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Introductions 

Tell us about  
yourself!  
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Barriers to 
Understanding 

Whatõs wrong with this? 
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Overcoming 
Barriers to  
Understanding 

Write in plain language!  

ÅGive a few messages  
at a time  

ÅTarget the reading level so 
everyone can understand 

ÅConsider readersõ 
experience, culture and 
knowledge 
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òI can read it,  
but I donõt 
understand it!ó 

The pitch is one chain with three stumps 

surmounted with bails with four creases. The 

middle stump is in dead center of the bowling 

crease. The bowler s front foot must land on the 

popping crease. He can be stumped out if he is 

out of his ground. Sundries include byes and leg 

byes. Some specialist wicket keepers are all -

rounders. LF and LBG bowlers specialize in the 

run-up, the leg break and the Googly. The two 

batmen face each other at opposite ends of the 

pitch. The bowler throws to the batman, who 

tries to prevent it from hitting the wicket by 

striking it with his bat. The batman is dismissed 

if the bowler hits the wicket, or if the batman 

strikes it and the fielder catches it. If the 

batman strikes the ball, the two batmen run 

across the pitch and switch positions. The 

batman risks dismissal if the fielder retrieves the 

ball before the batman reaches the end of the 

pitch. After an over, a new bowler faces the 

opposite wicket. The openers might hit an edge 

but the batman might pad away. The fielder is 

run out if he breaks the wicket while the 

batsman is out of his ground, not behind the 

popping crease. There can be limited overs using 

the Duckworth -Lewis method or a no-result.  
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Formulas and 
Software 

What are they? 

How do they work? 

How are they useful?  
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Grade 3  
reading level? 

The eagle soars above the deep 

chasm. His hoary head swivels 

laterally. Does he feign placid 

apathy? Does he abhor this 

alien invading his realm? Would 

he abort his flight? Would he 

halt it at its height? Plunge into 

the abyss? Drop a plumb line 

and seize his prey? Then wing 

again into the azure sky? 

 



8 8 

The son shines sew brightly  

on the mourning do.  
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Before:  

The eagle soars above the deep 

chasm. His hoary head swivels 

laterally. Does he feign placid 

apathy? Does he abhor this alien 

invading his realm? Would he 

abort his flight? Would he halt  

it at its height? Plunge into the 

abyss? Drop a plumb line and 

seize his prey? Then wing again 

into the azure sky? 

After:  

The eagle flies over the canyon. 

His old head turns. Does he  

fake calm indifference ? Does he 

hate this stranger invading his 

kingdom? Will he land? Or will 

he keep hunting and fly off into 

the blue sky?  
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Plain Language 

Active voice  

Friendly tone  

Short paragraphs 

Simple sentences 

Familiar words  
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Active voice  

An order for your lab 

work will be placed for 

you at the Legacy 

outpatient lab.  

We will order your  

lab work at the Legacy 

outpatient lab.  
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Friendly tone  

Failure to follow your 

prescribed exercise 

regimen may result in 

slower recovery.  

Youõll feel better 

sooner if you do the 

exercises your doctor 

gave you! 
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Short 
paragraphs 

  

Each insurance carrier has different 

requirements that need to be  

met prior to approval for surgery. 

Your insurance may require 

additional appointments to those 

listed above. In addition, any one  

of our providers may require 

additional visits prior to surgery; 

this is to ensure you are prepared 

for surgery and will achieve the 

best possible outcome.  

Your insurance may require more 

appointments before they approve 

your surgery. Also, our doctor may  

need to see you before surgery.  

We want you to be readyñand have 

the best results!  
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Simple 
sentences  

To carry on this work 

satisfactorily, it is important 

that we have your complete 

cooperation with this office.  

Itõs important to cooperate  

with us!  
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Reduce your sodium intake 

to manage hypertension.  

Cut down on salt to lower 

your blood pressure. 

Familiar words 



16 16 

More Plain 
Language Tips 

Descriptive titles  

Greetings and closings 

Headings 

Q/A format  

Organized in sections 

Limited number of 

messages 

Key messages first 

Instructions in brief 

ordered steps 
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Instructions 
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We may be able to help 

you pay your medical bills. 

To find out if you qualify, 

follow these steps:  

Brief 
introduction  
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Step-by-step 
instructions  

1. Complete the application.   

2. Sign the application.  

3. Attach the checked proofs for each 

household member who is 18 years 

old or older:  

_ Last yearõs W2 and tax return  

_ All pages of your last two checking 

or savings bank statements 

_ Pay stubs for 3 months 

_ Other:_______________________ 

4. Mail the application and proofs to 

us in the envelope that came with 

this letter.  

5. Call us if you cannot send the 

information by _______.   
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Brief 

Clear 

One step at a time  

Begin with an action verb  

In the order that they 

must occur 

Instructions 
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The way  
things look 

Fonts and text size 

White space 

Line length  

Navigational aids 

Images 
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Fonts and  
text size  

Keep it simple  

Avoid all caps 

Serif or sans serif? 
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Serif  
or sans serif? 

 

Serif:  
This is Palatino. 
This is Georgia. 
This is Cambria. 

 

Sans serif: 

This is Calibri. 
This is Trebuchet.  

Serif Sans serif 
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White space 
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Line length  

Your insurance may require more 

appointments before they approve  

your surgery. Also, our doctor may  

need to see you before surgery.  

We want you to be readyñand have  

the best results!  

Your insurance may require more appointments before they approve your surgery. Also, our doctor 

may need to see you before surgery. We want you to be ready ñand have the best results!  
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Navigational 
aids 
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Images 
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Put It All 
Together 
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Thoughts  
and Questions  


