit in
voluptate velit esse cillum dolore eu
fugiat nulla pariatur. Excepteur sint
occaecat cupidatat non proident, sunt in
culpa qui officia deserunt mollit anim id
est laborum.

Cons:
Uneven word spacing:
Eyes tire more quickly
Disrupts word “chunks”



Full Justification (“Justified”)

Lorem ipsum dolor sit amet, consectetur
adipiscing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna
aliqua. Ut enim ad minim veniam, quis
nostrud exercitation ullamco laboris nisi
ut aliquip ex ea commodo consequat.
Duis aute irure dolor in reprehenderit in
voluptate velit esse cillum dolore eu
fugiat nulla pariatur. Excepteur sint
occaecat cupidatat non proident, sunt in
culpa qui officia deserunt mollit anim id
est laborum.

Cons:
Uneven word spacing:
Eyes tire more quickly
Disrupts word “chunks”
Distracting “rivers” in text



Full Justification (“Justified”)

Lorem ipsum dolor sit amet, consectetur
adipiscing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna
aliqua. Ut enim ad minim veniam, quis
nostrud exercitation ullamco laboris nisi
ut aliquip ex ea commodo consequat.
Duis aute irure dolor in reprehenderit in
voluptate velit esse cillum dolore eu
fugiat nulla pariatur. Excepteur sint
occaecat cupidatat non proident, sunt in
culpa qui officia deserunt mollit anim id
est laborum.

Cons:
Uneven word spacing:
Eyes tire more quickly
Disrupts word “chunks”
Distracting “rivers” in text
Harder for poor readers



Left Justification (“Ragged Right”)

Lorem ipsum dolor sit amet, consectetur
adipiscing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna 
aliqua. Ut enim ad minim veniam, quis
nostrud exercitation ullamco laboris nisi 
ut aliquip ex ea commodo consequat. 
Duis aute irure dolor in reprehenderit in 
voluptate velit esse cillum dolore eu
fugiat nulla pariatur. Excepteur sint
occaecat cupidatat non proident, sunt in 
culpa qui officia deserunt mollit anim id 
est laborum.



Left Justification (“Ragged Right”)

Lorem ipsum dolor sit amet, consectetur
adipiscing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna 
aliqua. Ut enim ad minim veniam, quis
nostrud exercitation ullamco laboris nisi 
ut aliquip ex ea commodo consequat. 
Duis aute irure dolor in reprehenderit in 
voluptate velit esse cillum dolore eu
fugiat nulla pariatur. Excepteur sint
occaecat cupidatat non proident, sunt in 
culpa qui officia deserunt mollit anim id 
est laborum.

Pros:
Even spacing: less eye strain
Fewer hyphens at end of lines
Easier to track where you are



Left Justification (“Ragged Right”)

Lorem ipsum dolor sit amet, consectetur
adipiscing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna 
aliqua. Ut enim ad minim veniam, quis
nostrud exercitation ullamco laboris nisi 
ut aliquip ex ea commodo consequat. 
Duis aute irure dolor in reprehenderit in 
voluptate velit esse cillum dolore eu
fugiat nulla pariatur. Excepteur sint
occaecat cupidatat non proident, sunt in 
culpa qui officia deserunt mollit anim id 
est laborum.

Pros:
Even spacing: less eye strain
Fewer hyphens at end of lines
Easier to track where you are
Easier to read and recall



Line Length



Line Length

Ideal: 52-72 lowercase characters (including 
spaces and punctuation)



Line Length

Ideal: 52-72 lowercase characters (including 
spaces and punctuation)

Longer: Hard to identify which line is next

Shorter: More eye returns increase eye fatigue



Use of Columns











440 Words 424 Words























Chunking
Physically divides information
Appears less daunting
Improves recall



Inside Margins











Avoid Widows and Orphans

Widow

First line of paragraph alone at bottom of page

Orphan

Last line of paragraph alone at top of page



White Space















“Word” of Caution

InDesign: Handles this format well

MS Word: Must use table format to 
make headings stay even with text if 
you add or delete text. Columns feature 
does not do that in Word.
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