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King County Plain Language Writing Guide 

http://www.metrokc.gov/exec/styleguide/plain/

How to write clearly to meet the needs of your readers 

Plain language (or plain English) is an approach to writing that concentrates on the needs of your readers. It's an approach ideal for public sector employees who write to and for King County taxpayers, ratepayers and other clients and customers. Plain language principles can help you write clearly and concisely. 

Plain language matches the needs of the reader with your needs as a writer, leading to effective, efficient communication. It is effective because readers can understand your message. It is efficient because readers can understand your message the first time they read it. 

That reader focus--combined with logical organization, clear writing and inviting appearance--is key to creating readable, informative documents for King County. Those county documents can range from memos and letters to reports and newsletters to brochures and Web pages. 

Follow the topics below to learn how to improve your writing skills by using plain language techniques: 

· Focusing on Your Reader and Purpose 

· Organizing Your Ideas 

· Using Appropriate Words 

· Writing Clear, Simple Sentences 

· Writing Clear, Effective Paragraphs 

· Creating an Enticing Design 

· Testing for Clarity 

For more information about plain language, visit the sites listed below or contact Gary Larson at gary.larson@metrokc.gov. 

U.S. Plain Language Action and Information Network (external link)--a government-wide group of federal employees working to improve communications from the government to the public. The group originated with a presidential memorandum on plain language in June 1998. 

Plain Language Association International (external link)--a volunteer group of plain language advocates and professionals in public, nonprofit and private organizations. This site provides free articles, tutorials and Web links about writing, government programs, legal resources, literacy, and other related topics. 

Plain Language: A Handbook for Writers in the U.S. Federal Government (PDF, 287KB, external link) 

Plain Language Online Training (external link)--free interactive program developed by the National Institute of Health in the U.S. Department of Health and Human Services (use the Browse button for non-NIH employees) 

Plain language programs of federal agencies (external links): 

· Bureau of Land Management, U.S. Department of the Interior 

· U.S. Department of Transportation 

· U.S. Environmental Protection Agency 

· Federal Aviation Administration, U.S. Department of Transportation 

· Fish and Wildlife Service, U.S. Department of the Interior 

· Federal Register, U.S. National Archives & Records Administration 

· Health Resources and Services Administration, U.S. Department of Health and Human Services 

· National Institutes of Health, U.S. Department of Health and Human Services 

· U.S. Securities and Exchange Commission 

· U.S. Small Business Administration 

Useful print references on plain language: 

· Oxford Guide to Plain English, Second Edition, 2004, Martin Cutts, co-founder of the Plain English Campaign--Excerpts (external links). 

· The Complete Plain Words, 2003, Ernest Gowers, revised by Sidney Greenbaum and Janet Whitcut 

· The Plain English Approach to Business Writing, 1997, Edward P. Bailey Jr. 

· Plain English at Work: A Guide to Writing and Speaking, 1996, Edward P. Bailey Jr.--includes The Plain English Approach to Business Writing) 

· Plain Style: Techniques for Simple, Concise, Emphatic Business Writing, 1993, Richard Lauchman--author of Plain Language: A Handbook for Writers in the U.S. Federal Government (PDF, 287KB, external link) 

This King County Web site adapted from various materials about plain language, including an online training program of the National Literacy Secretariat--Human Resources Development Canada (external link). 
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Plain Language: Focusing on Your Reader and Purpose 

http://www.metrokc.gov/exec/styleguide/plain/reader.htm

Putting the readers' needs first can be hard when you are used to writing from King County’s perspective. Before you start writing, ask yourself a series of questions that will help you focus your writing and get your message across most effectively. 

Who is your audience? 

Will there be a single reader or multiple readers? Your document may have only one reader, such as a supervisor. Or your documents may have many readers; they may be members of the public or employees with different jobs who work in one department. 

Are you writing only for professionals? Is your document intended for working people, seniors or members of specific cultural groups? Is English or Japanese their second language? Are their reading skills universally low or high? 

What are the interests of your readers? Are your readers decision-makers who have limited time and want only recommendations and costs? Or are they technical specialists who want to know the complete methodology and conclusions before making decisions? 

Is your relationship with your readers informal and personal, or does the situation need something more formal? 

How much do your readers already know about the subject? Remember that many of your readers are probably less familiar with your subject than you are. Keep that in mind as you write. It will help you decide what your reader needs to know. 

You may have more than one audience. Look at the characteristics most of your readers share. Figure out the most important or dominant audience for your document--and then adapt your writing to the abilities and interests of that audience. Depending on the significance of another audience, you may have to consider producing a separate publication to meet its needs. 

Why are you writing this document? 

Are you writing about something new? Give your reader all the background information needed to understand. Try to link the new information to things the reader may already know. 

Are you trying to change people's behavior? Make sure you mention how even small changes can bring benefits that are important to your reader. Will there be skepticism? You'll need to provide more evidence to support your conclusions and recommendations than you normally would. 

Is the document a "how-to" text? Be sure it includes any background information needed to understand your instructions. 

It may be hard to single out one purpose. But a document with one primary focus is more likely to express its message effectively. 

What do you want to say? 

Focus on what your reader wants and needs to know. Don't try to say more than you have to. Your readers' needs and wants should influence what information gets the most emphasis in your document. 

How will your reader use this information? 

How people use your document will help you decide how to organize the information in it. 

· In what circumstances will your reader be using your document? 

· Will your document be a quick reference tool? 

· Will your reader find your document in a display? 

· Is your reader supposed to do something after reading the document? 

· Is the reader supposed to remember certain information? 

· Is the reader supposed to agree with your viewpoint? 
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Plain Language: Organizing Your Ideas 

http://www.metrokc.gov/exec/styleguide/plain/organize.htm

Clear, organized thinking produces clear, logical writing. Choose the information to include and to leave out. Then divide your information into main and secondary points. Cut points and information not clearly relevant to your King County program or project. 

Organize your material so it flows logically from your reader's point of view. Organize your material so your readers can extract what they want in the shortest possible time. Anticipate answers to reader questions: So what? How does this affect me? 

Usually, make your main point easy to find--at the beginning of your document. Tell your readers early: what your conclusion is, what you want them to do or whatever your main purpose is for your document. By getting the most important information up front, your readers can find what is crucial to them and then decide how much more detail they want. 

Organize the rest of your document into sections of related information. Those sections can range from a single paragraph to several pages of short paragraphs. Help your readers move from section to section with headings and subheadings about the content in each section or block of related information. Try to begin each section by stating its main point. 

Here's a useful, functional way to organize most documents: 

· Message. First, summarize the most important question or issue of interest to your readers. Give the punch line--your major conclusions. And tell your readers quickly and clearly what follows. 

· Action. Second, make recommendations about what your readers should do with your message--the follow-up actions they should take. Or tell your readers what you are going to do next. 

· Details. Third, give the necessary details, omitting the obvious information. Answer your readers' probable how and why questions. And give the relevant who, what, where, when and how much information--if you didn't include those details in the opening summary message or action statement. 

· Evidence. Fourth, add optional material, enclosures or attachments to support your conclusions, recommendations and details. 

Within the details, try to organize your information in a consistent way, such as one of the following: 

· most important to least important 

· problem - cause - solution 

· chronological order 

· questions and answers 

· general to specific 

· specific to general 

· step by step. 
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Plain Language: Using Appropriate Words
http://www.metrokc.gov/exec/styleguide/plain/goodwords.htm

Familiar Words | Useless Words | Redundancy | Jargon | Technical Words | Noun Phrases | Abbreviations | Inclusiveness
Strive to be human in your writing. A formal, bureaucratic tone too often creates distance between you (or King County) and your readers.

Plain language writing uses the clearest words possible to describe actions, objects and people. That often means choosing a two-syllable word over a three-syllable one, an old familiar term instead of the latest bureaucratic expression and sometimes, several clearer words instead of one complicated word.

Use words your readers are likely to understand. Base your choice of words on what will be clearer for your reader. To help you draft easy-to-understand documents, below are some guidelines on your choice of words. Also see the Guide to Concise Writing for concise alternatives to overstated, pompous words; wordy, bureaucratic phrases; and redundant phrases.

· Instead of:
Subsequent to the passage of the subject ordinance, it is incumbent upon you to advise your department to comply with it. 

· Use:
After the law passes, you must tell your staff to comply with it. 

Use simple, everyday, familiar words
Here are a few examples of simple, precise words and phrases you might substitute:

	Instead of ... 
	Use ... 

	accomplish 
	achieve, do, perform, succeed, carry out 

	affect, impact (as verbs) 
	alter, change, increase, influence, risk, stimulate 

	ascertain 
	be sure, check, find out, discover, learn 

	attain 
	reach, gain, get, win, arrive at, grasp 

	cease 
	stop, end, finish 

	commence 
	begin, start, open 

	dialogue (as a verb) 
	meet, talk 

	disseminate 
	send out, spread, scatter 

	endeavor (as a verb) 
	carry out, try, take on 

	expedite 
	hasten, send, speed up, hurry 

	facilitate 
	ease, help, make easier, make easy, simplify, promote 

	formulate 
	devise, form, work out, draw up, draft, frame, create, develop, express, plan 

	heretofore 
	previously, earlier, before, until now 

	implement (as a verb) 
	fulfill, do, complete, set up, impose 

	initiate 
	begin, start, cause, launch, open, set up, introduce, admit 

	institute (as a verb) 
	set up, begin, start, create, found 

	locality 
	place, neighborhood, district 

	optimum 
	best, greatest, most, ideal, peak 

	peruse 
	read (thoroughly), study, examine, inspect 

	prioritize 
	rank 

	reference (as a verb) 
	refer 

	regarding 
	about, on 

	shall 
	will or must 

	strategize 
	plan 

	support 
	show, prove, reveal, imply, verify, confirm, suggest; or help, aid; or encourage, mandate 

	terminate 
	end, finish, close, stop, wind up, limit 

	therein 
	there, in it 

	utilize 
	use 

	wherein 
	where, in which 


For more shorter, simpler alternatives to overstated, bureaucratic and pompous words.

Cut out unnecessary, useless words
Use only as many words as you need. Here is a sample list of some alternative words for common, wordy expressions:

	Instead of ... 
	Use ... 

	adequate number of 
	enough, satisfactory, acceptable 

	be advised that 
	please note that, note that 

	by means of 
	by, with 

	during the time 
	during, when, while 

	excessive number of 
	too many 

	in lieu of 
	for, instead of 

	in the event that 
	if 

	it is probable that 
	probably 

	it would appear that 
	apparently 

	on the part of 
	by, for, of, among 

	prior to 
	before 

	subsequent to 
	after, following, later, next, then 

	this office 
	we, I 

	under the provisions of 
	under, by 

	until such time 
	until 

	with regard to 
	about, for as for, on 


For more simpler, concise alternatives to wordy, bureaucratic phrases

Cut redundant ideas, words and phrases
Avoid using words with similar meanings. Drop one and see if your sentence still makes sense: protrude, not protrude out; either if or when, not if and when; result, not end result; square, not square in shape; experience, not past experience; demolished, not totally demolished.

Later, go through your document and ask yourself if you're repeating information needlessly. If so, combine your thoughts or remove the matching ideas.

Here is a sample list of alternative words for some redundant phrases:

	Instead of ... 
	Use ... 

	12 noon 
	noon 

	added bonus 
	bonus 

	advance notice 
	notice 

	city of Renton 
	Renton 

	close proximity 
	close, near 

	current status 
	status 

	filled to capacity 
	full, filled 

	first and foremost 
	first 

	future plans 
	plans 

	general consensus 
	Consensus, agreement 

	join together 
	join 

	month of November 
	November 

	past history, past experience 
	history, experience 

	period of time 
	time, period 

	postpone until later 
	postpone 

	refer back 
	refer 

	total number 
	total 


For more concise replacements for redundant phrases.

Avoid using jargon
Using unfamiliar jargon and bureaucratese can cause problems because your reader may not understand it. Jargon also can distract your reader from your real message. Write boots, not leather personnel carriers; telephone, not telephonic communications instrument; advocate for the homeless, not homeless advocate. Also be wary of trendy, fashionable expressions such as level playing field, downtime and touch base. Their trendiness will also mean they will soon date your writing.

· Instead of:
All illumination on these premises must be extinguished upon departure. 

· Use:
Please turn out the lights if you're the last to leave. 

Avoid or explain technical words
Whenever possible, avoid words that your readers do not know. Every occupation and interest group has special terms. If you must use a technical term, define it--either by giving a definition or by giving an example.

Don't change verbs into nouns
Nouns created from verbs are harder for the reader to understand and give the sentence an impersonal tone: decide, not make a decision; agree, not reach an agreement; determine, not make a determination; conclude, not bring to a conclusion.

When you write a noun that comes from a verb, see if you can turn it back into a verb by removing endings like -tion, -ence and -ment. Use the clearest, crispest, liveliest verb to express your thoughts.

· Instead of:
The requirement of the department is that employees work eight hours a day. 

· Use:
The department requires employees to work eight hours a day. 

· Instead of:
The team's role is to perform problem definition and resolution. 

· Use:
The team's role is to define problems and resolve them. 

· Or:
The team's role is to define and resolve problems. 

Here are other examples:

	Instead of ... 
	Use ... 

	reach an agreement 
	agree 

	bring to a conclusion 
	finish, end, close, settle, decide, assume, infer 

	gave an explanation 
	explained 

	placed an order 
	ordered 

	file an application 
	apply 

	hold a meeting 
	meet 

	take action 
	act 

	have need for 
	need 

	conduct an investigation 
	investigate 

	give assistance 
	assist, help, aid, back, relieve 

	offer a suggestion 
	suggest 


Avoid chains of nouns
Chains of nouns are strings of two or more nouns used to name one thing. They are often difficult for a reader to understand.

Noun chains take some effort to untangle. They lack connecting words--such as of, for, about, in and the possessive 's--that would clarify how the nouns relate to one another.

· Instead of:
World population is increasing faster than world food production 

· Use:
The world's population is increasing faster than its food production. 

Use acronyms and abbreviations carefully
Remember that not everyone may know what the acronyms and abbreviations stand for. Sometimes, putting an acronym or abbreviation in brackets or parentheses the first time you use the proper term can be useful. Then you can use the acronym in the rest of your text. But even if you use that technique, avoid filling a document with various obscure acronyms. Also see abbreviations and acronyms in the King County Editorial Style Manual.

When in doubt, spell it out. 

Use inclusive language
Sexist writing builds a barrier between you and half your readers. Use sex-neutral terms by avoiding words that suggest maleness is the norm, superior or positive and that femaleness is nonstandard, subordinate or negative. For guidelines, see sex, sexism in the King County Editorial Style Manual.

Readers with disabilities also face barriers--in communications as well as facilities. For guidelines in using appropriate language, see disabled in the King County style manual. Also see the KC Office of Civil Rights Enforcement for guidelines and requirements about providing printed materials in alternate formats (internal link) for people with disabilities.
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Plain Language: Writing Clear, Simple Sentences
http://www.metrokc.gov/exec/styleguide/plain/sentences.htm

Active Voice | Short Sentences | Pronouns | Punctuation
The simple, declarative sentence is the easiest way to understand information: Someone (or something) does (or is) something. Sentences that differ from that simple structure may cause readability problems.

Use active voice verbs--unless there's a strong reason to use passive
Putting the "doer"--the person or thing doing the action in a sentence--in front of its verb will usually ensure the verb is in the active voice. The "doer" in active sentences is usually named or described at the start of the sentence. The active is more direct; it helps drive home the message. The passive can obscure the message.

Sentences that are passive instead of active usually contain forms of the verb to be: am, are, is, was, were, be, been, being. And those verbs usually come before verbs than end in -ed or -en: carried, taken.

· Instead of:
The service improvements were approved by the County Council. 

· Use:
The County Council approved the service improvements. 

· Instead of:
Complaints are taken seriously by the Wastewater Treatment Division. 

· Use:
The Wastewater Treatment Division takes complaints seriously. 

Passive voice may be appropriate for one of these reasons: when you don't know the doer or actor, when the doer or actor is unimportant to the point you're making, or when the emphasis is clearly not on the actor but the acted upon.

Also see active vs. passive verbs in the King County Editorial Style Manual.

Keep them short
Readers can only take in so much new information at once. Make the average sentence length in your document 20 words. Readers can understand some longer sentences (up to 30 words) if they are well written and use familiar terms. Try to limit most sentences to one idea. Break long sentences with more than one idea into two or more sentences.

· Instead of:
The parameters of your responsibility are included in the job description you received on your initial day of work at the association. 

· Use:
Your job description lists your responsibilities. You received your job description the first day you worked here. 

Also, link your ideas by correctly using words such as that, which, who and whom. See the that, which, who, whom entry in the King County Editorial Style Manual.

Avoid pronoun ambiguity
When you use a pronoun, there should be no doubt about which noun it represents.

· Instead of:
Michelle researched and wrote the speech herself, which everyone thought was impressive. 

· Use:
Everyone was impressed with the speech that Michelle researched and wrote herself. 

Also, avoid using ambiguous double negatives. See negative in the King County Editorial Style Manual.

Use correct punctuation
Punctuation shows how words and strings of words are related, separated and emphasized. Its main purpose is to help the reader understand the structure of the sentences you write. Punctuation also replaces the voice inflection, pauses and hand gestures we use when we talk.

The period is the most effective punctuation mark in clear, concise writing. It should be the most common mark on the page. But consistent, accurate use of other marks also is important. Excessive use of commas, parentheses, semicolons and dashes may signal long or complicated sentences.

For guidelines for using punctuation, see punctuation in the King County Editorial Style Manual.
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Plain Language: Writing Clear, Effective Paragraphs 

http://www.metrokc.gov/exec/styleguide/plain/paragraphs.htm

Limit each paragraph to one topic unless you are linking related points. Complicated information, or a discussion of several topics, usually needs to be broken into separate paragraphs to be easily understood. 

Keep paragraphs to no more than four or five sentences, and limit most paragraphs to no more than seven lines. 

Use headings and subheads to separate paragraphs and sections covering differing topics. Another way to break up blocks of information and draw the readers' attention to important elements is to use a question-and-answer format. That will help your readers find information that is important to them. 

Use lists appropriately 

You can break up complicated text or make parallel points clear and easy to remember by using indented, vertical lists. A bullet or a number goes before each item in the list. 

Here are some guidelines for lists: 

· The items in the list must form a logical group. 

· Each item should contain only one idea. 

· Put words and ideas common to all items in the lead-in, introductory sentence. 

· Use bullets to identify each item in the list. 

· Use numbers instead of bullets only when you are describing step-by-step procedures. 

See lists in the King County Editorial Style Manual for more advice. 
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Plain Language: Creating an Enticing Design
http://www.metrokc.gov/exec/styleguide/plain/design.htm

Spacing | Headings | Highlighting | Type | Color | Graphics
A well-written document can be hard to read if it is laid out poorly. How your document looks can make the difference between your message being understood or lost. A well-designed King County document also can entice readers while a poorly designed document could deter them.

Spacing
· Leave space between paragraphs, but then don't also indent the paragraphs. 

· Divide your documents into sections of related information, separated by headings. 

· Don't print on every inch of space on your page. 

· Be generous with margin space. 

· Use left-aligned and ragged-right margins. Avoid justified alignment, when both right and left margins are even; it can reduce readability. 

Informative headings
Headings are useful for breaking up long, gray blocks of body copy. They add contrast to a page. If you can place a dollar bill on the page without touching any headings (or other graphic element), the page is probably too gray. But make sure your headings say something. They should provide some useful information about what's next or help guide your reader from point to point in the document. Use clear and consistent style for headlines, headings and subheadings, so readers will recognize their hierarchy within the document.

Questions make effective headings: What is the next step? What are the relevant facts? Try to ask and answer questions the reader might have. See headlines, headings in the King County Editorial Style Manual for more advice.

Highlighting
Use sidebars and boxed text to separate important information or less significant information from the rest of your text. Or use bulleted or numbered vertical lists to call attention to important, related points.

Highlight individual words or phrases sparingly in print documents; such highlights are useful on the Web. If you emphasize too much, nothing will be emphasized. Bold type--and a combination of bold and italic type--is best for titles, headings, headlines, key words at the beginning of paragraphs and hyperlinks on Web pages. Use italic type alone to highlight words within paragraphs; however, italics can be difficult to read on computer monitors. Large blocks of italic or bold type are difficult to read. Avoid underlining words, especially on Web pages. Underlines cut through the bottom of some letters, and they can be confused with hyperlinks in Web browsers. Also see boldface and underlining in the King County Editorial Style Manual.

Type style and size
Choose a solid, plain typeface that is easy to read. Don't combine more than two different typefaces on the same page because it will give a busy, confusing appearance.

Make sure the typeface is big enough for your readers. Twelve-point is a good size for most writing. Consider that some people may prefer a larger type size.

Don't use all capital letters, because they are harder to read. Mixing capital and lowercase letters makes easier reading. Also see capitalization in the King County Editorial Style Manual.

Consider creating contrast between your headings and your body text. A serif typeface (such as Times New Roman, Century Schoolbook or Palatino) makes large blocks of text (body copy) easier to read because it guides your eyes from letter to letter. A sans serif typeface (such as Arial, Helvetica or Verdana) is good for titles, headings, headlines and large-print documents (14-point type or larger); it's also recommended for Web pages and other documents read on a computer monitor.

Color of ink and paper
· Use dark ink (blue or black) on light paper--white or cream. 

· Avoid color combinations with low contrast like yellow (yellow) on white. 

· Avoid large passages of reversed (white) type on a black background. 

Graphics and illustrations
Place all graphics and illustrations as close as possible to the text they refer to. Place them on the page in a way that does not interrupt normal reading patterns.

Make sure all graphics and illustrations are clear and the captions are easy to read. Be wary of relying on charts to explain information. People with poor math skills can find charts hard to understand.

Also see Graphic Standards (internal link), King County Graphic Design Services, and Basic Guidelines for the Design of Print Materials (internal link), Department of Public Health Communications Team.
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Plain Language: Testing for Clarity 

http://www.metrokc.gov/exec/styleguide/plain/testing.htm

We often write documents that are more suitable for us than for our readers. Before completing and distributing a significant King County document, make sure you test what you write. Have others read and commented on what you write. Is it clear to them? Does it make sense? Do they get your point? Do you get the response you were seeking? 

Also, have you--or preferably, someone else--proofread your "final" document? Are there any mistakes in facts or grammar? Does it follow a consistent style and design? Are there typos to correct? 

Test your writing with this Plain Language Checklist. Also see Pre-Testing and Revising the Materials (internal link), Department of Public Health Communications Team. 

Plain Language Checklist 

Your Reader and Your Purpose 

Who is my audience? 

· Have I determined my readers? 

· Have I thought about the interests and needs of my readers? 

· Am I trying to change reader behavior? 

What do I want to say? 

· Why am I writing this document? 

· What do my readers need to know? 

How will my reader use this information? 

· Why will they read this? 

Organizing Ideas 

· Have I cut irrelevant points and information? 

· Is the information presented logically? 

· Will they find my main points easily? 

· Is the most important information first--at the beginning? 

· Will they know how the document is organized? 

· Can the reader quickly and easily find what they are looking for? 

· Have I guided my reader through the text? 

Using Appropriate Words 

· Have I used the clearest words possible, which my readers will likely understand? 

Use simple, everyday, familiar words 

· Have I replaced overstated, bureaucratic words with shorter, simpler alternatives? 

Cut out unnecessary, useless words 

· Have I replaced wordy, bureaucratic phrases with simpler, concise alternatives? 

Avoid or explain jargon and technical words 

· Have I used words with clear meanings? 

· Have I avoided using jargon and technical words--or explained them when necessary? 

· Have I replaced verbose, redundant phrases with concise alternatives? 

Don't change verbs into nouns 

· Have I used verbs to describe action? 

Use acronyms and abbreviations carefully 

· Have I explained unfamiliar abbreviations and acronyms? 

Use inclusive language 

· Have I used bias-free language? 

Clear and Simple Sentences 

Use active voice verbs--unless there's a strong reason to use passive 

· Have I used the active rather than passive voice? 

Keep them short 

· Have I written sentences with only one idea? 

· Have I written sentences with an average length of 20 words? 

· Have I written clearly, concisely without surplus words? 

Avoid ambiguity 

· Do my pronouns refer clearly to their related nouns? 

· Have I avoided using negative language? 

Use correct punctuation 

· Is my punctuation consistent and useful? 

· Have I used enough periods? 

Clear and Effective Paragraphs 

· Have I used paragraphs with only one topic? 

· Do most of my paragraphs contain no more than five to seven sentences? 

· Have I used paragraphs with sentences that relate to one another? 

· Have I separated unrelated paragraphs with headings and subheadings? 

Use lists and bullet points appropriately 

· Have I used bulleted lists to break up complicated text? 

· Do my lists contain parallel points? 

Enticing Design 

Spacing 

· Are most of my paragraphs limited to no more than seven lines? 

· Have I used a left-aligned margin and a ragged-right margin? 

· Have I used plenty of white space? 

Informative headings 

· Do my headings and subheadings stand out? 

· Do my headings follow a consistent style and hierarchy? 

Highlighting 

· Have I boxed or stressed important information? 

· Have I boldfaced key words and headings? 

· Have I avoided underlining anything but hyperlinks? 

Type style and size 

· Have I used a serif typeface and a type size of 10 or 12 points? 

· Do my type sizes and styles meet county and ADA standards? 

· Have I avoided all-cap words and headings? 

Color of type and backgrounds 

· Do my colors meet county and ADA standards? 

· Have I avoided large passages of reversed (white) type on a dark background? 

Graphics and illustrations 

· Do my visual images meet county and ADA standards? 

· Are my visual images near the text they refer to? 

· Are the charts and graphs clear and understandable? 

Testing for Clarity 

· Is my content clear and understandable to reviewers? 

· Does it make sense? Do reviewers get my point? 

· Has the document been reviewed and proofread for accuracy, grammar, style and spelling? 

Updated Dec. 30, 2004

Contact: Gary Larson, gary.larson@metrokc.gov
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