
Commerce Plain Language Program

Checklist
Your plain language document

____ is written for the average reader

____ is organized to serve the reader’s needs 

____ uses question-and-answer format and informative headings

____ uses “you” and “we” and other pronouns

____ uses the active voice in most sentences

____ uses short, direct sentences and short paragraphs

____ uses everyday words 

____ uses careful word placement 

____ makes the most of lists and tables

Contacts
Anatta, Executive Secretariat, Office of the Secretary

anatta@doc.gov;  202-482-4342

Jana Goldman, NOAA Communications, OAR Communications

jana.goldman@noaa.gov;  301-734-1123

Interagency Plain Language Program (training, writing guidelines, other resources)

www.plainlanguage.gov




