
 

    

 

 

Tips for designing and laying out your text  

 Use a sans serif font such as Arial or Calibri. 

 Use font size 12 with 1.5 line spacing. 

 Align to the left instead of justify to avoid large spaces between text. 

 DON’T USE ALL CAPITALS because sentence case (the normal mix of capital 

and lower case letters) is easier for our brain to read. 

 And when you want to emphasise words: do not use italics or underline; it is 

better to use bold, size or colour! But use this sparingly! 

 

Tips for structure  

 Use the inverted pyramid of writing and put the key point to your reader first.  

 Put your reader’s needs ahead of your organisation’s needs. 

 Use descriptive headings. They can be questions or statements. 

 Use bulleted lists for short, clear points. 

 Use white space and short paragraphs to help you and your reader breathe. 

You do not want to overwhelm your reader. 

 

Tips for writing 

You can think about: 

 The language you use.  

 Defining acronyms the first time you use them. 

 Using the active voice, not the passive voice. 

 

You will find more tips in NALA’s Writing and Design Tips guide. Or you can get in 

contact with NALA’s Plain English Service by phone or email and we’ll see if can 

provide training or edit your material – details are here: www.nala.ie/plain-english  
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