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Homework Review

We asked you to: 

  Write a short summary that explains why it is important 
for your agency to present information in plain language. 

  Find an example of text, document, or information on 
the web that your agency uses that is not in plain 
language. Identify the potential losses to your agency by 
not having this information in plain language. 



You said:
“Plain English is about treating our readers, or clients, as 
intelligent people who are smart enough to understand us. 
It shows respect for them and their time, because it 
shows that we want to communicate in a way that they 
can understand.”    
   - Carmen  

“Plain language is the key to helping our clients help 
themselves.”   
   - Liz 



You said:
“Clients who access our web site via this article might lose 
interest in looking through the site for other, clearer 
information on this and other topics.”   
   - Nancy

“If someone looks at our website to get information on social 
security payments, they probably will not understand the 
page on that topic, and will call to ask more questions.”   
   - Elizabeth 





Looking Ahead: Whatʼs next?

What is the main obstacle to implementing  
plain language practices at your agency? 

You said:

  Coworker resistance

  Limited time and funding

  Lack of plain language training



Making a Plain Language Action Plan

  Think about:
  Your greatest areas of need
  Your limiting resources
  What free tools will be most useful to you

  The following 7 steps represent one approach. Your 
action plan should fit your situation.

 



Making a Plain Language Action Plan

1.  Appoint a plain language expert.

2.  Introduce plain language to your organization.

3.  Develop document guidelines.

4.  Establish goals.

5.  Train your writers.

6.  Tackle the first document.

7.  Keep track of your progress.

 



Action Plan – Step 1
Appoint a plain language expert. (This may be you!)



 

The PL expert will design and oversee the plain language 
process at your organization, and will: 

  Be trained in plain language basics (the Big Four)

  Research how plain language started and how it is 
used at other organizations

  Gather useful tools: checklists, guidelines, and sample 
documents

  Be prepared to describe the benefits of PL to resisters



Action Plan – Step 2
Introduce plain language to your organization.



 

For example:

  Circulate articles, case studies, and testimonials

  Make a plain language “sell sheet” that lists the 
benefits of plain language

  Host a short meeting to explain the history and 
advantages of plain language



Action Plan – Step 3
Develop document guidelines.



 

Make document guidelines that address your audienceʼs 
needs and literacy level. PL documents should:

  Answer the most commonly asked questions in language 
familiar to your audience

  Use readable fonts and be organized in an intuitive way

  Define difficult words or phrases

  Be field tested and improved based on consumer feedback



Action Plan – Step 4
Establish goals.



 

Set plain language goals for your organization. For example:

  Develop plain language letter and flyer templates

  Convert [number] documents that address consumerʼs 
[number] most common questions by [date]

  Reduce the average grade level of our informational 
materials by two grades by [date]



Action Plan – Step 5
Train your writers.



 

Provide training for anyone who will be writing material for 
consumers. Some possibilities:

  Teach a “plain language basics” class

  Direct your writers to free online plain language classes, 
and encourage them to train in small groups. 

  Follow up to answer questions or discuss projects



Action Plan – Step 6
Tackle the first document.



 

Work with your coworkers to select a difficult, frequently 
used document, and convert it to plain language:

  Identify the main readability problems

  Make a plain language glossary of key terms

  Re-write the document, meeting your targets for grade 
level, word count, reading interest, and visual display

  Share the Before & After with your coworkers



Action Plan – Step 7
Keep track of your progress.



 

  Keep a library of:
  Completed plain language documents
  Plain language training and informational materials

  Maintain a plain language glossary of commonly  
used legal terms

  Check in with your coworkers about your 
organizationʼs plain language goals and guidelines. 
Update the goals and guidelines when needed.



What resources are available to you?
   Document templates at writeclearly.org

  Free training resources:
  PLAIN training: http://www.plainlanguage.gov/resources/
take_training/index.cfm

  Plain Language Library: writeclearly.org
  Transcend training: http://transcend.net/services/PL_training.html

  Articles, before & after samples, legal information 
stamps, and multilingual PL documents at transcend.net 



Keeping in mind what we have discussed today, 
develop a plain language action plan for your 
organization. Use page 32 in Readability as a guide. 

Be ready to present your action plan in class next 
Tuesday. If possible, please use your new webcams. 

  

Homework: due Monday, June 25, 9 a.m. PST 


