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Key Worksheet Page Elements 
You might be creating a simple 
worksheet or checklist or a full book. 
You don’t have to include every item 
listed below in your document but 
this gives you a good idea of parts to 
include.  

Header Area
• Add your logo, or program name, 

can be a graphic or just type

Body of the Document 
•  Questions or tasks with space for 

writing
• Lines for writing
• Boxes for writing
• Include a checklist, add a lined space 

or box for checking off
• Web or video links
• Resources

Footer Area
• Include your © copyright, web 

address, contact info like email  
or phone number, page number

Checklist are easy to create and gives 
your reader the essential information. 

___ Use three underlines for a check line

  Or use a check box, the boxes 
are located in Advance Symbols, 
or Glyphs. The Wingding font has 
several to choose from.

Use this Design and Layout Checklist to review your worksheets, checklists and 
lesson plans to see if you have included all the essential key elements. We also 
cover some key design and layout concepts to create a great document.
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Workbook Interior Elements: Print and PDF Book
You don’t need all of these, but this is a good place to start.

 Title page
 Disclaimer and legal info
 Copyright notice, you can also put this in the footer
 Introduction or About
 Table of contents
 Headers, footers and page numbers
 Sections
 Questions or Tasks with
 • Space for writing
 • Lines for writing
 • Boxes for writing
	Checklists
 Graphics, illustrations, be sure you own the copyright
 Charts and tables
 Calendar pages
 Tips, people love Top 10, Top 5, Best Tips, etc.
 Templates and swipe files
 Quotes and inspirations
 Extra content, you could take this from your book
 Action steps, logs, exercises, activity pages, quizzes 
 Calls to action, tell people what you want them to do
 Resources
 Web and resources live links, use the full http address
 Author bio and photo
 Author services or products
 Cross Promote Products
 Logo, branding
 Other
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Workbook Cover Elements: Print & PDF
Front Cover, Print Version
 Title
 Subtitle
 Author
 Cover Images, logo
 Bullet points

Back Cover, Print Version
 Book Title
 Author
 Description
 Bullet Points
 Illustration
 Sales copy
 Quotes
 Author bio and photo
 Contact info, web address, email, phone number
 ISBN if you are going to publish as a book

Cover Elements: PDF Version

 Title
 Subtitle
 Author
 Cover images, logo
 Bullet points
 Web address

Cover created using 
InDesign

Cover created using  
MS Word
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Design Consistency
When creating your worksheets or workbooks one of the main points for making 
your document look great is to maintain consistency across the different elements 
and pages.  What I mean by this is to review your heads, subhead, spacing, boxes, 
lines, fonts, etc. You want to keep them the same across the document. What 
you do on page 1 should be the same on page 16. Heads are always treated the 
same, as are subheads, line weights, spacing between sections, all of the different 
elements. Go back through the checklist on page 2 and review all of the elements 
in your document. You are training your reader to understand your worksheet. You 
can break your consistency but you should know why, it shouldn’t be a mistake. 

If you are using InDesign, they have the Paragraph Styles feature which is very 
helpful for keeping consistency. Type > Paragraph Style 

Heads should be the same

Elements 
should line 
up across 
pages

Spacing between sections 
should be the same

Line weights 
should be the 
same

Aligning elements, see 
section on The Grid

Subheads should be the same
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Spacing
This is a follow-on from Consistency. You want to look at the spacing between 
sections and between lines. Try to have it be the same. If it is different, then things 
start looking messy. I often use the Type > Show Hidden Characters in InDesign 
or  the Show/Hide¶ in MS Word to give me guidance. This isn’t a ridged hard 
rule, you can break it. But you should know why. If all questions have 3 lines and 
then one has 4 is it because you aren’t paying attention or that question needed 4 
lines. Go through your pages and look at all the elements.

Try to have 
consistent 
spacing 
between 
elements, lines 
and boxes

Notice the 
difference 
between these 
two samples.
The left looks 
neat and clean, 
while the right 
is inconsistent 
and a little 
messy.

I often turn on the Show/Hide¶ so that I can 
see the hidden elements on the page. I use 
them to see my spacing.

In InDesign I turn on Show Hidden 
Characters in the Type pull-down menu.
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Fonts and Type
There are several guidelines for using font. There are no hard and fast rules but 
their are conventions.

1. Fonts basically break down into two families, Serif and San Serif. There are lots 
of decorative fonts and other fun fonts, but for our needs we just have the two 
families. The convention is that you can mix a serif font and a san serif font. Use 
one for Heads and Subheads and the other for the body copy. It doesn’t matter a 
lot which way, but generally people use San Serif for the Heads and Serif for the 
body copy. Serif text can be a little easier to read. 

You can also use one font family for everything. Using a bold version for the Heads 
and the regular font for the body copy. What you don’t want to do is use two or 
more Serif or two or more San Serif in the same document. For example look at 
newspapers or magazines and you will see good samples of type being used.

T  T
Serif Font

Minion Pro

Serf
No Serf or San Serif

San Serif Font
Avenir

Both of the “T” above are the same size, 166 points. Fonts can vary a lot in size 
and how much space they take up. 
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– Ok to Do –
San Serif Head, Serif Body
16 point San Serif headline in Avenir 
Black. 
14 point body text in Minion Pro Regu-
lar. This combination is very popular.

Serif Head, San Serif Body
18 point Serif head in Minion Pro Bold.
14 point San Serif body text in Avenir 
Book. The head is a little larger than the 
above to make it stand out a little bet-
ter.

San Serif Head and Body
16 point San Serif head in Avenir Bold.
14 point San Serif body text in Avenir 
Book. This entire document has been 
done this way. 

– Not Ok to Do –
Different Serif or San Serif Fonts
Don’t mix two serif or two san serif 
fonts together. There isn’t enough of a 
difference for them to stand apart. The 
document doesn’t read correctly. Most 
people won’t know why, it just won’t 
feel right. This block has Garamond Pro 
Bold 16 point for the head and 14 point 
Cambria Regular for the body copy. 

– Sample Font Treatments –
Declaration of Independence
We hold these truths to be self-evident, 
that all men are created equal, that they 
are endowed by their Creator with certain 
unalienable Rights, that among these are 
Life, Liberty and the pursuit of Happiness.

Declaration of Independence
We hold these truths to be self-evident, 
that all men are created equal, that 
they are endowed by their Creator with 
certain unalienable Rights, that among 
these are Life, Liberty and the pursuit of 
Happiness.

Declaration of Independence
We hold these truths to be self-evident, 
that all men are created equal, that 
they are endowed by their Creator with 
certain unalienable Rights, that among 
these are Life, Liberty and the pursuit of 
Happiness.

Declaration of Independence
We hold these truths to be self-evident, 
that all men are created equal, that 
they are endowed by their Creator with 
certain unalienable Rights, that among 
these are Life, Liberty and the pursuit of 
Happiness.
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2. Watch the Consistency with Type Treatments. It is very easy to have heads 
that are all caps in one place and initial caps in another and sentence case in 
another. You are training your reader how to understand your document. You want 
them to understand the different parts. The same thing happens with paragraphs 
that are flush left in one place, centered in another and justified in another. Look at 
your document and pick a style that works and keep to it.

The Declaration of the Independence
When in the Course of human events, it becomes necessary for 
one people to dissolve the political bands which have connected 
them with another, and to assume among the powers of the earth, 
the separate and equal station to which the Laws of Nature and 
of Nature’s God entitle them, a decent respect to the opinions of 
mankind requires that they should declare the causes which impel 
them to the separation.

THE DECLARATION OF THE INDEPENDENCE
When in the Course of human events, it becomes necessary for 
one people to dissolve the political bands which have connected 

them with another, and to assume among the powers of the earth, 
the separate and equal station to which the Laws of Nature and 
of Nature’s God entitle them, a decent respect to the opinions of 

mankind requires that they should declare the causes which impel 
them to the separation.

The declaration of the independence
When in the Course of human events, it becomes necessary for one 
people to dissolve the political bands which have connected them with 
another, and to assume among the powers of the earth, the separate 
and equal station to which the Laws of Nature and of Nature’s God 
entitle them, a decent respect to the opinions of mankind requires that 
they should declare the causes which impel them to the separation.

Head 
initial caps

Body Copy 
both flush left

Head 
all caps

Body Copy  
both centered

Head  
sentence case

Body Copy  
text justified
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3. Type Sizes, these are guidelines, not rules
• Heads, 2-4 points larger than body copy and bold. So body copy 14pt with 

heads 16 or 18pt.
• Subheads, same point size as the body copy but in bold.
• Text/body copy, 12, 14 or even 16 point works pretty well. Remember you are 

creating a workbook or worksheet, you want it easy to read. The type can be 
larger than what you might normally use in a book

 This is 12 point Avenir

 This is 14 point Avenir, (this book is 14 point)

 This is 16 point Avenir

4. Typefaces. I am a fan of using the fonts installed on your computer. I also 
purchase fonts from Fonts.com. Especially if you are going to be printing the 
workbook. If you are creating a pdf and letting it go far and wide. Why? Because I 
know the fonts will basically work anywhere. You will cut down on font substitution. 
There are thousands of font to choose from. Because you can’t copyright a font, 
many fonts get duplicated and renamed. Many people also use fonts from fonts.
Google.com. These are ok, but can cause issues if you are going to be printing.  

Common Serif Fonts 
Baskerville
Cambria
Caslon
Clarendon
Garamond Pro
Georgia
Goudy Old Style
Jansen
Minion
Palatino
Times New Roman

Common San Serif Fonts
Avenir
Arial
Franklin Gothic
Frutiger
Futura
Gill Sans
Helvetica
Impact
Myriad Pro
Open Sans
Optima
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Declaration of Independence
When in the Course of human events, it becomes neces-
sary for one people to dissolve the political bands which 
have connected them with another, and to assume among 
the powers of the earth, the separate and equal station to 
which the Laws of Nature and of Nature’s God entitle them, 
a decent respect to the opinions of mankind requires that 
they should declare the causes which impel them to the 
separation.

We Hold These Truths to Be Self-evident 
We hold these truths to be self-evident, that all men are 
created equal, that they are endowed by their Creator with 
certain unalienable Rights, that among these are Life, Liber-
ty and the pursuit of Happiness.—

Secure These Rights

That to secure these rights, Governments are instituted 
among Men, deriving their just powers from the consent of 
the governed, —That whenever any Form of Government 
becomes destructive of these ends, it is the Right of the 
People to alter or to abolish it, and to institute new Gov-
ernment, laying its foundation on such principles and orga-
nizing its powers in such form, as to them shall seem most 
likely to effect their Safety and Happiness. 

5. Spacing Around Subheads and Paragraphs. This is an error that I see all time. 
It is the amount of space between paragraphs when you have a subhead. You 
want the reader to know which paragraph the subhead is applied to. A general 
guideline is 2/3s above and 1/3 below the subhead.

Headline, 16 pt

Body copy 14 pt

Subhead 14 and 
also bold.
More space be-
fore the subhead 
and less after. 
This is correct.

Common mis-
take. The same 
amount of space 
before and after 
the subhead. 
Try to avoid this 
example  
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Using a Grid to Line Elements Up
One of the biggest lessons I learned at the beginning of my design career was to 
look at my layouts as if there was a grid under all of the elements. The purpose 
was to use that grid to line up elements across the page. If you are using InDesign 
you can use the built in column feature to create a grid. If you are using MS Word 
or PowerPoint then think about how elements at the top of the page line up with 
elements at the bottom. Use Tabs to line elements up. Having an internal grid will 
give the page order and make it easier to read. 

Sample pages 
using InDesign.

The elements at 
the top line up with 
the elements at the 
bottom.

Don’t feel locked in 
by it. But having a 
grid gives a sense 
of where to place 
elements on the 
page

Notice how these 
elements don’t line 
up. It makes the 
page look messy. 

Elements 
on the right 
page fall in 
the same 
3 column 
grid as the 
elements 
on the left 
page. 

Notice the 
lower box 
and the 
lines. The 
page would 
look much 
better if 
these lined 
up better.
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Branding
The last general area to review is carrying your company branding into your 
workbooks, checklist, lesson plans, etc.

“The brand is the idea or image of a product or service offered by a company 
that stays in the mind of the customer. It is an emotion or feelings developed 
towards the company or its product which are offered by the company. A product 
can be easily copied by other companies but the brand always remains unique 
and different from other brands. There are many examples in our day-to-day life 
like Pepsi and Coke. In this case, their product is similar but the brand name, 
logo, tagline, etc. are different from one another. It is a strategy designed by 
organizations to help people to quickly identify and experience their brand, and 
give them a reason to choose their products over the competition’s, by clarifying 
what this particular brand is or not.”

– https://en.wikipedia.org/wiki/Branding

The goal here is to use the same elements and design style that you use on your 
other content, blog, logo. It isn’t just having the logo on all your material. But to 
carry over the fonts, colors, and how you design and layout things out. Carry the 
look and feel of your other products. 

This workbook may be the first piece of content that you are creating or maybe all 
you have is the book that you are basing the worksheet off of. Look at your book 
and pick up the same fonts, the colors, the treatment of chapter heads. All of 
that stuff. You want your worksheets, checklists, lesson plans to reflect your other 
content. Especially if they are based on them.


