Typeface - A set of characters of the same design. ie: Helvetica, ITC Cheltenham, Adobe Garamond, Verdana
Font Family - Complete collection of typefaces in different weights and classifications, designed to work together

Font Style - Variations in the thickness and stroke, such as light, bold, italic, that lend flexibility in the appearance
of characters constituting a typeface

Justification - The aligning of the top, bottom, sides, or middle of text or graphic elements on a page
Kerning - The adjustment of space between two specific letters

Tracking - The adjustment of uniform space between all letters in a given selection of text

Leading - The adjustment of space between lines of text

Rivers - Gaps in typesetting, which appear to run through a paragraph of text, due to a coincidental
alignment of spaces.

Widow - A paragraph-ending line that falls at the beginning of the following page/column, thus separated from
the rest of the text.

Orphan - A word or very short line that appears by itself at the end of a paragraph resulting in too much white space.
Ligature - The combined form of two letters, such as lower-case f and i

Pull Quote - A quotation or excerpt from an article that is typically placed in a larger or distinctive typeface on
the same page, serving to entice readers into an article or to highlight a key topic

X-height - The distance between the baseline of a line of type and the tops of the main body of lower case letters

Cap Height - The overall height of capital letters in the formation of words.

Descender - The portion of some lowercase letters, such as g and y, that extends or descends below the baseline
Ascender - The upward vertical stem on some lowercase letters, such as h and b, that extends above the x-height

Baseline - The imaginary line upon which a line of text rests

Hyphen - A punctuation mark used to join words and to separate syllables of a single word; not a dash

En Dash - Puncuation that is half the width of an em dash used to contrast values, or illustrate a relationship
between two things

Em Dash - Puncuation that demarcates a break of thought or some similar interpolation stronger than
the interpolation demarcated by parentheses



Typography help

www.ilovetypography.com

http://fontfeed.com/

www.designobserver.com

www.thinkingwithtype.com

http://typographica.org/

www.typeforyou.com
http://freelancefolder.com/typography-essentials-a-getting-started-guide/

Font purchases

www.fonts.com
www.myfonts.com
www.linotype.com
www.itcfonts.com
www.typography.com
www.typotheque.com
www.emigre.com
www.fontlab.com
www.dafont.com
www.fontsquirrel.com
www.google.com/webfonts
www.p22.com
Www.veer.com
www.withoutwalls.com

Blogs/Podcasts

www.36point.com
www.ilovetypography.com
www.designlabelblog.com
www.typeradio.org
www.designshack.net
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Thou
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Thou

shalt kern.

shall choose thy justification of paragraphs wisely.
shalt not create widows and orphans.

shall not stretch type.

shall never force italicize or bold thy letters.

shall not use improper punctuation.

shall use consistancy in thy layouts.

shall not overload on emphasis.

shall read before choosing typefaces.

shall be intelligent when mixing font choices.

shall keep typefaces to a maximum of three.

shall not use ornate or illegible fonts for body copy.
shall never put text over a busy background.

shall be aware of licensing issues.

shall leverage typography to strengthen designs.
shall give a CRAP about thy design.

shall always research and find inspiration.

shall never use cliche typefaces!
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“typography is the craft of endowing human
language with a durable visual form.”

— Robert Bringhurst
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shall give a CRAP about thy design.

shall always research and find inspiration.

shall never use cliche typefaces!
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ILOVE

TRACKING

Thou shalt kern.

The goal is simple: to equalize the
appearance of the whitespace between
letters. This gets tricky because you really

haveto feel it out. Sometimes uniform spacing
between letters won’t ook like uniform spacing
and you have to tweak and tweak until the
word looks like you think it should. There’s

really no magic formula, you just have to
eyeball it and decide what looks right.

LEADING

preaks the pattern of letters that you are
used to reading and allows you to focus
on the shapes themselves, especially the

negat\/Hespace between them. L AV METRICS

A LHIS [. AVA manNuAL

OPTICAL

Helpful hint:
Y e ie Turn your letters upside-down to check
kerming. Looking at text from this angle I A ‘ ?

Thou shall choose thy justification of paragraphs wisely.

Depending on the type alignment,
you may inadvertently create the
wrong impact based solely on the
placement of your message.

NO RIVERS!

Justified text, which has even edges on both the left
and right sides of the eolumn, has been the norm
sinee the invention of printing with movable type,
which enabled the creation of page after page of
straight-edged columns. In metal type setting, the
printer justifies each line by hand, using small
metal spacers to alter the spaces between words
and letters and thus make all the lines the same
length. Digital typesetting performs the same
labor automatically. Justified type makes efficient
use of space. It also creates a clean, compact
shape on the page. Ugly gaps can occur, however,
when the line length is too short in relation to the
size of type used. Hyphenation breaks up long
words and helps keep the lines of text tightly

packed. Designers ofien use negative tracking to fi Left alignment is the most comon  Center Alignment is used for ~ Right Alignment is used for a

additional characters on a line, or positive tracking a q n .
o ot s 8 1 9 0 G el G o and is easyto read usually Headlines more professional look

indicative of or and is frequently
body text. Titles used for business cards

JUSTIFIED



Good

Lorem ipsum dolor sit amet. consectetur
lout adipiscing elit. Integer posuere orci quis
lignla. Donec egestas massa vulputate nislL
Curabitur venenatis. Nullam egestas facilisis
dolor sit amet antetut mauris.

Nulla ac odio. Praesent bibendum justo id
posuere orci quis ligula massa vulputate

Bad

Lorem ipsum dolor sit amet, consectetur lout
adipiscing elit. Integer posuere orci guis ligula.
Donec egestas massa vulputate nisl. Curabitur
venenatis. Nullam egestas facilisis antetut
mauris,

Nulla ac odio. Praesent bibendum justo id
mauris. Suspendisse magna tellus, faucibus sed,

Thou shalt not create widows and orphans.

s massa vuly nisl mauris.

Suspendisse magna tellus, faucibus,
sodales, vehicula eget, lacus.

Lorem ipsum dolor sit amet, consectetur lout
adipiscing elit. Integer posuere orci quis lignla.
Donec egestas massa vulputate nisL Curabitur
venenatis. Nullam egestas facilisis antetut.

dapibus sodales, vehicula eget, lacus.

Lorem ipsum dolor sit amet, consectetur lout
adipiscing elit. Integer posuere orci quis lignla.
Donec egestas massa vulputate nisL Curabitur
venenatis. Nullam egestas facilisis antetut.

Thou shall not stretch type.

Every typeface was designed for
a specific purpose and feel.

You wouldn’t take a masterpiece
painting and chop off the end
to fit the frame, would you?

WIDE LOAD

INTERSTATE BLACK
The set width is the body of the letter

plus the space beside it.

TIGHT WAD

INTERSTATE BLACK COMPRESSED
The letters in the compressed version of the typeface
have a narrower set width.

Stretching type distorts

and ruins the integrity of

the typeface. Select a typeface
that fits your need instead of
forcing a typeface to fit.

PRIVATE PROPERTY
NO TRESPASSING

WIDE LOAD

ER TGHT WAD

l:gt‘ml'-!t.'.il-llBl'an et TYPE CRIME

m%m HORIZOWTAL & VERTICAL SCALING
The proportions of the letiers have been
digitally distorted in order to create wider
OF NArrower Iléi-’.r'fl".'s'.

Thou shall never force italicize or bold thy letters.

The italic form is more than just a
slanted variation of the roman form.
It is (or should be) a variant that is
crafted with just as much thought
and attention to detail as its roman
counterpart.

the age of fallacy (roman)

the age of fallacy (italic)

Moreover, you will often find that an
italic variation has a slightly different
character width, a different stroke
width (even in the same weight) and
different kerning, generally in an effort
to optimize readability, all of which
makes it far more a far superior option
than a simple slanted roman.

the age of fallacy (false italic)

Italic: A style of letters derived from cursive writing that is typically
more inclined and upright roman characters



Thou shall not use improper punctuation.

CHEESE”
BURGERS

“RESTROOMS”
FOR

CUSTOMER USE |

ONLY

Know the differences in dashes/hyphens,
quotation marks, prime marks, etc. And
if you can’t get it, make sure you have

lots of proofers at the ready!

GINGRICH

| FOR “PRESIDENT" 2012

"Hi"

I'm

@[_I i@

Prime symbol

(feet mark) Apostrophe
¢ (feet mark)

Im

Single Quotes

¥ N
‘Hi’

Double Quotes

¥ X
@H i”

Double Prime
¥ (inch mark)

Thou shall use consistancy in thy layouts.

If you start out using a Scala font

for the headers, stay with the same
font throughout the piece. Consistency
is key to building a brand style, or

just having a stronger, more
professional-appearing message.

The best way to maintain consistency
through a multipage document, or
from document to document, is to
set style sheets.

DO @

Header Title Style
Subheader Title Shyle

Body Text Style.

Lorem ipsum dalar il amel,
consectetur adipisicing elit, sed do
eusmod tempor ncididunt Lt
labore et dolore magna aliqua. Ut
enim ad minim veniam, guis
nosirud exercilation ullamco labors
nisi ut aliquip ex ea commedo
consequat. Duis aute irure dalor in
reprehendert in voluptate velit esse
cilum dolars au fugiat nulia
pariatur, Exceplaur sint accascal
cupidatat non proident, sunt in
culpa qui officia deserunt mollit
anim id est laborm

DON'T

Header i Sl
Subheader Title STYLE

Body Text STYLE.

Lorem ipsum dolor sit amet,
consectetur adipisicing elit, sed do
eiusmod tempor incididunt uc
labore et dolore magna eliqua. Ut
enim ad minim wveniam,
quis nostrud
exercitotion ullamce
laboris nisi ut aliguip
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.

Thou shall not overload on emphasis.

If your paragraphs are littered with CAPITALIZATION, italics, Bold Text
and underlines, you might want to RETHINK your approach to your
messaging. Excessive emphasis dulls the impact. It's like crving wolf, your

readers won't be able to discern what's really important.

First, figure out what message your audience needs to
take away from the design. Then, figure out what pieces
best convey that message. That’s where the emphasis

needs to be placed.

Don’t underestimate the use of color for emphasis!

Division of angels Division of angels DIVISION OF ANGELS

A Angel Angel Angel angel

B. Archangel Archangel Archangel pivision  archangel

C. Cherubim Cherubim Cherubim oF ANGELS  cherubim

. Seraphim Seraphim Seraphim seraphinm
11 Ruling body of clergy Ruling body of clergy RULING BODY OF CLERGY

A. Pope Pope Pope pope

B. Cardinal Cardinal Cardingl RULING BoDY  cardinal

C. Archbishop Archbishop Archbishop oF CLERGY @rchbishop

. Bishap Bishop Bishop bishop
111 Parts of a text Parts of a text PARTS OF A TEXT

A Work Work Work wark

B. Chapter Chapter Chapter PARTS OF chapler

C. Section Section Section A TEXT section

. Subsection Subsection Subsection subsection
SYMBOLS, INDENTS, INDENTS AND FONT CHANGE, INDENTS, ALIGNMENT, FONT CHANGE,
AND LINE BREAKS LINE BREAKS ONLY AND LINE BREAKS AND LINE BREAKS



Thou shall read before choosing typefaces.

Wedding Day

Fovmal Dinner

PHair Salon

WAIT,WHAT?

Simply looking through
your entire library to find a
font that you like will rarely
produce an effective result.
The reason is that there is
an inherent psychology
associated with certain
types of fonts.

Every font communicates
certain attributes on both
a conscious and
subconscious level.

CLASIC Retro
MASCULINE

Ferntnine

MAKES SENSE

Thou shall be intelligent when mixing font choices.

Rockwell Bold
Meets Chunk Five

Helvetica

Mixed with Humanist

Garamond
and Times New Roman

TOO SIMILAR

Rockwell Bold 5

Mixed with Humanist

Helvetica

meets Garamond

DIFFERE

Strive for contrast rather
than harmony, looking for

emphatic differences rather

than mushy transitions.

Headline Text - Same Font

Both Headline and Body Text in this example

are Trebuchet. Lorem ipsum dolor sit amet,
consectetur adipisicing elit, sed do eiusmod

tempor incididunt ut labore et dolore magna

aliqua. Ut enim ad minim veniam, quis mos-
trud 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 paria-

tur. Excepteur sint occaecat cupidatat non

Helpful hint:
Combine a serif with
a sans serif font for
good contrast,

Headline Text - Different font
In this example we have paired Trebuchet
as the headline font with Georgia for the
Body. Lorem ipsum dolor sit amet, consec
tetur adipisicing elit, sed do einsmod
tempaor incididunt ut labore et dolore
magna aliqua. Ut enim ad minim veniam,
quis nostrud exercitation ullamco laboris
nisi ut aliquip ex ea commaodo consequat.
Duis aute irure dolor in reprehenderit in

VS.

Thou shall keep typefaces to a maximum of three.

Garamond Bold

Then we can use Helvetica for the body copy.
The two fonts contrast nicely and we're off
to a solid start.

Chunk Five

Garamond for the body text. We’re mixing
our serif styles up but it’s not too bad
since the headline is so bold.

IMPORTANT 7

e too far.

st out e:'(f control

HELVETICA

Ther

h OW

When you start tweaking the fonts of your document, be sure to apply no more than three typefaces per
design (or page). That’s not to say that you can’t use multiple styles within a font family (i.e. Neutra Bold for
headlines and Neutra Thin for photo credits), just be mindful of not mixing too many faces and styles.



Thou shall not use ornate or illegible fonts for body copy.

Head Me ?M%Hmiﬂm &B&dgﬁﬂ;‘ Use Fancy Fonts Sparingly

In this example we have paired

Tobster is agreat font, but it's . N g d

to readin large vﬂ" il p }'Jl%l‘-m s 40 i U wee T VS MNeutra with a fancy font so that
doses. This is the case for mos! script o : S b e . .
and display fonts, which tend to be on aapossch e To: haad, 1u.-ﬁm1d; (g o sy schaplagl the fancy font still gives a great
the complex side. ) el | impact, without compromising

et [tz I!‘.-ﬁ"."-.i‘l ﬁ{.illﬁ'fiqﬁu'. legibility and messaging.
v g i e

Read Me

When you combine an ornate headline with

Some decorative fonts are designed to only be used for headlines or even

standard body copy, it helps the unique just drop caps. Be sure when you select a fancy or script font, that you
typeface stand out and preserves the use it sparingly, and that you can still read it. If you can’t read the type,
readabilty of the paragraph. you can be sure your audience won'’t bother to try.

Thou shall never put text over a busy background.

‘ .‘ P
e

Lorem ipsum di et
ultrices ante, a 1 ipis n augue

Thou shall be aware of licensing issues.
They exist. Don’t ignore them.

Be aware that when purchasing a typeface, there might be licensing limitations
concerning how many people can use said typeface and whether or not it can be
shared. Look for the keyword “commericial” use searching for font purchases.

Thou shall leverage typography to strengthen designs.

Upon getting your type exactly in the state that you need
it, you are not in fact a mere percentage point away from
a completed design. You need to learn the other principles
involved in design and shouldn’t neglect them with the
excuse that type is everything. Instead, leverage strong
typography as one of the main pillars in a design that
reflects a solid understanding of basic design principles.

Also, never feel as if you're confined by the structure of
existing fonts. Expand on the font shapes to suit your needs.




Thou shall give a CRAP about thy design.

Contrast - Any difference of size, shape, or color used to distinguish text (or other elements from other pieces of
text (e.g. serif vs sans-serif, bold vs italic, header vs body copy, extended vs condensed, etc)

Repetition - Repetition of design elements pulls the document together into a cohesive whole, and also improves
readability as the reader comes to expect text that looks a certain way to indicate certain qualities (e.g. the start of
a new section, a bulleted point)

Alignment - Alignment is crucial not just to the cohesive appearance of your document but to the creation of
contrast for elements like bulleted lists or double-indented long quotes. Your document should have a couple of
vertical baselines and all text should be aligned to one of them.

Proximity - Pieces of information that are meant to complement each other should be near each other
(e.g contact information on a business card, dates and times of an event)

Thou shall always research and find inspiration.

nuadei

The best way to learn to create effective
and attractive typography is to find and
study some existing examples. Keep a
lookout everywhere you go for what
others are doing and think about why it
does or doesn’t seem to work well.

The moment you fully understand a given
rule in design is the moment when you
have permission to break it!
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Thou shall never use cliche typefaces!

Comic Sans
Papyrus
= Curlz MT

EVERYTIME!

Bradley Hand
Lucida Handwriting

YOU USE
THIS FONT N
A DESIGNER |

LOSES THEIR
WINGS.

&

*Arial/Times New Roman

As a communicator, it is your job to notice the
world around you. Once you begin seeing one
of your favorite fonts all over the place, it may be
time to hit up the font sites for an alternative.

The days of complaining about not having access
to enough fonts are over. If you have access to the
Internet, you have access to tons of great fonts,
many of which won’t cost you a dime.
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Things You Did Not Enow Abow

Aziz Ansari

THERE'S A SCENE IN PARES AND RECREAT
in which Aziz Ansari's character is jealous o
attention his rival gots for eating a hot chili

. || perat a dinner party. So Aziz takes o bigger, hi

pepperand. to the tune of Montell Jordan'’s “T1
Howr We Do It," sings, “This is how you et
No one hasemmade'gae combination of o

st

NEVER
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