PLAIN LANGUAGE (PL) CHECKLIST
Please print or type

Name of document: ____________________________________​____________________________

Circle one: 
Press Release     Notice      Brochure     Letter    Flier     Web site      Newsletter         Other:_______________________________________________________________________________
Y N 1. Does the document speak clearly to the intended audience? If not, what is your PL improvement plan? ___________________________________________________________________
_____________________________________________________________________________________

Y N 2. Is the information presented in a logical, fluid sequence? If not, what is your PL improvement plan? ___________________________________________________________________
_____________________________________________________________________________________
Y N 3. Is the material written in a positive, active voice with strong verbs? If not, what is your PL improvement plan? ________________________________________________________________
_____________________________________________________________________________________
Y N 4. Can longer sentences be broken down into shorter sentences? If not, what is your PL improvement plan? ___________________________________________________________________
_____________________________________________________________________________________
Y N 5. Is the text arranged neatly with simple fonts, minimal bold/ italics and good use of white space? If not, what is your PL improvement plan? ________________________________________
_____________________________________________________________________________________
Y N 6. Can the text be broken down into sub-headings, simple tables or bulleted lists? 
If not, what is your PL improvement plan? ______________________________________________
_____________________________________________________________________________________
Y N 7. Are short, common words used instead of legalese and jargon? If not, what is your PL improvement plan? ___________________________________________________________________
_____________________________________________________________________________________

Y N 8. Does the document clearly state the point of contact (i.e. person, office, phone numbers, and [e-mail] addresses) for questions, comments and/or concerns? If not, what is your PL improvement plan? ___________________________________________________________________
_____________________________________________________________________________________

Reviewer:____________________________________________________________________________

Office:________________________________________ Phone number:_________________________




