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Layout of a Document 
 

Sentence Structure 
Short sentences are easier to understand than longer ones. Each sentence 
should contain one point. To ensure continuity, qualify your sentence 
according to previous details.   
However, if you only write short sentences your document will sound very 
abrupt. On the other hand, a series of long sentences can be difficult to 
understand. Vary the length of your sentences to obtain the best flow in your 
documents. 
Reading your document out loud will highlight sentences that need attention. 

 

Paragraph Structure 
A good paragraph contains one main idea and all the sentences in the 
paragraph support this idea. Each new paragraph should introduce a new 
idea or a shift in theme. 
A paragraph of about three to five sentences is generally considered ideal.  
Readers can grasp the content of text block of this size and benefit from the 
visual rests. 

 

Illustrations 
Illustrations and graphics help to attract readers to the text. They can also 
assist in communicating information that is difficult to describe in words.   
When they are relevant, illustrations and graphics are an effective way of 
breaking up a page of text. 

 

White Space 
Well-designed documents use white space to frame the text on a page. This 
has the effect of making it look more manageable to the reader. 
Headings and shorter paragraphs will automatically create more white space 
on the page. Breaking up long passages of text with illustrations, graphics and 
bullet points will also achieve this effect. 
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Headings 

 

Headings are the signposts for readers.   
Well-worded headings enable a reader to look at a 
document and quickly determine which sections are 
relevant to them. 

 

Bullet Points 
Bullet points help to present key concepts in a clear and easy to read form.   
 

Rules for using Bullet Points 
When using bullet points: 

§ Write an introductory statement and end with a colon (:) 

§ Place each point on a new line 

§ End the last bullet point with a full stop 

§ Test that each point works as a sentence with the introductory 
statement. 

 

 
 


