
 

 

 
 

“When you include the extremes of everybody, that’s to say differently abled people of 
all sorts, then you produce things that are better for all of us.” 

~ Michael Wolff 
 

 
What is Universal Design?  Universal Design is Good Design. 
 

• Inclusive design of information, communication and environment 
• “Equal Time” design where everyone gets the same information, access, 

communication at the same time 
• Decreases fatigue, and increases performance and understanding 

 
 

Tip 1:  Font 
• A combination of upper and lowercase letters is generally more legible. 
• Avoid using all uppercase letters (all capital letters). 

• Potentially difficult to read font styles: extra thin, extra bold, italic, highly 
decorative or script fonts. 

• Use Tahoma or Ariel as it is easiest for people with low vision to read. 
 

Tip 2:  Text | Font Size 
• 14 point size is usually effective for those with low vision. 
• 18 point size is used for large-type publications. 

 

Tip 3:  Color 
• Ensure sufficient contrast between color elements. 
• Use the darkest text color on the lightest color background. 

 

Tip 4:  Pictures 
• Do not put text over pictures. 
• Crop pictures effectively to remove extra space. 
• Support your content through pictures. 

 

 
 

Want to Widen the Welcome of Inclusion for 
Everyone in Your Presentations and Meetings? 

 
Use the Top Ten Tips of Universal Design! 

 



 

 
Tip 5:  Use different ways of communicating information to help with   
            understanding. 

• Use pictures, easier to understand words, things people can touch. 
• Use the Check Accessibility function on your computer’s operating system to 

check the accessibility of your document. 
 

Tip 6:  Paper 
• Use matte paper to reduce glare; high gloss is difficult to read. 
• If printing double-sided, use a heavier weight paper to avoid bleed-though of 

text or pictures. 
 

Tip 7:  Maximize Legibility in Emails and Websites 
• Consider how color will look to people who may have a vision disability. 
• Make sure that clickable links are distinct. Make the links a different color, 

underline and/or bold font them, and maybe even make them bigger than the 
rest of the text.   

• Use larger font sizes or make sure that readers know how to zoom. If you 
suggest zoom, make sure to test to make sure that the content of your email is 
still clear. 
 

Tip 8:  Size and Space for Approach and Use in Workspaces, Meetings,  
           and Trainings 

• Provide a clear line of sight to important elements for any seated or standing 
user. 

• Make reach to all components comfortable for any seated or standing user. 
• Provide adequate space for the use of assistive devices or personal assistance. 

 

Tip 9:  Be Mindful of Chemical Sensitivities 
• Avoid the use of and/or presence of flowers, air fresheners, scented 

candles/diffusers, and cleaning products. 
• If planning for a meeting or training, ask participants to refrain from wearing 

perfumes, scented body lotions or sprays. 
 

Tip 10:  Learn More! 
• Center for Excellence in Universal Design 

http://universaldesign.ie/What-is-Universal-Design/The-7-Principles/ 

• National Center on Universal Design for Learning  www.udlcenter.org/ 

• North Carolina State University’s The Center for Universal Design 

www.ncsu.edu/ncsu/design/cud/ 

• Websites Web Accessibility Evaluation Tool  http://wave.webaim.org/ 

• University of Washington’s Do-It (Disabilities, Opportunities, Internetworking, 

and Technology) Center  www.washington.edu/doit/programs/center-

universal-design-education/overview 

http://universaldesign.ie/What-is-Universal-Design/The-7-Principles/
http://www.udlcenter.org/
http://www.ncsu.edu/ncsu/design/cud/
http://wave.webaim.org/
http://www.washington.edu/doit/programs/center-universal-design-education/overview
http://www.washington.edu/doit/programs/center-universal-design-education/overview


 

 

For Presentation Slides 
 
            Instead of this                                        Consider this 
 

          
 

For Handouts/Agendas/Written Materials 
 

      Instead of this              Consider This   
 

                             
 

Please Remember… 
 

 

This resource was developed under an investment 
from the Illinois Council on Developmental Disabilities 
(www.illinois.gov/icdd) 

 


