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As you begin writing, or rewriting, 

existing material, experiment with the 

features described below. 

Most of the features discussed in this 

article are illustrated on page 6 on the 

“typical page” from a family story, produced 

using a word processor, flat-bed scanner, 

limited photo editing, and, when effective, 

paste-up art work. 

White-Space Management—Many 

readers are sensitive to the manner in which 

white-space is budgeted: Overgenerous, 

skimpy, or inconsistent margins can easily 

negate much of the advantage of an 

otherwise attractive document. Similarly, 

line spacing and the margin between text 

and graphics deserve critical consideration. 

The use of “boxes and frames” around, 

and within, graphics should be minimized. If 

an object is already rectangular, and 

especially if it is of random shape, a box 

may only add to the confusion. To achieve 

an attractive appearance. try sizing or 

adjusting the amount of white space 

bordering the object. 

Paragraph Formatting—During the initial 

draft, paragraphs should be of somewhat 

equal length. After thoughts are recorded 

and the duplication eliminated, transitional 

phrases can often be inserted to adjust the 

paragraph breaks and smooth out the 

readability.  Most style-guides recommend 

either a blank line between paragraphs, or 

indentation of the first line. 

In spite of this rule, I leave a blank line 

and also indent the first line. This gives 

more leeway for separating thought and 

content, for both writer and reader. A nice 

appearance 

comes with paragraphs spaced from their 

neighbors, by somewhat less than a full line. 

Fonts—Don’t use multiple font styles or 

sizes for run-on text. Plenty of contrast is 

available by using italics or bolding. 

For the general text, choose a lighter 

(more airy) serif font, such as Book Antique. 

My preference is a font size of 11.5 points. I 

find smaller fonts difficult to read. 

For graphic labeling, titles, and page 

headers, choose a medium-intensity sans 

serif font, such as Garamond, which can be 

bolded for additional contrast. 

A smaller font of slightly different style, 

for instance Times New Roman, 10 point, 

will nicely set off the footnotes. 

End-Matter Formatting—Appendix 

material need not be retyped nor precisely 

formatted if it can be sized to enable 

insertion and remains fairly readable. 

Scanned copies of old newspaper clippings, 

antique photos, and handwritten documents, 

may seem more authentic than typewritten 

extracts. Reference lists and indices are not 

usually intensively read, but it is an 

advantage I the font is plain and reasonably 

sized, such as Ariel, at a size of l1 points or 

so. 

Section Title Pages—Divide the volume 

into several sections, each having an 

assigned number. A prominent title page at 

the beginning of each section should give an 

indication of time, era, location, and 

principal family names appearing in the 

section. 

Page and Section Numbering—It is 

convenient to assign sequential numbers to 

the principal sections, start new page 

numbering 



at each section, all page numbers preceded 

by section number separated by a hyphen. 

This reduces the disruption of the page 

numbers when material is imported, edited, 

or formatted, possibly late in the editing 

phase. 

Reader’s Signposts—Casual readers 

should, at any point in their review, be able 

to see some indication of the content of the 

page. This can be done using page headers. 
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levels of readers. Unfortunately, some charts 

may be larger than can be accommodated on 

a single page. Fold-out pages are not easily 

handled during printing and binding. 

One method for partially overcoming 

these difficulties is to lay out the chart, 

either formatted directly or by paste-up, into 

a horizontal series of blocks with height no 

greater than will fit comfortably on a single 

page.  Group the data in as many 

neighboring horizontal pages as required, 

the pages having fairly generous side 

margins. Add connecting lines extending 

toward the neighboring blocks to indicate 

the family connections.  If all blocks except 

the first (left) and last (right) blocks are 

printed in duplicate on both sides of the 

same sheet, any two neighboring 

blocks can be viewed simultaneously 

by simply flipping to the appropriate pages. 

Tabular Data—Spreadsheet or columnar 

data may become scrambled during 

transfer or formatting to your chosen style. 

You can save considerable time in restoring 

the line formatting and column alignment if 

your software stores line formatting in the 

End-of-Line [EOL] block  Select and restore 

the format on a single line of the table. Then 

copy and paste (don’t drag) the new EOL, 

replacing the corrupted or non-extant EOLs 

on all neighboring lines. 

Sharpen Your Documentation 

Software Skills 

Drafting new text and organizing existing 

source matter may seem most urgent, but 

while doing so, attempt to smooth the text 

and where possible, coax the format toward 

that of your vision for the final product. In 

the process, learn to use new software 

features.  Learn to import and to reformat 

text and graphics. A scanner, preferably with 

character recognition capability, will save 

considerable time in recovery of graphics, 

and in con version of old printed or 

typewritten text to that of your document. 

Make template sets, each including odd 

and even pages, to preserving the header and 

page layout and provide a location for 

writing and inserting batches of source data. 

The left or even-numbered pages, in 

addition to the section and page number, can 

carry a truncated version of the section title 

and mention the principle family line, time, 

and locations discussed in the associated 

text.  Headers on the pages to the right, can 

include more detailed notation of 

relationship, or for principal personages, the 

name and life-dates   Additional signposts in 

the text, either centered or on the left 

margin, may indicate onset of new topics or 

detailed events. 

Colors—Your vision of your family 

story book is likely to be in color. Modern 

technology in photo-image processing and 

graphic arts helps make this vision 

attainable; however, the result should be 

easily readable to casual readers. 

Don’t use low-contrast text: white on 

yellow/orange, tan, light green, or blue; 

black text on brown, red, or green 

background. The graphics in your creation 

should also be readable when the master is 

used to print a black and-white photocopy. 

Graphics—Maps can be downloaded, 

scanned, or otherwise copied, if permitted, 

and annotation added for your purpose. Add 

or enlarge the lettering on the locations 

mentioned in the accompanying text, mark 

the immigration routes. If necessary, use 

leaders or line arrows to labels at the edges 

of the map. Provide a mileage-scale on each 

map image. Compose a map title giving the 

location, family, and era. 

Photos—Antique photos are not usually 

perfect, and improper use of photo-

enhancing software may detract from the 

original quality of antiquity. Don’t introduce 

excessive contrast. Use your available 



software to crop out unwanted background, 

size the image area, and adjust the 

brightness to a pleasant level. 

 

Charts—Line charts, showing ancestral 

lines, and drop-charts, showing descendants 

and cousins, are indispensable for conveying 

version of old printed or typewritten text to 

that of your document. Make template sets, 

each including odd Forschungshilfe, from 

page 5 and even pages, to preserving the 

header and page layout and provide a 

location for writing and inserting batches of 

source data. 

 

 

TYPICAL PAGE FORMAT: 

 

 

 
 


