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Homework Review!

We asked each of you to develop a plain 
language action plan for your agency.

What does your plan include?





An exercise for your agency 
(borrowed with permission from Richard Wydick) 

Let’s devise text for tickets for a new concert hall. They want this information on the ticket:  

• Customers sometimes argue with our employees about who needs a ticket and who 
doesn’t. For example, does a person in a wheelchair need a ticket, even though he 
occupies his own seat, not one of ours? Does a parent with a 1-year-old child need 1 
ticket or 2, and does it depend on whether the child sits on the parent’s lap? For big 
events, some people come at the last minute and want to stand in the back; do they 
need a ticket? We decided that everybody in the hall must have a ticket.  

• Some people come late and want to be admitted after the performance has started. We 
let them in if it won’t disturb the performers or the audience, but usually we keep them 
out until an appropriate break – maybe the end of an act, or the end of a song. Some 
people get obnoxious and demand to go in immediately. Can we have something on 
the ticket that says we can keep them out until an appropriate break? 

• There is to be no smoking any place in or connected to the new concert hall – not 
in the lobby, not in the bathrooms, and not even on the outdoor terrace in front of the 
hall. We have built a covered patio to the south of the hall, and people can go out 
there if they want to smoke. 

• Before the performance and during intermission, patrons can buy drinks and snacks 
in the lobby. They can eat and drink in the lobby and the outside terrace – but not in 
the concert hall. 

• We don’t allow photography or recording. We want people to turn off their phones, 
pagers, etc. 

• We sometimes have to make a change in the program at the last minute. Maybe 
a singer gets sick, or the truck carrying the scenery never arrives. Some people get 
enraged when they arrive at the concert hall and find they aren’t going to get what 
they came for. We’d like a ticket that gives us the right to make program changes 
in unavoidable situations. 

• The ticket size is 2" x 4" – so we don’t have much room. 
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Frank Sinatra
February 6, 2006  •  7:00 p.m.
To all patrons:
• If you are late, you will not be seated until a curtain break.
• Turn off your cell phone, pager or other noisy device.
• NO smoking, eating or drinking inside the Hall. (You may 

smoke in the outside South Patio only.)
• You may not take photos or make recordings during the show.

If Frank Sinatra is unable to perform, we will schedule a substitute show. No refunds!

No entry without a ticket – No exceptions!



ADMIT 
ONE
Frank

Sinatra

to the 
Performing Arts Center

February 6, 2006
7:00 p.m.If you’re late, 

you’ll wait...
until a curtain break.

To all patrons:
• Turn off your cell phone, pager or other noisy device.
• NO smoking, eating or drinking inside the Hall. 

(You may smoke in the outside South Patio only.)
• You may not take photos or make recordings during 

the show.

If Frank Sinatra is unable to perform, 
we will schedule a substitute show. No refunds!

No entry without a ticket . . . No exceptions!



Key concepts: Readability vs. PL!

Clear

Concise

Correct

Complete



Top 5 Readability Tips:!

1.  Use familiar language

2.  Remove extra text and details

3.  Aim for the RGL of your audience

4.  Check your documents

5.  Remember: Looks count!



Wrapping Up!
How could the students in this class work together  
in the future? 

Want more support? We can:
�  Give you free feedback or evaluation at any time
�  Convert text (web or print) to plain language
�  Mentor
�  Edit your plain language documents
�  Train onsite and remotely
�  Translate text into foreign languages




Lindsay will be emailing you a short end-of-
seminar evaluation form. Please fill out the 
form and return it to Lindsay. 

We will consider your comments and 
suggestions carefully.

Homework! 


