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Dear Dog Owners,

15 your dog ahways panting in this summer heat? Is your dog's fur justtoo heavy?
Ifthis i your dog, never fear, Grooming Plus s herel

We bathe, groom, board, and provide flea dips, We even do toe nail covers to
keep your house pets from scratching floors. Check out these prices:

B Big doos:

B Modiumdogs:  $30.00 fora bath and room

$40.00 fora bath and groom

B Smalldogs: 52000 fora bath and groom

So if your dogs need a bath, or just a trim, bring them to our conveniently located
shop. We have top quality professionals that ar ready to make your dog happy!

Sincerly,

Megan Safrit
Manager

DTS ey




	Page Design 
Sample 2: Sample Document Design Handout 


[image: image2.jpg]DOCUMENT DESIGN CONCEPTS
Docunent_design can be a very complicated process. one needs
to address several issues when designing a document. This
document will serve as a reference sheet for those in need
of some guidance. The concepts contained herein are just the
basics but are suitable for effective document designing.
Keep this checklist handy, as well as a more in-depth source
of document designing concepts in case it is needed.

Document Qualities.

A document must be visually appealing to its audience.
A document must be logicaly organized.

A document must be able 1o provide clary.

A document must be readily accessible 1o its audience.

A document must be able to provide a variety of user and printing options.
A document must be able to appear relevant 1o the audience,

[Bocumont Rufos

Keep the document simple; do not oreate a document that is going to
intimicate an audience. Make use of templates if available.

Keep the document consistent; do nof use an extensive number of fonts,
colors or type sizes.

Keep the document clear do not include unnecessary words or pictures
justrying to fill space or impress the audience.

Keep the document short, everyone has heard the phrase ‘less is more"; do
ot ramble on get o the point. That s why people are viewing the
document; they want to know what itis about.

‘Document Considerations

Try to leave a considerable amount of white space. Keep the document
easy on the eyes of the audience.

Try to avoid excessive spacing, graphics, and line length. These three
‘aspects can really make a document look elementary and unprofessional.
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How the text looks on the page is very important. I is not only cosmetic, but also functional. It hlps
‘make the material visually accessible 0 an audience. This i important because 3 busy audience needs
10 be able to quickly and casily access the information that the sender sends. It s also important
because the document sent represents the company or intituion that sends it, It creates  frst
impression of the company and exen elicits an emotional response in the receiver beyond just what the
‘message says. There are some important aspects of document design to consider.

« Organizationis clearly important. The tex:should be prescnted in smai,
caslyaccessiblechunks. To do tisyou should use hadings, whi space,rules, and setion
dividersfo long documents.

+ Asecond important design aspect is order. Gene
i onder o importance or chronologically.
o The rlatonship of idcas s shown to readers by the headings and visual cues that we
most typically associae with oulining
o achicve onler, ake into consideration the use of typefaces (for
ypefaces best used intext because they are casier o read and sans srif typefaces for
headings
o Also consider ype size, using smaller sizes s sub-poinis in des
density, spacing. as wellus the positioning of headings for ffect
centered,let-margined, indented. or outdented.
« Athird major aspectis the document's ability to allow readers to

acnss information rapidly.

Be cautious not 10 overwhelm the reader's eyes with 0o much rzzle-dazzle.

ally documents are set up

o Usever

I white space, which will break up the density of the text.

© Bullets, maintaining paralll structure; numbering: a limited use of all capital
letters:  limited usc of italics: windowing. placing information in boxes; fills,
amount of shading or patterning you might want to include in windows:including.
color, making sure the colors are appropriate o the message’s purpose; using inverse
type and headers/footers.

« One lastaspect to consider is variefy. This might includ considering ther
possible printproduction opions aailabe.

o Printing the document n landscap format instead of portrait format, using colums,
varying gutter width using ragged right margins

o Inserting graphics 0 add clarity and aceommodate some readers' learing style
differences can also be helpfol.




