Plain
Language

Your content matters. That's why we’ve put together these tips to help
you communicate clearly and simply.
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Know your audience. Be concise. Use inclusive language.
What do they already know? 4 One idea per sentence. Use accessible language.
What do they need to know? Eliminate unnecessary words. Avoid labelling people.
2 Organize your thoughts. 5 Aim for active voice. 8 Design your work.
Guide your reafjer. Keep the subject and verb close. Make content scannable.
Leave out unnecessary info. Use the passive voice rarely. Use visuals to simplify info.
3 Use everyday words. 6 Make it personal. 9 Measure readability.
Use familiar language. Directly address the reader. Measure the reading level.

Avoid jargon and limit acronyms. Write in conversational tone. Target lower reading levels.
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