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It is easy to overlook the ‘non-verbal’ aspects of writing.  If the minutes do not look interesting, the reader may put off reading them.  Likewise, if the appearance is non- professional, the content will be judged as the same.  Stand or sit too far from your minutes to read them – only see the ‘picture’ they create.  Are you impressed?  The type should be crisp and black, the print should be straight on the page; there should be plenty of white space (margins and good paragraphs); headings to guide the reader – are there enough and are they clear?  Consider whether you want to use a serif or sans-serif font.  Serif fonts are those where there is a ‘flick’ at the start and end of the letter, sans serif are those without.  Serif fonts are generally accepted as easier to read because the serif leads the eye to the next letter.  Sans serif fonts are thought by many to be cleaner and more modern in appearance.  The font size for text should be 12 point and for item headings should be 14 point.  The overall heading should be 16 point.  Size and boldness of headings should reflect their importance.
The typing rules may seem pedantic but they are designed to make letters look appealing and to help the reader understand the content.  Use two spaces at the end of a sentence and one between words, after the other punctuation marks and each side of a dash; there are no spaces either side of a hyphen, backslash or forward slash.  There is one blank line between paragraphs and two between items of the minutes.  Text should not be justified (as this paragraph is).  The left margin should be slightly larger than the right.  The document should be slightly higher than centred on the page.  Commonly used margins are 2.5 or 2cm top; 1.5cm bottom; 2.5cm left; 2cm right.

The barriers to readability are visual and unrelated to the vocabulary you are utilising.  They do not make the document impossible to comprehend, but it is likely to be perceived as off-putting so the reader undertakes the task with a negative attitude or postpones reading (and may not return).  The most commonly recognised barrier is a paragraph that is overly extended and another is a surfeit of unnecessarily 

elongated words will encourage the readers to think they will not be capable of understanding the connotation.  

Many people like the neatness of Fully Justified Text but, again, it is harder to read.  This is partly because of the Micro-spaces that are necessary to achieve the Justification, but mainly because it is harder for the eye to ‘hold’ the line without the extra help of differing line-length.  The fourth Visual Barrier is too many Capital Letters in text.  Like numbers, these draw the eye.  

There is a fifth barrier:  text that is too small.  Text should be 12 point with headings at 13 or 14 depending on their relative importance.  The main heading of the minutes should be in 15 or 16 point text. 
4.
Readability


It is easy to overlook the ‘non-verbal’ aspects of writing.  If the document does not look interesting, the reader may put off reading it.  Likewise, if the appearance is non-professional, the content will be judged as the same. 


4.1
The first impression counts



Stand or sit too far from your minutes to read them – only see the ‘picture’ they create.  Are you impressed?  

· The type should be crisp and black.

· The print should be straight on the page.

· There should be good use of white space (margins and good paragraphs).

· Headings to guide the reader – enough and are descriptive?


4.2
Type style and size



(a)
Serif or sans serif




Serif fonts are those where there is a ‘flick’ at the start and end of the letter, sans serif are those without.





Serif
Sans serif





Serif fonts are generally accepted 
Sans serif fonts are thought by 




as easier to read because the serif
many to be ‘cleaner’ and more 




leads the eye to the next letter
modern in appearance



(b)
Font size




The font size for text should be 11 or 12 point and for item headings should be two points larger.  The overall heading should be 16 point.  Size and boldness of headings should reflect their importance.

5.
Rules for a reason

Although the typing ‘rules’ may seem pedantic, they all have their purpose.  They are designed to make letters look appealing and to help the reader understand the content.  

5.1
Word and line spacing


2 spaces 
at the end of a sentence, after a full-stop, question or exclamation mark



1 space 
between words




after punctuation marks (other than above)




each side of a dash.



0 space
either side of a hypen 




either side of backslash or forward slash



1 blank line 
between paragraphs



2 blank lines
between items of the minutes


5.2
Margins



Text should not be justified – that is, the lines should be of different lengths.  The left margin should be half to one centimetre more than the right.  
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