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[bookmark: _GoBack]As you plan, develop, test, and refine your design, use this checklist to review your document for effective color, format, page layout, and typography.
	Overall Design

	
	1. The overall design is appropriate for the writing situation, type of document, message, and audience.

	
	2. If appropriate, the design follows a standard style guide (MLA, APA).

	
	3. Design elements distinguish the document’s topic, main point, and purpose.

	
	4. The document’s format and design make effective use of color; the overall color scheme is both functional and attractive.

	Design Features

	
	5. The layout effectively uses a heading system, lists, margins, columns, and white space to make the message clear and easy to read.

	
	6. Accent features such as highlighting, underlining, boldface, and italics bring attention to the message and are appropriate to the document’s purpose.

	
	7. Design elements (such as headings, page numbers, and outlines) clearly identify and organize parts of the message.

	
	8. The document contains all appropriate elements (a title page, table of contents, introduction, outline, appendices, and index).

	
	9. The document has consistent margins, uses effective spacing between lines and paragraphs, and otherwise uses white space to make ideas clearer.

	Fonts and Visuals

	
	10. The fonts are appropriately sized and attractive, emphasize information as needed, and fit the document’s purpose and audience.

	
	11. The visuals (tables and figures) are well designed and placed to support the message.
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