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Introduction to basic
principles of layout design

To attract and hold users' attention, your report/publication needs to be
laid out in a way that:

 Looks appealing and approachable at first glance.
* Helpsreaders notice what information is available and important.

* Makes it easy for them to skim and find topics of personal interest.
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A good layout makes it easier to navigate publications and
Pick Up the Main Points

To guide people smoothly through your report, use text and
graphics in combination to give clear, consistent navigation
signals. These signals help people notice what's in the
report and help them find the parts of personal interest
without distracting or misleading them.
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Consistency is Key

Consistent design helps orient people, facilitates skimming, and enables easy navigation
through the report.

« Keep the overall page layout and design features consistent from page to page.
Although each page in your report may have different content, the basic design
should be consistent.

« Keep the formatting of titles, headings, bulleted lists, labels, and other text the
same throughout the report (same font, size, color, and so on).

 |Inaprintedreport, keep page numbers and other reference text such as section
titles in the same place on every page.

* InaWebreport, provide persistent navigation links for the main headings and
keep them in the same position on each page.
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The number of unemployed persons is d as 458,359
during the second quarter 2020. The unemployment rate for
the second quarter 2020 is 5.4 pecent.

As shown in Figure 3, it is very important to note that, when
the changes in unemploy rate is explained the
comesponding sampling emors 1 and the confidence limits
need to considerd.
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(A/) and above group which is about 10.0 pecent.
Corresponding percentages are 6.3 percent and 14.2 percent

for males and females resp ly. Female unemployment
rates am higher than those of males in all levels of educat:
Survey results further shows that the poblem of unemployment
is more acute in the case of educated fermales than educated
males, which was observed consistently over the esults of
previous survey rounds as well.

Unemployment Rate (%)
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Number Male  Female
Seilanka  4583%9 sS4 4 82
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on 157,259 32 29 38
GCEOn 107,905 69 55 97
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Very basic
examples

Template formatting
for aninfographic
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Heading

Subheading and
Release Date
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Page 18 and onwards
in the brand quidelines
publication lays out
margins, layouts and
proportions for
commonly produced
articles.

Publication
Style Guide

Margins, P
Layouts and DCS

proportions

Press releases, bulletins, digitally disseminated and and unbound
documents

Page-setting and layout guidelines apply to all reports and bulletins (printed on A4) for both
print and digital dissemination, all measurements, otherwise stated are in points (pts)

Margins

| 185mm General margins for all non bound and

’ T S digitally disseminated material do not
require mirrored margins and the
gutters to the left and right can be kept

—i 155 mm 155 mm B at a minimum of 155 mm

Top margin is 18.5 mm from the
| bleeding edge, and accommodates
895 mm both the page number on the right and
e 258 mm | publication/title/topic on the left.

The bottom margin is 12 mm from the
bleeding edge and accommodates the
DCS logo on the right hand side, the
logo (6.5 mm x 12.2mm) rests against
the right margin, 5.5mm above the

bleeding edge.

{ 155 mm
"! :. 55 mm



