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MEMORANDUM PORs Direetor of Cantral Intelllgence .

SUBJECT:

Attaehrent

Yoter Request to Chief of Reading
Braneh for Information on Readsbility of
0ffiee Memoranfia,

This merorandum iz for iInformetion
only, ,

In an Interview of 24 Jenuary 1956,
you requested the Chiefl of the Reading
Baprévenest Drench toc submilt suggestions
to ald CIA employwes in the preparation
of readable memcrands, Her response to
the request 1z Incorporated in the
attathed brief study, whieh desaribes
the organisgtion and format of a reasdsble
typevritten nanusarirt and discusses the
offeets of sartain format festures on
readability,

The study oonforms in format to the
prineiples it sets forth., It is basged
on research findings,
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This atudy describes certain organizstional
and formet features which mske menoranda eagier to
read, It %3 designed to smalst CIA staff menbers
in the preparation of readable mexwranda by express-
ing the readsr's point of view, It conforms in
format to the prinoiples it sets forth,

1z,

Host pesople can resf reasonobly legitle print
at retes of sevaral thoussnd words psr minuts, Even
cable materinl gun be ecomrately scanned at 1,000
vords per minute, while %00 vords per minute is a
rapid rate for tharough wderstanding of clesrly
mrinted written Information,

Foor orgmnisation of ideas retards reading
ntnmﬁmmﬁmmhtwtarem:iunfmt,
line leugth mdwing. 'lhermrommm-
atand a v rgenised doeument with poor print
mox'e rewﬁly thm & paorly—crmm mn»;rmtai
doovment,

To bs well organised, a typewritten mermseript
st heve a clserly steted purpose, with an smownt
of background information suitsble to the purpose
and reader, Faots, ﬁviéanap, and opinioms are

mgaﬁ in erﬁsr ttern, for s:mlpa.sx timg-
op

m:maaona. Semtenuas and para@-aphs are
ehort, simple, and direot, Vooabulary is simple,
and techniopl jargon 1s avoided, Gumzusims are
explioltly formuleted,

Formst mugt be judicionaly sdapted to orgen-
igation and subjeet mnttor, Dmportant seotions are
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hlaskensad hy overtyping, or undsrseored, snd sub-
titlea indicste logleel thought units, Paragraphs
are separated by spacing, mnd indsnted at leest
two spaces, The mamuseriyt may be single-apaced,
with black type of medium boldness on white paper,
Evidence suggests kst llnes shonld be 3 %o 4
inches long, although the best line length for
typevritten print is not definitely established,

Awariocoe typewriter yrint is one of the least
readsble type faces, Since azall variations in
other type faces 4o not affect readability, it ias
unlikely thet there are signifioant differences
sxong the differeat kinds of typewriters, Socuxe
of the format charaetsristics vhich affect
readebility of typewrittien meterdal eres

1. Empbasis. Flackening important eections
by overtyping, or stressing the words which would
be emphasized in oral reading by ospitelisstion or
uwnderacoring can imgresse repding rate,

surveying his resdlog task, Further breskdown of
thoughts by parsgraphing is elso an aid,

h The foasibllity of pre-
lomr than i inchoa should be considered.

The best 1ine length varies for different
rrint fages, but 1t is saround £8 millimeters, or
3& inches, 7Typewritten matier presented in two
colwms 1is definitely more readable than that in
long lines, Vary short linmce docrease the useful-
ness of periphsral vision, and excessively long
lines incrosse the frecuwsnoy of eye psuses and
regressions,

The 1ing length in ithis memorsndum is
shortensd to approximetely 4 inches, The original
draft was typed in the usual lipe length of &
inchea, It was eprroxinmstely 2% pages, and
shortening the lines produced 3 pages in the final
form,

In eny case, typewritten materisl should
always b€ prepared with very wide margine,

.
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' e upha
inerease raaﬁing mte aubstemiany by mpamting
thought units, Research Indicates that resding
eanse is ineressed by indentetion, but no svidence
is evailable sz to the best amount of Indentetion

for typewriter print,

Paragreph mumbering facllitates eross reference,
but there is no evidenre thet it inoreases reeding
rete or eomprehension,

g. Single-speced marmgcripts
y read as double«spaced BANU-

Cne group of Apency szmloyess read a singlew-
speced test et an everage rate of 267 words per
minvte and showvered 13 of I questions correctly,
A compesreble group read the same selection in
double-spacst form st an average rete of 275 words
per ndmate and angwered 13 of X guestions cor-
rectly, The ¢ifference of & words per minute is
very small,

6. Boldness., Type "boldnesg® refers to both
its hegviness mnd 1ts darkmeps, HNelther very Wold
nor very light type 1s as readable ag tzpe of
nedium boldness, Medivm typewriter rﬂ:m should
be used, rather than heevy or light ribbons,

gehameg, Hlask priat on vhite or
orssm paper 1s the most readable ovlor comdinatien,

beosuss 1t provides maximm comtrest,

V. Conglugiong

If writers epply the principles sugpested
above, memorsnde will he nore resdsble,

Further reserrch needs to be done on line
length, varinticns In typauriter print faces, and
orgenlzational prineiples,
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