
 

traditions, tips, and suggestions to make 
the typesetting of your print and online 

digitally-created church communications 
professional, readable, and effective 



 
 

 
 

about the series: 
basic church communication skills 

This series of ebooks and related materials were created to help 
church communicators do their work more effectively.  
 

They are in response to a need for training because there are 
almost no practical, how-to materials available to help church 
communicators who do not have a professional background in 
graphic arts, journalism, design, and marketing. At the same time 
church communicators are asked to do highly technical and skilled 
work with desktop publishing and computer creation of a huge variety 
of printed, digital, and online communications. 
 
The materials come from chapters of books and newsletters by 
Yvon Prehn that are no longer in print, articles written for a 
variety of publications, scans from seminars and teaching 
materials, seminar slides and handouts.  
 
The reproduction of this collection of these materials is not the 
most polished; some of the scans are less than perfect; and 
there are be some typos here and there—if that is a bother, we 
apologize. We felt making these materials available in whatever 
form we could put them together was important. Throughout the 
instructions, training, and ideas are rock-solid practical. 

 

From Yvon Prehn’s over twenty-five years of writing about church 
and ministry communications, serving as a consultant to Chris- 
tian organizations and churches, teaching seminars to thou- 
sands of church communicators all over North America, swap- 
ping ideas with them, and doing church communications herself 
for her pastor husband, these materials provide a treasure trove 
of ideas, instruction, and inspiration for church communicators. 

 

For more information on our equipping ministry for church 
communicators, Effective Church Communications please 
go to: 

http://www.effectivechurchcom.com 
 



 

 
about this topic: 

Typography 
 

Typography is one of the most important and key foundational 
skills in church communication. No matter what you say, if the 
typography is less than professional, your message won't 
communicate as well as it could.  
 
Unfortunately, very few church communicators have had the 
opportunity for training in typography. That's why this collection 
of materials was put together—to give you a crash course in the 
basics. Learning typography isn't difficult, but it is very different 
than anything you've probably ever studied in church office 
skills training. After going over these materials, your skills will 
improve significantly, your communications will look more 
professional, and your message will accomplish your goals more 
effectively. 
 
Where this material comes from 
The first section comes is a reprint of the chapter on typography 
from Yvon Prehn’s book on basic desktop publishing, Tap the 
Power of Desktop Publishing for Your Church or Ministry (it was 
previously published first as The Desktop Publishing Remedy 
and before that as How to Use Your Computer to Create Better 
Newsletters, Bulletins and More).  
 

Following are pages from various issues of newsletters pub- 
lished by Effective Church Communications in the past, 
scans of articles, and some pages from a Yvon Prehn 
Seminar presentation. 

 

Please look on the Effective Church Communications website, 
http://www.effectivechurchcom.com for current information on 
products or resources mentioned because some of the product 
listings are outdated, though the ideas are always useful. 

















































































































































































VERY important additional note on typefaces for children: PLEASE, never use any of the typefaces
that have backwards letters, such as the e’s and s’s. Though adults might think it is cute, it is very
confusing to children for an authority figure (church) to give them incorrect letters.











Type faces that look great for an entire 
publication

Palatino
Palatino, Palatino

Garamond
Garamond, Garamond

Times
Times, Times

Arial
Arial, Arial

Franklin Gothic
Franklin Gothic, Franklin Gothic

You don’t need to use different 
typefaces for headers, 
subheads and text. 

Each of the typefaces on this 
page works well throughout an 
entire publication if you simply 
vary the weight and style

AND you don’t need to make 
every level of type a different 
color! Again, variations in 
weight and style are often 
enough.

You can use color, but use it 
sparingly and consistently for 
the greatest impact.



Misc. type tips
Black on white 
always easiest to 
read; colors cut 
contrast and 
readability
Be very sparing using 
reverse type on print 
or the web
For flyers, posters, 
etc., use a display 
type for headers, a 
clear text face for 
instructions
When in doubt, go for 
simple and easy to 
read
The best typesetting 
is invisible…channels 
only



The 5 Commandments of Digital Typesetting
   from Yvon Prehn, www.thelionsvoice.com

11111. Thou shalt use one space, not tw. Thou shalt use one space, not tw. Thou shalt use one space, not tw. Thou shalt use one space, not tw. Thou shalt use one space, not two, afo, afo, afo, afo, afttttter periods and other punctuation.er periods and other punctuation.er periods and other punctuation.er periods and other punctuation.er periods and other punctuation.
Spacing on a typewriter is very different from spacing on the computer. On the typewriter each letter takes up the same
amount of space. This is referred to as monospaced type. On the computer (as well as with all professionally typeset
material of the past and present), each letter takes up varying amounts depending on the width of the letter. This is called
proportional type. Monospaced type (on the typewriter) needed two spaces after periods because of the wide spacing of the
individual letters, but two spaces were NEVER done in traditional typesetting (look at your books, Bibles, newspapers) in the
past and are not to be done with digital typesetting today.

Incorrect: “TIncorrect: “TIncorrect: “TIncorrect: “TIncorrect: “Test eest eest eest eest evvvvverererererything.  Hold on tything.  Hold on tything.  Hold on tything.  Hold on tything.  Hold on to the good.  Ao the good.  Ao the good.  Ao the good.  Ao the good.  Avvvvvoid eoid eoid eoid eoid evvvvvererererery kind of ey kind of ey kind of ey kind of ey kind of evil” vil” vil” vil” vil” (1 Thes. 5:2(1 Thes. 5:2(1 Thes. 5:2(1 Thes. 5:2(1 Thes. 5:211111,22).,22).,22).,22).,22).

Correct:  “TCorrect:  “TCorrect:  “TCorrect:  “TCorrect:  “Test eest eest eest eest evvvvverererererything. Hold on tything. Hold on tything. Hold on tything. Hold on tything. Hold on to the good. Ao the good. Ao the good. Ao the good. Ao the good. Avvvvvoid eoid eoid eoid eoid evvvvvererererery kind of ey kind of ey kind of ey kind of ey kind of evil” vil” vil” vil” vil” (1 Thes. 5:2(1 Thes. 5:2(1 Thes. 5:2(1 Thes. 5:2(1 Thes. 5:211111,22).,22).,22).,22).,22).

2. Thou shalt use a proper long dash (em dash) ins2. Thou shalt use a proper long dash (em dash) ins2. Thou shalt use a proper long dash (em dash) ins2. Thou shalt use a proper long dash (em dash) ins2. Thou shalt use a proper long dash (em dash) instttttead of twead of twead of twead of twead of two ho ho ho ho hyphens.yphens.yphens.yphens.yphens.
A proper long dash is a solid line, not two hyphens joined together. In the Microsoft products, they automatically convert two
hyphens to an em dash; in many other programs you need to look in your help file for the key commands to do it.

Incorrect: “I die eIncorrect: “I die eIncorrect: “I die eIncorrect: “I die eIncorrect: “I die evvvvvererererery day day day day day - - I mean that bry - - I mean that bry - - I mean that bry - - I mean that bry - - I mean that brooooothertherthertherthers - - just as surely as I glors - - just as surely as I glors - - just as surely as I glors - - just as surely as I glors - - just as surely as I glory oy oy oy oy ovvvvver yer yer yer yer you in Christ Jesus.” ou in Christ Jesus.” ou in Christ Jesus.” ou in Christ Jesus.” ou in Christ Jesus.” (1 Cor(1 Cor(1 Cor(1 Cor(1 Cor. 1. 1. 1. 1. 15:35:35:35:35:31).1).1).1).1).

Correct: “I die eCorrect: “I die eCorrect: “I die eCorrect: “I die eCorrect: “I die evvvvvererererery day day day day day—I mean that bry—I mean that bry—I mean that bry—I mean that bry—I mean that brooooothertherthertherthers—just as surely as I glors—just as surely as I glors—just as surely as I glors—just as surely as I glors—just as surely as I glory oy oy oy oy ovvvvver yer yer yer yer you in Christ Jesus.” ou in Christ Jesus.” ou in Christ Jesus.” ou in Christ Jesus.” ou in Christ Jesus.” (1 Cor(1 Cor(1 Cor(1 Cor(1 Cor. 1. 1. 1. 1. 15:35:35:35:35:31).1).1).1).1).

3. Thou shalt not use all capit3. Thou shalt not use all capit3. Thou shalt not use all capit3. Thou shalt not use all capit3. Thou shalt not use all capital lettal lettal lettal lettal lettererererers in headlines or sections of ts in headlines or sections of ts in headlines or sections of ts in headlines or sections of ts in headlines or sections of teeeeext.xt.xt.xt.xt.
For short (1-3 words) labels all caps are fine, but we read by the shape of words, and all caps make words harder to read.
Use bold, a larger size or italics to emphasize words or for headlines instead of all caps. In addition, in emails all caps are
considered shouting and are rude.

Incorrect: VIncorrect: VIncorrect: VIncorrect: VIncorrect: VOLOLOLOLOLUNTEERS NEEDED TUNTEERS NEEDED TUNTEERS NEEDED TUNTEERS NEEDED TUNTEERS NEEDED TO HELP COOK AND COUNSEL AO HELP COOK AND COUNSEL AO HELP COOK AND COUNSEL AO HELP COOK AND COUNSEL AO HELP COOK AND COUNSEL AT THE HOPE CENTERT THE HOPE CENTERT THE HOPE CENTERT THE HOPE CENTERT THE HOPE CENTER

Correct: VCorrect: VCorrect: VCorrect: VCorrect: Voluntoluntoluntoluntolunteereereereereers needed ts needed ts needed ts needed ts needed to help cook and counsel at the Hope Cento help cook and counsel at the Hope Cento help cook and counsel at the Hope Cento help cook and counsel at the Hope Cento help cook and counsel at the Hope Centererererer

4. Thou shalt not underline in place of using it4. Thou shalt not underline in place of using it4. Thou shalt not underline in place of using it4. Thou shalt not underline in place of using it4. Thou shalt not underline in place of using italics.alics.alics.alics.alics.
Underlining cuts off the lower parts of letters and makes them harder to read, but with the typewriter that was the only way
to designate something as italic. With the computer today you can easily create italics when you want to subtly emphasize
something or when needed grammatically, such as for a book title.

Incorrect: The bookIncorrect: The bookIncorrect: The bookIncorrect: The bookIncorrect: The book, , , , , My UMy UMy UMy UMy Upmost fpmost fpmost fpmost fpmost for His Highestor His Highestor His Highestor His Highestor His Highest, is a , is a , is a , is a , is a great great great great great dededededevvvvvoooootional booktional booktional booktional booktional book.....

Correct: The bookCorrect: The bookCorrect: The bookCorrect: The bookCorrect: The book, , , , , My UMy UMy UMy UMy Upmospmospmospmospmost ft ft ft ft for His Highesor His Highesor His Highesor His Highesor His Highesttttt, is a, is a, is a, is a, is a great  great  great  great  great dededededevvvvvoooootional booktional booktional booktional booktional book.....

❶

➋

❶ ➋

Notice how spred out the words are on this
justified column. This uneven word spacing
creates uneven color of the text, causes the
eye to jump, and is harder to read.

Look how different this column looks. It is
the same size text and width, but because
the margin is rag right or left-aligned, it has
much more even text color, spacing, and is
much easier to read.
Some programs justify nicely, but always
check and adjust for even color and easy
reading.

New ways of doing things require new guidelines. Just like when the children of Israel came out of Egypt they needed a
new way to live, so too when you come out of the wilderness of typewriter-land or of never-having-done-publication-before-
land, you need a new set of guidelines for the promised land of digital typesetting, whether your final result will be on
paper or on the web. Below are five fundamental ones.

5. Don’t aut5. Don’t aut5. Don’t aut5. Don’t aut5. Don’t automatically jusomatically jusomatically jusomatically jusomatically justify ttify ttify ttify ttify teeeeext,xt,xt,xt,xt,
especially if it is in a narroespecially if it is in a narroespecially if it is in a narroespecially if it is in a narroespecially if it is in a narrow column.w column.w column.w column.w column.
Our eOur eOur eOur eOur eyyyyyes read beses read beses read beses read beses read best when the type ist when the type ist when the type ist when the type ist when the type is
of a consisof a consisof a consisof a consisof a consistttttent color without largeent color without largeent color without largeent color without largeent color without large
gaps of whitgaps of whitgaps of whitgaps of whitgaps of whiteeeee.....



Links to additional materials to train, equip, and encourage 
Church Communicators from : 
Yvon Prehn and Effective Church Communications 
 
Effective Church Communications Training website:  
http://www.effectivechurchcom.com 

The Effective Church Communications website has articles, many training videos, ready-to-print templates and 
PDFs for church communicators. It has hundreds of entries that can do everything from equip a beginning 
church communicator to challenging a senior staff member to be more effective in their church communications. 
Please sign up for our email updates and you’ll get short notices each week on new material posted on the site. 
 
Yvon Prehn’s books in paperback 
A growing selection is available at http://www.amazon.com. Just enter “Yvon Prehn” in the search box to go to 
her list of books. 
 
The regular amazon pricing, shipping, free shipping offers apply. 
 
If you would like to purchase books in bulk at a reduced price, or are interested commissioning a  
Personalized Special Edition for a training event or conference, contact yvon@effectivechurchcom.com. 
 
To stay connected, get notices of new materials and resources and to be challenged in church 
communications: 
 
Yvon Prehn’s blog: http://www.churchcommunicationsblog.com 

Twitter: http://www.twitter.com/yvonprehn 
 
Facebook: http://www.facebook.com/EffectiveChurchCommunications 
 
YouTube videos: http://www.youtube.com/yvonprehn 

LinkedIn: http://www.linkedin.com/in/yvonprehn 

Digital versions and downloadable e-books are available from: 
 
Smashwords: https://www.smashwords.com/profile/view/yvonprehn 
This site has lots of free special edition ebooks. It also allows you to download books in any ebook format. New 
ones are continuously added, so check back frequently. Please pass on this link to church, mission, and other 
groups for the free downloads. 

Yvon’s digital books are also available from these major online and retail sources, just put “Yvon Prehn” into 
their search function to find the books. These selections are added to frequently, so check back for new titles. 

www.amazon.com: Kindle versions for download to the Kindle reader available here 

Itunes online bookstore 

Barnes and Noble online bookstore 

Contact information 
For additional questions about the Effective Church Communications ministry, to request free reprint permission 
of articles, for interviews or contributions to websites or books, email: yvon@effectivechurchcom.com. 

Enabling your church to create communications that  
Fully fulfill the Great Commission 

h t t p : / / w w w . e f f e c t i v e c h u r c h c o m . c o m 

 




