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Agenda
Next week

Plain Language Concerns

Working on Infographics 

Presenter Notes
Presentation Notes
Next week, your drafts will be due by Monday night. We’ll work on polishing our infographics and writing our Justification Memos – our goal is to be 100% done by Friday, so that you can go enjoy your Spring Break without thinking of me ONCE. 
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Plain 
Language 
Concerns

(and why we’re discussing them)
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Online Resources
There are excellent plain language resources 
available online:

plainlanguage.gov
Center for Plain Language

https://www.plainlanguage.gov/
https://centerforplainlanguage.org/learning-training/five-steps-plain-language/
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Plain language is the 
cornerstone of technical 

communications.



SLIDESMANIA.COM

Plain Language Allows Your  

• Find what they need

• Understand what they find

• Use what they find to meet their 
needs*

*from plainlanguage.gov

Tech Comm involves relaying 
complex, difficult information to an 
audience that is usually non-
expert. Following plain language 
guidelines allows you to 
communication to your audience 
clearly and concisely. 

Presenter Notes
Presentation Notes
Plain language is an English language concern! Which is to say: English speakers, as well as other Germanic languages, typically favor plain speaking over linguistic flights of fancy. This, however, is not true cross-culturally or for all languages. Some speakers of other languages, like French or Arabic, where linguistic complexity is prized, find plain language to be quite off-putting.
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Write for your audience!
💡💡 Don’t dumb it down/patronize
💡💡 Tell them why it’s important for them
💡💡 Ask yourself: 

💡💡 Who is my audience?
💡💡 What does my audience already 

know?
💡💡 What questions will they have?
💡💡 What’s the best outcome?
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Organize the information
💡💡 Start by stating your purpose & the bottom 

line (for your infographic, your technical 
definition should accomplish this job!)

💡💡 Use a logical progression – make it easy to 
follow

💡💡 Remember HATS (heading, access, 
typography, & space)

💡💡 Use your design knowledge to help you
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Choose your words carefully
💡💡 Remember when I said, “communication is a 

political act”? It’s all about privilege and access. 
Words matter.

💡💡 Avoid confusing jargon. 
💡💡 Use a consistent writing style.
💡💡 Be concrete, not abstract.
💡💡 Use language familiar to your audience. 
💡💡 Use strong, simple words: remember to use active 

voice.
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Be Concise
💡💡 Long, complex sentences can confuse 

your reader.
💡💡 Challenge every word: do you need it? 

Can you say it simpler? Is it the best 
word for the job?

💡💡 Omit information your audience 
doesn’t need.
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Keep it conversational
💡💡 Your voice as the writer should be 

clear – it should read like you’re 
standing there, talking to the reader.

💡💡 Use active verbs.
💡💡 Make sure it’s clear who is doing what.
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Practicing Plain Language
💡💡 Copies of tax returns must be 

provided.
💡💡 The team of researchers at the 

university were happy to speak 
with the president of the 
student body about a variety 
of issues.

💡💡 Provide copies of tax returns.
💡💡 The university researchers 

spoke happily with the student 
body president. They 
discussed many issues.
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Infographic Tim
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