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Plain language on the Internet

Sweden
Certified Swedish Langnage Consultants (ESS)
http://www .sprakkonsult.org

Plain Language (the Language Experts and the Plain
Swedish Group)
http://www justitie.regeringen se/klarsprak

‘The Joint Group for Swedish Life Sciences
Terminology
http://www tnc.se/htm/bioterm

The Joint Group for Swedish Computer Terminology
http://www.nada kth.se/dataterm/

‘The Swedish Language Council
http://www.spraknamnden.se

The Swedish Centre for Terminology
http://www.tnc.se

Other countries
Fight the Fog

This is the Plain Swedish Group

Chairman:
FPer Virdesten, Director-General for Legal Affairs,
Prime Minister's Office

Members:

Louise Bodegdrd, Director of Development,

The National Council for Quality and Development
Laila Edholm, Information Manager, Swedish Associa-
tion of Local Authorities

Barbro Ehrenberg-Sundin, Senior Adviser and Language
Expert, Ministry of Justice

Olle Josephson, Associate professor, The Swedish
Language Council

Marianne Kling, Deputy Director, Ministry of Justice
Bengt-Ake Nilsson, Justice of the Supreme Administra-
tive Court,

Jan Pennlé, Parliamentary Ombudsman

Louise Viatti, Information Consultant

Secretariat:
Eva Thorén and Maria Sundin,
Desk officers, Ministry of Justice

htp: cu.int/commytranslation/en/ffog/indesc htm

La deélégation générale a la langue frangaise
http://www.culture.gouv.fr/culture/dglf

The Plain Language Association International
http://plainlanguagenetwork.org/index.html

Service de la langue frangaise
http://www.cfwb.be/franca/publicat/pg013.htm

Clarity
http://www .adler. demon.co.uk/clarity.htm
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Address: The Plain Swedish Group
Ministry of Justice
$-103 33 Stockholm,Sweden

Telephone:  +46(0)8-405 46 84

Fax: +46(0)8-20 27 34

E-mail: Karsprak@justice.ministry se

suy

hittp://www justitie regeringen.se/klarsprak

Printed hv GRAFISK SFRVICE Mav 2001

The Plain Swedish
Group

— for a plain authority language

@ 0 0 &

3]

.
[x

DR DB CRN B

o o7



Koavadac

I* Government  Gouvernement
of Canada du Canada Search Canada.ca n

MENU ~

Canada.ca = Privy Council Office - Communications Community Office - Key messengers

Breaking down barriers: Plain Language

Plain language, also called plain writing, is described as “communication your audience can understand the first time
they read or hear it.”

This writing method has helped the co-chairs of the new Plain Language Community of Practice Chris Coulter, Senior
Communications Advisor at Transport Canada, and Asha St-Hilaire, Communications Advisors with Strategic
Communications at Shared Services Canada, write much more clearly.

“I'm willing to do away with almost all bland, boilerplate text that doesn’t add any value. If the text
doesn't serve a specific purpose, [ remove it, which is appreciated by my management,” said Chris.

According to the plain language experts, this approach uses every day words that people understand,
while also avoiding “government speak”.

“It's about being clear and unambiguous,” Asha explained, “It's not about dumbing down your
words; it's about using simpler words intentionally.”

There are many misconceptions about plain language, including that managers, program and policy / Y |
Chris Coulter

partners will never approve content written in plain language. Asha and Chris debunk this myth by
explaining that nobody gets offended when something is easy to understand and most managers
actually do appreciate content written in plain language.

“Every day, people are slowed down by too much information that is unclear and not really written
for them. As someone working in internal communications, I can tell you the most effective way to
get employees to take action—whether attending an event or meeting a deadline—is to write in plain
language,” said Chris.

As for any advice on how to write in plain language, Asha and Chris recommend understanding the

subiect on which vou are communicatina. understandina vour audience. and practicina the method



B An official website of the United States government

” plainlanguage.gov Search... | a |

Home Law and requirements Plain language guidelines Examples Training Resources About

Information Status
In light of OPM guidance and increasing concerns about COVID-19 (coronavirus), we are suspending accepting

training requests.

Plain language makes it easier for the public to read,
understand, and use government communications.

Learn more

Law and requirements » Plain language guidelines »

*\ Learn about the Plain Writing Act, policy ? Official writing guidelines for
memos, and executive orders that require understanding vour audience, being clear
agencies to use plain language. and concise, and testing your content.
Training » — Examples »

]3 Request in-person training for your federal * See plain langnage in action in a variety of

agency, or use our videos and materials to regulations, legal documents, handbooks,

create your own class. and publications.
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Plain Language
Association Connect with PLAIN: m n Join PLAIN
International i u

Q search

Contact

International conferences

Who are we? What is plain language?

Plain Language Association International (PLAIN) isthe A communication is in plain language if its wording,
international association for plain language supporters  structure, and design are so clear that the intended

and practitioners around the world. Our growing network  audience can easily find what they need, understand what
includes members from over 30 countries working in they find, and use that information.

clear communication in at least 15 languages.

NEWS
¥ Follow @PLAIN_Lang Intl

Tweets by @PLAN_Lang_inti (D)

ST Webinar with Charlotte van ~ -
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C LA R | TY Plain Legal Language = News&Events  Resources  About Search... E

WE PROMOTE PLAIN LEGAL
LANGUAGE TO ENGAGE AND

EMPOWER CITIZENS AROUND THE
WORLD.

BECOME A MEMBER!

PLAIN LANGUAGE CONFERENCE IN
TOKYO

Clarity International Conference 2022
s Tokyo, September 20th to 22nd 2002

"5?‘-" 0, Japan

More details coming very soon!

LEARN ABOUT PLAIN LANGUAGE
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MAYOR OF LONDON

TRANSPORT
e FOR LONDON Plan a Journey Status updates Maps Fares Help & contacts More @

MM  Suppllers & contractors  Digital toolklt ~ Design & content  Edltorlal style guide  Using plain English

Using plain English

Writing in plain English doesn't mean over-simplifying your message or
uppliers & contractors
patronising your readers. It means using everyday words in place of

jargon or official sounding terms to help readers understand your

© Become a TfL supplier

message quickly and more easily.
o Find contract opportunities

o Involcing and getting pald

¥ Principles v Frequently misused words

o What we buy
~ Wrlting for online v Accessibility for print

o Engineering Standards Challenge
¥ Jargon and legalese v Useful books and websites

» Supplier relations
» Superfluous words and phrases
v Digital toolkit

Everything we produce should be written In plain English as described In the GOV.UK plain English
guidelines. © How we work

o Understanding our users

Principles
v Design & content
s Write short sentences that are no longer than 20-25 words

O Digital accessibility standard
s Include only one maln Idea In each paragraph

w Editorlal styls

Establish a conversational tone by imagining you are speaking to someone

Avold Jargon, acronyms and Impersonal corporate language © Technical

Use simple words rather than their longer equivalent: 'If' not 'In the event that' ¥ Testing & assurance

© Support & malntenance

Don't try to Include every single detall - only write what readers need to know

Write in the active, not passlve volce. A hit B Is mere direct than B was hit by A » Deslign standards & licensing

© London Buses tenders

Ask yourself: WIll your audience understand your message or can it be simplified further?

» London Service Permits

Don't be afrald to glve clear Instructions: 'Please send It to us'Is more direct than 'l would be

A1l ar Lnm A aals



Emtikolvwviol KpATouc-TtoAlTtn: otAn
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KOWWVLKOC OTLOKAELOMOC / SLaKkploELC
EvepYN CULLHLETOYXN) TOU MOALTN
‘EAsyyoc amo tov MoAltn Kol To HEoa
Noyodooia
AnoteAeopotikoTnTA PLUOMIONC

> Kol epapuoyng Twv dSnpoociwv

TCOALTLKWV

> EppdBuvon tnc Snuokpartiog



lpAavéio: amAn YAwooo Ko
POLLLLLOTLOLOC

Become aMember Member's Area - Login % Freephone 1800202065 Q Search

()
NALAm Free courses  Tutors Services Research & policy  Support us

National Adult Literacy Agency

Plain English Service

When you use plain English more people can understand your
information.

What is plain English?

Plain English is a way of writing and presenting information that helps someone understand it the first time they read or hear it. It involves short

clear sentences and using everyday words. It does not involve small print or unnecessary jargon.
Why use plain English?
1. It makes good business sense

Plain English saves you time and money. Clearer information is shown to reduce mistakes and complaints.

2. It’s increasingly a legal matter



OL VEEC TIPOKANCELC

HAektpovikn dtakuBEpvnon:

edappoyn tng texvo)\oytaq TwV MAnpodopLwV
KOl TV EMLKOWVwVLIWV (TME) otn Aettoupyia tou
Snuootou TopEa, 16LWE Kata TNV n)\EKtpOVLKn
napoxn rt)\n podopLwv Kal unnpeotwv oTouG
TOALTEG Ao TIG SNUOCLEG UTTN pecneq (yLa
TIAPASELYUA: TIANPWLN TIPOCTIUOU Tpoxaiag
nopaBaong).

XpAon tng texvvoyLaq Twv MAnpodopLwV Kot
TWV ETUKOLVWVLWV (TI'I E) yia ™m 5I‘]|.llOUle(1
SLavAwv sml(owwthg oL omoioL EMTPEMOUV
NV eEvowpatwon dtadpopwv evdladepopevwv
HEPWV yLa VO EKPPACGOUV TNV Ao Toug
OXETIKA e TN dradikaoia xapagng moALTikwv
(Yl napaéswua NAEKTPOVLKNA 6LaBou?\euon LE
no)\Ltsq OXETLKOL Me svéexouevn aAlayn evog
oplou taxutntac n tormikn StafoVAeuon OXETIKA
LE TOV TTPOUTIOAOYLOLO).

HAektpovikn dnpokpotiot:

XpNon tng texvoAoyilag Twv
MANPOdOPLWV KAl TWV
eTikolvwviwyv (TME) ya tn
Snuovpyia StavAwv
StaouAevong kat
CUMMETOXNAC TWV MOALTwV (yLa
nopadelypa: NAEKTPOVLIKO
KOWOBOUALO, NAEKTPOVIKEC
NPWTOBOUALEC, NAEKTPOVLKN
bndodopia, NAEKTPOVIKA
uTtooAn avadopwvy,
NAEKTPOVLIKEC SLaBOUAEVOELC).

Survey: e-Democracy in the European Union: potential and challenges, 2016



H dtamoAttiopkn dtaotaon

* H amAn yAwooa w¢ faocn tng
QTTOTEAECATLIKN G OLATIOALTIOMLKAG
ETILKOLVWVLOLC

e Y& eninedo aAAnAokatovononc Kot cefacuou
e JuvavtiAnyng KoL cuVTOVIoHOU
* ATTOTEAECUOTLKWV OVTAAAQYWV

H kaAn petadpaocn otnpiletol o KAAA KELpEVA
KoL To avtiotpodo



ATAN YAwooa

ALETILOTNHUOVLIKA TPOCEYYLON KOl

AWOoGoLKN TTOALTIKNA eknaidevon
MoAutikry BoUAnon Zuvepyoolo TwV EL8IKWY ToU
EKAOTOTE TOUEQ IE:
Nepypadn nediov *  yAWGGOAOYOUC
edpoppoyng *  YVWOLAKOUC ETILOTAMOVEC
OPLOUOC TIPOTEPALOTATWVY KOIL KOLTAL TLEPLTTWON UE

e e1dkoUc¢ amo notkida media

ZUPBOUVAELTIKN (LEOQ, TIOALTLOMOC, KOWVWVLKEC
MNP ATUTIEC TTOALTIKEC KOl ETILOTNMEG K.QL.)
aéloAoynon

, , Eknaidevon — ekmatdeuTikn
Avatpopodotnon amo tov TOALTIKY /TUTTLKA Kot ATUTTN

XpPNotn eknaideuon



Mpoetolpalovtac to LeAAov |
H artAn YAwooa OTLC VOULKEC OXOAEC

GLD COLUMBIA LAW SCHOOL

Whitin 74 Center

WRITING IN PLAIN ENGLISH

Contents

1. Introduction

Use the Active Voice

Don’t Nominalize Your Verbs

Consider Sentence Length and Avoid Run-Ons
Simplify Your Writing and Avoid legalese
Avoid Compound Constructions

!\’

I

Conclusion



[Mpostolpalovtac to PEAov I

& NCBI  Resources ¥ HowTo ™) Sign in to NCBI
US National Libi f Medici il = “ ‘w
ational Library o edicine .
National Institutes of Health Advanced Journal list HEIP
@ covip-19 information (X

Public health information (CDC) | Research information (NIH) | SARS-CoV-2 data (NCBI) | Prevention and treatment information (HHS) | Espafiol

% The PMC website is updating on 03/14/2022. Try out this update now on PMC Labs or Learn more. El

Journal List » BMC Med Educ »v.21; 2021 » PMC8320047

Formats:
BMC Medical Article | PubReader | ePub (beta) | PDF (726K) | Cite
Education Share

n Facebook D Twitter Google+
BMC Med Educ. 2021; 21: 407. PMCID: PMC8320047
Published online 2021 Jul 28. doi: 10.1186/512909-021-02842-1 PMID: 34320965

Save items

Teaching plain language to medical students: improving communication M AL

with disadvantaged patients

Doron SagiZ'-2 Sivan Spitzer-Shohat,® Michal Schuster,? Ligat Daudi,! and Mary Catharine Joy Rudolf! Similar articles in PubMed

Effective teaching of communication to health professional
» Author information » Article notes » Copyright and License information  Disclaimer undergraduate and postgraduate student [JBI Libr Syst Rev. 2012]

Translating medical documents into plain language enhances
This article has been cited by other articles in PMC. communication skills in medical studer [Patient Educ Couns. 2015]

Translating medical documents improves students'
communication skills in simulated physicia [BMC Med Educ. 2016]

Associated Data The educational effects of portfolios on undergraduate student
leamning: a Best Evidence Medical Education (E [Med Teach. 2009]
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Plain English
Foundation®

Welcome Training Editing

PEF | Community = On air and in print

\

On air and in print

Community

YGetting to the point® with the clear communication experts

About us ASG

Free writing tools

Store Contact us

Neil James, our very own Dr Plain English, regularly speaks to the media about public language and

clear communication

Browse these pages for interviews, articles and speeches on topics close to our hearts.

Finance and insurance

Lately, bankers and insurers have faced some
tough questions about the ethics of their
language

Grammar and writing

Dr Plain English fights to put grammar and the
age-old art of rhetoric back in the spotlight. He

Plain language

The international movement for plain language
continues to gain momentum. We discuss some
highlights.

Politics and government
Politicians and bureaucrats are some of the
worst offenders when it comes to using
complex language and obscuring meaning.

© More

Worst Word of the Year

Each December, we announce our Worst Word
of the Year. These words may be evasive.
misleading, or just plain ugly. Past winners
include 'Brangelexit’, ‘conscious uncoupling'

¥ A facelift for workplace writing

From staff policies to consumer fact sheets,
there are very few workplace documents
that plain English cannot improve

We help writers lift their documents, no
matter the genre or the likely readership.

The options

Our training caters for everyone, from
inisterial advisers to i i

In just one organisation, we have run
workshops that cover:

technical reports

ministerial briefs and board papers

web pages

letters and emails

policies and procedures

general communications.

The effects
After several years of training and editorial
support, this client has seen a dramatic
improvement in its writing culture. Focus
and analysis are up, while officialese and
jargon are down

In a study of board papers alone, it found:

 the average document was 50% shorter

« the editorial workload of senior
managers had fallen by 40%



ATIOTEAECOTIKOTNTO OTNV ETALPLKN
ETILKOLVWVLL

Help improve SBBC products and services, you could win a $200 Shop Local Gift Card! Take Our Survey

SBBC I. Resources Education Advisory About Awards COVID-19

[’)l W

Effective Business Writing: The Importance Of Plain Language

When running a business, it is important to be aware of how you communicate with your customers, your staff, your RELATED ARTICLES:

nvestors, and your suppliers. Your written materials, from your business plan to your marketing, are often the first & t's H g i 2 S Busi
encounter a person has with your company. It is therefore important to make sure that your writing is clear, and that it B

is relatable

As is the nature of small business, one of the essentials skills you must learn is the speed factor. You need to get your
message across quickly and in a way that is easy to understand. This is where the principles of plain language come
into play

What Does Plain Language Mean?

Plain language means keeping your writing clear and succinct. It means removing the content that detracts the reader
from your message

For example:
“His report outlined three issues: a lack of high paying clients, conversions, and return customers.”
Is much more effective than

Lin vt bA immar A st Al anbard Ak i iemiias AF Hha Aaus imea Haranfald Thasa baalisad Ablsasakiane
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Me amAa Aoyla

Eotiaon otov xprion (ota EKAOTOTE Kova)
(mpokaTopKTIKA avaAuon)

/AOYLKI OpYAVWGON TOU KELMEVOU OE ULKPEC
EVOTNTEC HE oadeLC TITAOUC: TO GNUOVTLKO
TLAVTOTE TIponyeitol

Muwkpormepiodocg Aoyog, amoduyn €LOLKOU
Ae€lAoyilou Kol akpwvUpiwy (Katd epintwon)
ATtAn ouvtaén (evepyntikn pwvn, pnpata avti
OUOLOOTIKWV)

2nuaocia tng popdormoinaong Kot g xprnong
YPOP LKWV KOl ELKOVIKWY OTOLXELWV



YadnveLla Kol armAotnta # armAoikotnta
Kol uTtoBABuLoN TEPLEXOUEVOU

e ATTAOTNTA KOl oadrVveLa 0TOV AOYO =
OUVTOMLA, TIEPLEKTLKOTNTO, Opyavwon,
OPOUCLOON = ATTOTEAECLLOTLKN
ETILKOWVWVLAL

e «O,TL uImopel yevika vo emwOEel, pmopel
Vo EMWOEL pe cadnveLa, Kot yta 0oo OV
UTTOPEL va AQEL KAVELC, YL QUTA TIPETTEL
va owTraively, Bltykevotaw



H yontela tn¢ otpidpvnc yYAwooac otn
XWpa Lag

Me tnv OLa AoyLKH TTOU OL OLOTUVOULLKOL 1] Ot
KaBe elbouc Kal 0TOANC YPADELOKPATEC
nepvouv eva Aouvotpo PeutokaBapelovoac
KOlL OTLC ATTAOUCTEPEC KOl SNUOTLKOTEPEC
KATOOEOELC KOl LAPTUPLEC TWV TTIOALTWY,
npoomaBouv Kal oL PATOPEC TWV KOVAALWV val
ETILONLOTIOL|COUV T AEYOUEVA TOUGC, VO TOUC
npoodwoouv KUPOC, EUNMAOUTI(OVTAC TA UE
Koppatio kat Opupola tne pac N tnc aAAng
«KAELOTNCY» opoAoylac.

NovteAnc MmnoukaAag, «AAMwC opthoU ey, AAAwC ypadopev», H
KabOnuepivn, 17.2.2008



ALOXPOVLKN KOl EOWTEPLKEVEVN

Katt avadoyo dinyotav o afexaotoc BaoiAng
Pwtag: Otav tedewwoe T PLAOAOYLKEC OTIOUOEC
TOU, YUPLOE ylo. Alyo OTn YEVETELPA TOU, TO
XIALopoodL, Kot kouBevtiale e TOUC CUXWPLAVOUC
Tou. Ol TeAeuTaiol TToAU amoyonTteUTNKAV MOV O
VEOC «OAOKAAOC» TOUC HIAOVOE amAQd, 0Tn
vAwooa touc. «Kplpa ta Aedta ou Eodede o
VEPO PwTac yla va oTtouOACEL TO YLO TOU»,
e\eyav, «adou kataAaBaivoupe O,tL AEewy.
odla, yU avtouc, ntav n akataAnylio...

Maplog MAwpitng: «AcadeLla koL capnveLo»



To AMNO, n SnuoTikn YAwooa Kol n
arnAn vAwooo

* AMNO 1975: opada HETOYAWTTLONC KELLEVWV
¢ dtokntiknc yYAwooac (16pupa MavoAn
TplavtaduAAidn)

* Epappoyn ota keipeva tou AlNO

e AA\Q Kol AAAWV POpPEWV

e Exmaibevon vumaAAnAwv

Ao TNV KaOLEPpWON TNG SNUOTIKAC OTO aitnua
TNC ANANC YAwoooc crpepa

BA. Avva Avaotaotadn-Zupewvidn, H veoeA\nvikn otn Sloiknon, oto MpoBAnuata HETayAwTTLopoU ot VEOEAANVLKA
vAwooa, ABriva 1977, Etatpeia Zrmoudwv NeoeAAnvikoU MoAttiopou kal Mevikng MNoawdeiag, 2xoArny Mwpaitn, 9-25 kat 161-187.



TLva KOVOULLE;

Na (ouv)amodaciooupe otL n oadnc ypadn pag
adopa

Na otnplytou e otn OLeBvn eumelpla Kol OTLg
E£UPWTTOLKEC TIPAKTIKEC

Na éekivnooupe tn oulntnon o kabevoc kat n KoBepuio
OTOV XWPO TOoU

Na TiiEcou e otnv KateUBuvon Twv aAAoywv

Atvovtac To mapadelypa

Ta Mavenotnpia Hrnopouv va AnoTteAECOUV UPNAVA TNG

veac avtiAnyPng Kot TPOKTLKAC, OE CUVEPYOOLA UE
Beopouc kat PopEis



EUyxopau va ¢avaocuvavinBoupue
OUVTOUO OE VEEC TIPWTOBOUALEC

yia th oadn ypodn Kot tTnv amin
VYAwooa

doti
«Zodov to cadec» (Evpuridnc)



20LC EUXOLPLOTW TTOAU
yloL TV Tpoooyn
OOLG



