	Plain Language Guideline
	What to Do

	Know Your Audience
	Write for your students and address one person directly. Use “I” for yourself and “you” for the reader.

	Use Detailed Headings
	Use clear, descriptive headings so readers understand how the document is organized. Consider writing headings as questions or statements.

	Use Simple Verbs & Present Tense
	Tell readers what to do using simple language. Write in present tense. Use “must” for required actions.

	Keep Sentences & Paragraphs Short
	Focus on one idea per sentence and one topic per paragraph. Keep subject, verb, and object close together and avoid unnecessary detail.

	Use Examples, Tables, & Lists
	Use examples to explain concepts. Use tables to organize complex information. Use lists to highlight key tasks.

	Format Carefully
	Use bold sparingly for emphasis. Avoid all caps and underlining (except for links), as they can reduce readability.



